
Working with Mail Services 
 In working with Mail Services on a mail project, there are 3 essential “steps” or considerations to 
successfully execute the mailing. They are the:  

1. Work Order 
2. Mailing List (recipients and addresses) 
3. Mailing Material 

 
We will explore each step separately, even though they, as a whole, convey information to Mail 

Services that will help assure successful mailings. 

Work Order:  

To access the work order form, click www.kent.edu/mailservices, then the menu item for Mail Services 
Work order, and then the link for Mail Services Work Order form. You will see the following: 

 

 

 

 

 

 

 

 

 

 

 

The fields outlined in red are required fields; you will be unable to submit the work order unless they are 
filled in. 

This is your chance to tell us all about your mail project and give us details which help us to get the best 
postage and labor costs for your project. 

Some departments also use this form to track specific mailings; if so, please include a copy with your 
mailing material. 

Final step is to click on SUBMIT and your order converts to a PDF and is attached to an email to Mail 
Services. You can attach your mailing list if it is ready to send at the same time. 

 

 

http://www.kent.edu/mailservices


Mailing List:  
Mailing lists for automated mailings must be sent to us in a format compatible with our postal 

processing software. The most common formats include CSV files and Excel worksheets. Both have separate 
fields for sorting and manipulation. Other types of files we can accept are “comma-delimited,” “tab-delimited,” 
and “fixed field.” These formats allow us to move the fields into the order required for postal automation and 
barcoding.  

 

 

 

 

 

 

 

 

 

To reformat your Excel file: 

 

 

  

Note the 0’s are missing in the top 2 zips 

If column showing “Plus 4” 
is separate, format as text 

Typical unformatted Excel file: 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

  Field layout suggestions:  
Business Record Suggestion 

ID # Sal. FName LName Title Employer Add1 Add2 City St. Zip +4 

800000 Mr Steve Finley Manager Kent State 
University 

POB 
5190 

1500 
Horning Rd. 

Kent OH 44242 -0001 

 
Home Record Suggestion  

 

 
 

Sorting your data:  
    A Word of Caution:  

  
 
 
 

Be sure to click the upper left corner of the worksheet before 
sorting. This will select ALL cells in the worksheet.  

Then proceed with sorting by accessing “Data” and then “Sort.” 
 

What Mail Services can (and can’t) do with your lists: 

 Mail Services will gladly CASS (Verify the address is deliverable through the Coding 

Accuracy Sorting System) and NCOA (National Change of Address) your mailing lists 

free of charge. 

 Mail Services has limited capabilities in merging/purging multiple lists from separate  

sources, but we have access to outside sources who will help us (for a reasonable cost).  

 If you have multiple lists on the same Excel file, we can select multiple tabs as long as  

they are similarly formatted. 

 

 

 

 

 



Mailing Material: 

 If you have material for us to mail and need a pickup, call 330-672-2164 to arrange that 
service. We pick up material in the afternoon, so be sure to call before 12:30! 

Other material should be sent to:   Mail Services (ASB Building corner of Horning & Loop Rds) 

      P O BOX 5190 

      1500 Horning Rd., Room 101 

      Kent, OH 44242-0001 

 All material is subject to inspection and suitability to the equipment required to complete the 
project. Most of the rules are similar to postal regulations for size, weight, and class of mail; we just 
request that it arrive well marked with quantity per box and a sample of the printed piece taped to the 
outside of the box/container. 

 

 

Reminders: 
 You need 200 pieces for non-profit and 500 for 1st class presort mailings. 
 Addressing takes an area about 4” from the right side, and 3” from bottom. 
 We cannot machine insert square flap envelopes, ask for “machine insertable” 

with your envelope order. 
 Pick up of material is NOT automatic; you must call and arrange for pick up. 
 Left over material will be returned, along with list corrections, after the mailing 

is submitted and accepted at the USPS. 
 Tracking only takes place if requested…and then on a limited basis for letters 

and flat sized mail. 
 Call for questions about other classes of mail and possible options.  

 

 


