
   

 
ORDER DELIVERY INSTRUCTIONS 

 
To ensure your package arrives safely to Mail Services, please make the 
following changes to your Amazon account prior to ordering. 
 

Remember, packages cannot be delivered to any residential buildings.  

 
1. CLICK ON ACCOUNT 

 
 
 
 

2. CLICK ON YOUR ADDRESSES 

 



 

3. CLICK ON EITHER ADD ADDRESS OR EDIT YOUR CURRENT CAMPUS ADDRESS. 

 

4. IF ADDING, ENTER INFORMATION AS SEEN BELOW USING YOUR NAME, PHONE NUMBER, 
AND CAMPUS BOX ADDRESS.  IF EDITING, MAKE SURE YOUR ADDRESS IS IN THE 
FOLLOWING FORMAT. 

  
 

 

5. CLICK TO ADD PREFERENCES FOR DELIVERY INSTRUCTIONS. 

 



6. ENTER THE FOLLOWING CRITERIA: 
• Property Type = BUSINESS 
• Mondy – Friday = 8am to 3pm 
• Saturday – Sunday = Closed for deliveries 
• Deliveries on federal holidays = No 
• Where to leave packages = Mailroom 
• Additional instructions = Deliver to staff member through the loading dock door.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. CLICK ADD ADDRESS OR UPDATE ADDRESS. 

 


