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1. Overview 

 

Admail service is one of the most cost-effective ways to reach out to households in Singapore. The 

service allows you to distribute unaddressed promotional materials such as brochures, flyers, 

samples or any other marketing materials or notices to all households and business premises in 

Singapore.  

Mail360 portal allows booking for Admail and HomeDirect (New/Plus) services with below key 

functions: 

• Apply for new SingPost Corporate account/ service 

• Create Admail and HomeDirect New/Plus bookings 

• View booking history  

• Enquire booking status 

• Email notification for order confirmation, lodgement and distribution completion 
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1.1   Existing customer login to start booking  

 

To start your booking, please log in using your email and password at http://mail360.singpost.com. 

Please ensure that you have an existing SingPost Corporate account with Admail and/or HomeDirect 

service.  

Refer to Point 1.3 for booking steps.  

Note: If you are a new SingPost Corporate customer, please refer on the steps stated in Point 1.2. 
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1.2  New SingPost customer – Sign up for Mail360 Portal ID  

1. Go to URL: http://mail360.singpost.com 

2. Select Sign up or create your SingPost account to sign up for a Portal ID. 

 

3. Key in a valid Email, Password, Confirm Password and click Sign Up. 
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4. The following confirmation message will be displayed upon successful Portal ID sign up. 

 

5. Proceed to your registered email account and click on the Portal ID activation link. 

6. You would be directed to Mail360 landing page. Please enter your email address and password 

to log in. 
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1.2.1 SingPost Corporate Account Sign Up 

Upon successful login to Mail360, please complete the New Account Sign Up Form to apply for a 

SingPost Corporate Account with Admail and/or HomeDirect service.  
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1. Upon submitting the Account Sign Up form, the following message will be displayed.  

 

2. A confirmation email will be sent to you. Please follow the instructions in the email to complete 

the application process. The account creation and service application forms are also attached in 

the email.  

3. Once your SingPost corporate account application is processed, you will receive a notification 

email.  Upon successful application, you may proceed to log in to Mail360 to make your booking.  
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1.3  Make Your Booking 

 

Upon successful login, you may proceed to make your booking for Admail and/or HomeDirect 

service. Please navigate your service option at the top left menu bar, where necessary. 

1.3.1  Admail Service 
 

1. Please ensure that your service type indicated at top left  is under “Admail” 

2.  Select “Make Your Booking” 
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3. At booking Step 1, there are 3 options for selecting mailer distribution area: 

a.  By Sector 

b. By District 

c. By System Allocation 

You may choose from the interactive map or tick the various options (i.e. By region, or selected 

housing type) to select accordingly. Once the selection is made, please click on “Next” to 

continue. 
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4. At booking Step 2, you would have to enter the “Distribution start date”, “Mailer weight” and 

“billing account number”.  

Select “Calculate Distribution Charges” to display the “Total Distribution Charges”.  

Click “Next” to proceed. 

 

 

Note :  Distribution of Admail will be completed within five (5) Working Days after the Actual Lodgement 

Date during non-festive periods (i.e. January to September) and within seven (7) Working Days 

after the Actual Lodgement Date during festive periods (i.e. October to December). Distribution 

of Admail will be performed on Working Days during business hours.  
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5. At booking Step 3, please enter booking details such as “Mailer Title” and select if Bagging  / 

Printing Service or other services are required.  

5.1 If “Printing/ Other services” are not required, please select to “Calculate Total Charges” . 

Click “Next” to proceed.  
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5.2 If Printing/ Other services are selected, the request will be submitted once you click “Next”. Your 

respective SingPost Account manager will receive a notification to provide a quotation for the 

pending order. Once the quotation is provided, you will receive an email notification to review and 

confirm on final charges.  
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6. At booking Step 4, please review the order information and agreement. After accepting the 

agreement, please click “Submit” to go to the final confirmation page. 
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7. Click “Submit” to complete the booking.   
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8. Booking is now completed. 

 

1.3.2 HomeDirect New/ HomeDirect Plus  

1. Please ensure that your service type indicated at top left  is under “HomeDirect” 

2. Select “Make Your Booking”. 

3. Select “HomeDirect New” or “HomeDirect Plus”. 
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1. At booking Step 1, there are 2 options for customer to select Distribution Area: 

a.  By Sector 

b.  By District 

You can also choose from the interactive map or tick the various options (i.e. By Region) to 

select accordingly. Once the selection is made, click Next to continue to the next step. 
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2. At booking Step 2, select the “Material Delivery date”, “Mailer weight” and “Billing account 

number”. 

Click “Calculate Distribution Charges” to display the Total Charges.  

Click “Next” to continue. 

 

 

 

Note : Distribution of Mailers shall be completed within three (3) Working Days after the Actual 

Lodgement Date during non-festive period (i.e. January to September) and within five (5) Working 

Days after the Actual Lodgement Date during festive period (i.e. October to December). Distribution 

of Mailers will be performed on Working Days during business hours.  
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3. At booking Step 3, please enter your booking details such as “Mailer Title” and indicate if 

Printing Service or Letter Shopping Service is required.  

 

Select “Calculate total charges and click “Next” to proceed. 
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4. At booking Step 4, please review the order information and agreement. After accepting the 

agreement, please click “Submit” to proceed to final confirmation page. 
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5. Click “Submit” to complete the Order Booking.   
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6. Booking is now completed. 
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1.3.3 Confirm Your Booking 

1. Only applicable for those who have opted for Printing/ Other Services. You will need to review 

and confirm the final charges upon receiving email notification when the quotation has been 

provided. 

 

Select “Confirm Your Booking” and click on “Review Order” for the respective booking to 

proceed. 
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2. You may review the order and final charge. Select “Confirm” or “Reject”. 
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1.3.4 Check Your Booking 

1. To enquire on order status, select “Check Your Booking”. A list of bookings matching the search 

criteria will be displayed.  

2. You can select the relevant booking number to view the details. 
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1.4  Manage Your Account 

As an administrator for each Customer Account, you can create new user access by completing the 

section below. 

User will be able to access all areas in the system except "Manage Your Account". 

1.4.1 Create New User Access 

1. Select “Manage Your Account” 

2. Click “Create New User Login” 

 

Enter all required information and select the SingPost Account No. to be added under this new 

user.  Add Account by clicking on the arrow button. 

 

3. Click “ Submit” 

4. New user will receive an email notification with the user name and default password.  
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1.4.2 Edit User Access 

As an Administrator, you are able to edit user access for the respective Account Number. Editing 

include changing of user's access (active or inactive) and editing the Account No. (Add or remove 

accounts) of the user. 
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1.4.3 Authorization of Agency  

As an Administrator, you are able to authorize our SingPost Alliance Agency to create booking on 

behalf of your account.  

1. Input the Alliance No. of your appointed Agency 

2. Click on “Validate Account” 

3. Agency Account information will be populated. 

4. Select the respective account number to be authorized under this Agency. 

5. Click on “Add” and refer to below table on authorization details.  

6. Authorization of Agency can also be removed by selecting “Remove Authorisation”. 

 

 

 


