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HOW TO VIEW AND UPDATE SCHOOL MAILINGS 
School Mailings Form (SWFMAIL) 

  
 
General 
 
The School Mailings web form allows users to look up schools so that they will be able to add/update/delete departmental 
mailing addresses (address units), add/update/delete information on the type and quantity of materials that are mailed to 
each address (mailing rules) and to view the mailing history for each address.   The mailing rules are referenced for mass 
mailings to schools which take place a few times per year.   The web form also allows the ability to record an 'ad hoc' mailing 
to a school without including it in the regular mass mailing rules. 
 
Check List 
 
Before you proceed, you must have the following information: 
 

•  School Code (SBGI Code) or School Name 
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1. Go to the Minerva Information 
website 
(http://www.is.mcgill.ca/minerva), select 
“Minerva Login ” from the top menu. 

2. You will then be asked to login. 
Enter your McGill ID and PIN and 
click on Login. 
 
e.g.  McGill ID: 150123456    PIN: 
987654 
 
You will then be asked to re-enter 
your PIN for verification.   Click on 
Login. 
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3.  Click on the Student Records 
Administration Menu item. 

 
You have now logged in to the Minerva Web Product. 
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4.  Click on the menu item 
Admissions Administration 
Menu. 
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5. Click on the submenu item 
School Mailing Forms. 
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School Search  

 
 
 
 
 
 
 
 
 
 
 
 
 
Field Name Description 
Type  Enter 'H' if you are searching for a high school; enter 'C' if you are searching for a CEGEP, College or 

University 
School Code 6-digit school code.  
School Description Name of Institution.  It is recommended that you enter partial names using the '%' wild cards. 
City City that school is located in.  Use wild cards - ex.  %Beijing% 
State/Prov. State or province that school is located in. 
Nation Country the school is located in.  Use wild cards if you are unsure of the spelling. 

6. Enter the school code or 
enter the search criteria to 
locate the school.  Click on 
Submit.                         
(Click on REFRESH to remove 
all the criteria you entered.) 

Enter data in any of the search 
fields to narrow down your 
selection.   At least once field 
must be entered. 
 
Since many school names are 
abbreviated and include accented 
characters it is recommended 
that you search on the city field 
using wild cards. 
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School Selection 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. A list of records matching 
your criteria will appear. 
Click on the School Code of 
the school you wish to view 
information for. 
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8. Click on the School Code 
to access the mailing rules for 
the primary school address. 

9. Click on a 
sequence number 
to view mailing 
rules for the 
specific units.

12. Click here to view 
mailing history of the 
primary address 

10. Click on the 
address unit to view 
and/or modify the 
mailing address. 

11. Click here to 
view the mailing 
history for a specific 
unit. 
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Step 8: Primary Address Mailing Rules 
 
 
 
 
 
 
 
 
 
 
 

Displays current 
mailing rules for the 
primary address   

No history is retained 
for mailing rules.  To 
view what was sent to 
the primary address in 
previous years see the 
mailing history form. 

In this case no current 
mailing rules are attached 
to the primary address. 
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Step 9: Address Unit Mailing Rules 
 
   
 
 
 
 
 
 

Displays current 
mailing rules for the 
address unit. 

No history is retained 
for mailing rules.  To 
view what was sent in 
previous years see the 
mailing history form. 

In this case 2 mailing 
rules are attached to 
the selected address.
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Mailing Rule Fields 
 
Field Name Description 
 
Address Unit 
 

 1. School 
Description 

School Name 

 2. Sequence 
Number 

Sequence Number of Address Unit of School 

 3. Address Unit 
Description 

Name of department or office where we are sending mailing 

 4. Address Street line address of the address unit 

 5. City City of the address unit 

 6. State/ 
Province 

State or province of the address unit (if applicable) 

 7. Zip/ Postal 
Code 

Zip/Postal code of the address unit (mandatory if Canada) 

 8. Nation Nation of the address unit 

 
Curent Mailing Rules 
 
 9. Material  Type of material mailed 
 10. Quantity Quantity of material mailed 
 11. Characteristic Type of mass mailing the material and quantity are associated with 
 12. User  User who added the current mailing rule 
 13 Activity Date Date the mailing rule was added 
 14. Maintenance Select UPDATE to change the material, quantity or characteristic associated with the mailing 

rule 
Select DELETE to remove a mailing rule from future mailings. 

 
Add Mailing Rule 
 
 9. Material  Type of material to include in future mailings 
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Field Name Description 
 10. Quantity Quantity of material to be sent in future mailings 
 11. Characteristic Type of mass mailing the material and quantity are associated with 
 
Select INSERT to add the new mailing rule. 
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Step 10: Mailing Unit Address Update 
 
 
 
 

 
 
 
 
 
 
 

Use this form to 
modify or delete the 
current address 
associated with the 
specific address unit.  
No address history is 
retained. 

To update an address 
make the changes in 
the appropriate fields 
and click on UPDATE. 

NOTE: The school's 
primary address 
cannot be modified 
here.  This must be 
done in the Banner 
form SOASBGI. 

To delete an address, 
click on DELETE. 
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 Step 11/12: Mailing History Form (Primary address)/ (Address Unit) 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use this form to view 
history of mailings to 
the selected address 
(either primary or 
address unit).  

You can also add an 
ad-hoc mailing of a 
material or a letter.  
Add-hoc mailing are 
one time mailings and 
will not be added to 
the mailing rules. 
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Mailing History Fields 
 
Field Name Description 
 
Address Unit 
 

 1. School 
Description 

School Name 

 2. Sequence 
Number 

Sequence Number of Address Unit of School 

 3. Address Unit 
Description 

Name of department or office where we are sending mailing 

 4. Address Street line address of the address unit 

 5. City City of the address unit 

 6. State/ 
Province 

State or province of the address unit (if applicable) 

 7. Zip/ Postal 
Code 

Zip/Postal code of the address unit (mandatory if Canada) 

 8. Nation Nation of the address unit 

 
Materials Mailed (history)  Display only. 
 
 9. Material  Type of material mailed 
 10. Quantity Quantity of material mailed 
 10. User  User who updated the history (will normally be a batch program) 
 10. Mailing Date Date the materials were mailed 
 
Add Materials (Ad Hoc Mailing)  For information purposes only - requires manual preparation of address labels 
 
 9. Material  Material that is being mailed  as a one time mailing 
 10. Quantity Quantity of material that is being mailed as a one time mailing 
 
Add Letters  For information purposes only - requires manual preparation and mailing of letter. 
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Field Name Description 
 11. Letter Letter that is being mailed as a one time mailing (example: one time advisory or newsletter) 
 12. Print/Visit 

Date 
Enter the date the letter was sent.  Format is yyyy/mm/dd. 

 
 
Troubleshooting: 
 
Timed out of Minerva Web Product  
 
If you are inactive for an extended period of time you will be automatically 
logged out of the Minerva Web Product.  The login box will reappear, simply 
re-enter your McGill ID and PIN and continue.   
 
 
 
 
 
 
 
 


