
Print & Mail Services 

Create a Shipment for mailing Parcels (boxes) with Campus Mail. 

 

1 Open a web 
browser and 
goto this link 
 
 

http://muop-mail-
pb1.missouri.edu/SendSuite%20Live/projects/login.aspx 
 
 
*Be sure to turn off Popup Blockers 

2 Create a new 
user 

 
3 Fill out the 

registration 
info 
 
Note: the 
Activation 
Token is 
“desktop” 

 

desktop 

http://muop-mail-pb1.missouri.edu/SendSuite%20Live/projects/login.aspx
http://muop-mail-pb1.missouri.edu/SendSuite%20Live/projects/login.aspx
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4 Once a profile 
is created, 
login. Then 
double click 
on the 
“Desktop” 
link. 

 
5 Click on the 

“Ship From” 
blue tab, if 
collapsed.  
Make sure to 
check the 
“request 
email 
notification 
when 
delivered” 
box. 
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6 Fill out the 
recipient’s 
information in 
the “Ship To” 
blue tab area.  
 
Click 
“Validate” to 
check the 
address for 
deliverability 
 
Click “Next” in 
lower right. 

 
7 If known, Fill 

out the 
weight, size, 
value, and 
contents info.  
 
This can be 
left blank. 
 
Declared 
Value = 
Insured value 
 
Click “Next” in 
lower right 
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8 Fill out the 
billing 
information. 
 
The cost 
center is your 
MO Code and 
PS Account 
 
 

 
9 If you would 

like the Mail 
Room to ship 
your parcel by 
the most 
economical 
way, please 
enter a note 
in the 
Shipping 
Notes field 
stating: 
 
“Ship Best 
Way” 
 
You could also 
add any 
insurance 
needs. For 
example: 
“Insure for 
$100” 

 

10 Turn off 
“Pop-up 
Blockers 

Make sure “Pop-up Blockers” are turned off. Otherwise, you will not 
be able print successfully. 
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11 Choose the 
desired 
Process:   
 
Option 1 
allows 
mailroom to 
choose the 
best 
rate/shipper. 
 
Option 2 
allows you to 
choose the 
shipping 
method and 
shipper. 
  

12 Make sure 
“Pop-up 
Blockers” are 
turned off.  
 
 

Print out your barcoded package label and affix loosely to your package. 
This will be removed by Campus Mail. 

13 Drop package 
off at your 
buildings 
mailroom. 

For large parcel quantites, more than 3 boxes, call Brian at 882-9639 to 
schedule a free pickup. 
 
Packages can always be dropped off during normal office hours 7:30-4pm M-F 
directly at: 
      Print & Mail Services 
     2800 Maguire Blvd 
     Columbia, MO 65211 

 


