How to View Monthly Postal Charges

Overview

Departments are charged on a monthly basis for the postage they use. These charges may be found online via MyUWF and are updated each month for
the month prior.

Instructions

To view your departmental postal charges, login to MyUWF (my.uwf.edu) and follow the steps below.
Step 1
Type "Postal" in the Search field. You will see several items in a drop-down manner. Click on "Postal Services Forms".

T & MyUWF Desktop

Postal

postal charge memo master sheet request form

Home ltems Postal Information

. ArgoTracker Real-time trolley location on | Postal Services Forms

r Postal Services Resident Student Change of Address
tﬁ Banner General Ledger Crosswalk Bu . _____.

Featured ltems
: Campus Directory Search people, departments, and organizations.
There are currently no featured items.
== CashNet - Pay Your Bills Account balance, fee payment, receipt history, payment plans, and 1088-T.
.[I‘ Confluence - UWF Business Process Library UWF documentation and official business processes.
Lﬁ Copy Service Departmental Charges See charges for departmental accounts and pull reports.
Step 2

Type "Postal" in the Search field. You will see several items in a drop-down manner. Click on "Postal Services Forms". You will now see only the "Postal
Services Forms" app.

Postal Services Forms

Search Resulis

:_ﬁ: Postal Services Forms  Postal Senvices forms, mall guide quick senico links, and manthly chargos.

If you need to view your departmental charges often or on a monthly basis, click on the star at the right end of the app to add this app to your top apps on
your MyUWF home page.
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Search Reaulls

: j‘ Postal Services Forms  Postal Senvicad loima, mail guids quick andcs Bnks, &nd monthly changes
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Click on the "Postal Services Forms" app to go to the page where you can view your monthly postal charges.

Step 3
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When you click on the link, the Excel file will download. (It does not open in the browser.)
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