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How to Use the 
“Maintain Customer 

Information” 
Employee Tool 

  



 
 

2 

How to Login 

 
1. Navigate to www.auburn.edu/facilities and click on “Facilities Employee 

Portal” at the bottom right-hand side of the page. 

 

2. When you get to the portal screen, click on “Mail Services Applications” 
under “Employee Tools”. 
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3. Login to the app by using your Auburn credentials.  
 

4. Once you have logged in, click on the blue envelope in the center of the 
page entitled “Maintain Customer Information” 

 

 

 

NOTE: If you would like to simplify the process and skip a couple of steps, simply navigate 
directly to this web address:  

http://www.auburn.edu/administration/facilities/webapps/mail-services/index.php 

 

5. When you log into the app, this will take you to the “Account Listing” 
screen. 
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Searching Features 

 
In the Account Listing screen pictured below, you can search by meter code, FOP, 

name, or contact name. 

Tip: For navigating around the screen, you have the scroll bar at the bottom of the 
listing to move data right and left. As you can see, there is also a scroll bar on the 
right to move the data up and down. To search, click in the white text boxes and 

begin keying in the data you are searching for. 

 

NOTE: If you search for a FOP and get an error, it may be that the FOP number is 
incorrect, or that we do not have the number on file. Put the FOP number in the 

comments section and we will review it. 

1. The ability to search multiple fields gives you the flexibility to do things such 
as searching the number of FOPs listed under a certain contact name. To do 
this, simply type the name of the contact you are looking for in the white box 
under “Contact Name.” 

 

< The above example is found in the screenshot on the next page > 
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    Editing Features 

 
 

How to edit the FOP, Envelope Name, Contact Name, or Address: 

1. In the Account Listing screen, search for the meter code of the field you wish 
to edit.  

2. Double click the field that you wish to edit and input the new information. 
3. When finished with this, scroll to the right on the Account Listing screen and 

input a reason/summary for the edit under “Comments”. An example of this 
is listed below. 
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NOTE: A few of the fields you cannot modify. For example, FOP Name and Meter 
Code. In addition, unless you are the manager, you cannot delete or make a meter 

code “inactive.” 
 

How to Sort the Listing 
 

To sort the listing by any column, simply click on the column name and the column 
will be sorted. Click the column heading again and it toggles between sorting in 
ascending and descending order. 
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1. Click on the “Email Listing” tab on the left-hand side of the page. 

 

 

 

How to Edit an Email 

NOTE: The email addresses 
are for the contacts that will 

receive a mail carrier 
statement each month. It is 
possible that more than one 
person will receive a copy of 
the same statement. This is 

perfectly fine. 



 
 

8 

2. With the Email Listing opened, search for the email that you wish to modify 
by clicking in the white box under “Email”. 

 
 

3. To change the selected email, double click in the email column, and type in 
the revised email. Once you’ve entered the information press enter or tab. 
You should see the change.  
 

 

NOTE: One or more rows of information may appear, and this is ok. You may have 
more than one email contact for a meter code. 
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1. Click on the tab on the left-hand side of the screen named “Add Email”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

2. Fill in all necessary fields and when finished, click “add”. 

 

NOTE: To check that the email has been added, click on “Email listing.” 

   

How to Add a New Email Contact for a 
Meter 
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1. To remove a certain email from a meter, simply click on the red “X” beside 
the row of the email you wish to remove in the “Email listing” screen. 

2. You will be shown the following message. Click “OK.”  

 

 

 

 
3. When you do this, the email will be scratched through and removed from 

the meter code.   

 

 

 

 

 

 

How to Remove an Email Listing for a Meter 
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How to Export to Excel 

 

 

To export the Account Listing to Excel, simply click the “Export to Excel” icon in the 
upper left-hand corner of the blue box, and the file will be downloaded to your 
Browser’s default download folder. You may be prompted to save and download the 
new file. NOTE: You can also export a listing that you have sorted or filtered. 

 

 
If you need further assistance, please contact Auburn University Facilities IT group 

at 334-844-7877 or email eud0001@auburn.edu 

 


