
To Submit a Bulk Mailing or Upload Address lists, you first must log in or register as a new user 

 

Submitting a Bulk Mail Job Order 

Click  from left-hand menu.  

� Click  

From the dropdown menu, select a previously created funding account 

 

If a new funding account needs to be added, click  

Once the new account is created, it will appear in your dropdown menu after going back to 

“Order Services”� “Create New Bulk Mailing” 

 

Address files can be emailed as attachments to: 

 postal.bulk@uwex.edu 

Examples of ways your account may be written:  

 

A16 9823-2 133 PRJ8452  

(133) (PRJ8452) (A) (16) (9823) (2)  

A169823 2 133 

133 A169823-2  

 

133 = Fund 

PRJ8452 = Account 

A = Unit 

16 = Division 

9823 = Department 

2 = Activity  

 

Please note that not all UDDS numbers include an 

Account (i.e., PRJ8452 or 1338452), so this might 

be blank. Divisions and departments are sometimes 

written as a single 6-digit number (i.e., 169823: 

Division = 16 | Department = 9823).  



 

 

Enter Mailing Information 

Be descriptive with Title of Mailing and enter a requested mail date that is at least 3 days after 

the date the material/file will arrive to allow processing time. 

 

 

 

 

 

 

*Note: By default, billing statements are emailed to the 

registered bulk mail account user. If statements should be 

emailed directly to your financial specialist, enter their 

name and email here.  

Most UW departments use Permit 658 (maintained by the UW-Extension Bulk Mail Center). Postage is 

deducted from BMC’s permit 658 balance and then charged back to the customer.  

If using a different permit number, please specify. 

Self-Mailer: mailpiece to be sent without an envelope that consists of one or more folded 

sheets – NO staples (max 6”Hx10.5”W) 

 ex. Tri-fold Brochure, folded newsletter, quad-folded 11x17  

 

Stapled Booklet: Any piece with staples not exceeding max 6”x10.5” 

 

Flat: mailpiece over 6”H x 10.5”W (catalog or magazine) 

Other examples: large envelope or large postcard over 6”x11.5” 



Fill out the Services Requested page 

 

 

Enter any 

detailed 

special 

instructions 

in the text 

If during the prior 

step you indicated 

how many files you 

will be submitting, 

this step asks to list 

file names.  

*this step does not 

upload the files 

 

Instead of uploading files through BMC’s website, 

address files can be emailed as attachments to: 

postal.bulk@uwex.edu 

 



 

To Upload Files via FTP Directory: 

Click  from left-hand menu �  

 

 

Order confirmation page: 

Job Number for future tracking purposes. 

If you wish to identify each address list 

by a CODE or ID for tracking or 

marketing purposes, specify here.  

(Special Codes printed in address block) 

Enter Job Number of 

corresponding mailing to help 

ensure address list is paired with 

accurate order number. 

*Files must be uploaded one at a 

time (if you have multiple lists).  

Address files can be emailed as attachments to: 

postal.bulk@uwex.edu 


