
Mail Out 
Tips



1. www.Fedex.com
2. Contact Mail Services for sign up information
3. Create own login
4. Hit shipping tab and create a shipment 

http://www.fedex.com/


5. Read over the information and 
make sure that all your information 
is correct

6. Fill in the recipients' 
information on the “To” section



7. Choose the “Ship Date” 
(for same day requests, 
create the shipment before 
10am)
Select the “Number of 
packages” (you can put an 
estimated weight, if its an 
envelope you can type in “1”)

8. For “Service Type” select 
the type of service you are 
needing for your package

9. Select the “Package 
Type” needed for your item 
(if envelopes and/or boxes 
are needed, they are 
available at the mail room)



10. Your departments 
“Line Code” and 
“Department Name”
must be filled in

11. After all the needed 
information has been 
filled, hit the “Ship” 
button to print the 
Shipping Label for your 
package



Mail Services
9400 N. Central Expressway

Box 107
Dallas, Texas 75231

972-925-3168


