
  
User Guide 

For individuals residing or stationed in the United States wishing to send MotoMails to USMC 
personnel stationed in Afghanistan. 
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Dear MotoMail User,  
 
Below you will find detailed instructions to guide you through Registering, Adding Recipients, Writing and 
Sending MotoMail.  At first it may appear complex, but with the detailed instructions below the process is 
quick and simple and like e-mail, once you have registered, all the information is stored and your account 
will remain active if used on a regular basis. 
 
In addition to the following instructions we also have an extensive list of Frequently Asked Questions 
(FAQs) listed at https://www.motomail.us/FAQInformation.cfm 

 
Sending Letters back to Family & Friends in the US. 
 
MotoMail is currently a FREE, one-way service allowing family & friends to send MotoMails to deployed 
personnel.  Deployed personnel can send letters back to family & friends back in the US for a minimal 
charge by registering on the commercial Superletter site at www.superletter.com.  On the SuperLetter 
homepage, click on òFor more information on Overseas Military Users Click Hereò for details.  The first 5 
letters are FREE! 

 
HELP 
 
Please note that online Help is available on the MotoMail site in 2 forms: 

1) Context Sensitive Help is available by simply clicking on the  icon found on most 
pages. 

2) Help on many topics is available on the Menu Bar under the ñHelpò tab. 
 

 
 
Note: 1) All times posted on the site are in GMT (Greenwich Mean Time) / Zulu time, in military 

(24 hour) format. 
 2) Accounts that remain inactive for 45 days will automatically be deleted from the system. 
 

https://www.motomail.us/FAQInformation.cfm
http://www.superletter.com/
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PART 1 ï CREATING A MOTOMAIL ACCOUNT  
 
To Send Letters from the US to Afghanistan you must first enter YOUR details NOT those of the 
person you wish to write to. 
 
To use the service you must open an account. 
 

Go to https://www.motomail.us. 
Click the [New MotoMail Account] button at the bottom of the Home page to begin the 6 Step 
Registration process. (Alternately, you can move your cursor over the ñNew Userò tab and in the drop 
down window Click on ñNew MotoMail Accountò.) 
 

 
 
Step 1 of 6: You will see a screen with a unique Security Code and two boxes in which you must 
enter the displayed security code and then your own e-mail address. (To use the system you must 
have a valid e-mail address and you must know the 9 digit FPO number, the Unit number, or the Unit 
name, that corresponds with the unit name of your recipient). 
 
If you donôt have your own e-mail address, you may use the convenient link provided to ñCreate 
Yahoo E-mailò and follow the onscreen prompts to create a new e-mail account.  
 
If you have an existing e-mail account or have just created a Yahoo account, enter the unique 
security code in the ñSecurity Verificationò box. 
 
Type the Security Verification code (not case sensitive) in the box provided.  Then enter your e-mail 
address in the box provided. 
 
After entering the Security Code and your e-mail address in the boxes provided click ñContinue to 
Next Stepò. 
 
 

https://www.motomail.us/
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Step 2 of 6: Carefully review the Terms, Conditions, and Disclaimer then click [Accept] to continue to 
the next step or [Decline] to end the registration process. 
 

 
 
Step 3 of 6: Next you will be taken to the screen on which you must indicate where YOU as the 
sender are located.  After selecting YOUR country of residence in the dropdown menu, click 
ñContinueò to proceed. 
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Step 4 of 6: Fill in YOUR address details.  When done, click ñContinueò to proceed.  Notes:  The 
password field is a password of your choice and will be used along with your email address to login 
your new MotoMail account.  The password may be any combination of letters and numbers.  Fields 

proceeded by   are Required / Mandatory fields and must be filled in.  Other fields are optional. 
 

 
 

Adding a Recipient to your Address Book 
 
Step 5 of 6:  This step allows you to add your first recipient to your address book.  Select the correct 
Unit Number (9 digit FPO number) of your recipient from the dropdown list and click ñContinueò. (You 
must know the 9 digit FPO number, the Unit number, or the Unit name, that corresponds with the unit 
name of your recipient). 
 

 
 

Step 6 of 6:  Enter rank and name information for your recipient.  Fields proceeded by  are 
Required / Mandatory fields.  Click ñContinue to complete the Registration Process.  You will then be 
logged into your new account and see a Welcome Message.  Note: Although ñRankò is not a 
mandatory field, it is extremely useful in identifying the correct individual, so please enter the ñRankò 
when available. 
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You will then be logged into your new account a see a Welcome Message. 
 

 

 
 
After reading the Welcome message click the ñDelete this notice and proceed to Address Bookò 
button to proceed to your Address Book. 
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PART 2 - COMPOSING AND SENDING MOTOMAILS 
 
Writing and sending a MotoMail is an easy process.  If you have just registered you will already be in your 
Address Book and can proceed directly to Step 2.  Otherwiseé 
 

Go to the MotoMail login page https://www.motomail.us and enter your Username (e-mail address) 
and password in boxes provided and then click ñMember Loginò.  You will then be taken directly to 
your Address Book. 
 

 
 
 

Selecting a Recipient 
 
In your Address Book click on the small check-box to the left-hand side of the recipientôs name and 
click on ñCompose Letterò. 
 

 
 

 

Composing a MotoMail 
 
Write your letter in the box provided and click on ñContinueò when finished to proceed to the Letter 
Review page.  When done click [Continue].  Note: You may write your letters in a word processing 
package such as Microsoft Word or Corel WordPerfect and then ñcut and pasteò the text in to the 
relevant MotoMail page.   
 

https://www.motomail.us/
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You will be advanced to the Letter Review page.  If you wish to edit your letter click on ñBackò and 
make the changes to your letter and once again click on ñContinueò.  When you are satisfied with your 
letter click [Send Letter Now]. 
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Next, is the Order Confirmation screen.   We strongly suggest you print this screen for your Records. 
 

 
 
Your letter will then be stored on the MotoMail server until the FPO downloads their assigned letters. 
The letters will be automatically printed, folded and sealed in an enclosed integrated printer/mailer 
and then dispatched for physical delivery.  Your letters cannot be viewed by the operator and 
confidentiality is maintained throughout the entire downloading, printing and delivery process. 
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PART 3: TRACKING YOUR LETTERS 
 

1. On the Letter Confirmation page you can select the [Delivery Status] link at the bottom of the 
page or from your Address Book click on ñReportsò on the Menu Bar and select ñDelivery Statusò.   
 

 
 

 
 

2. On the ñReport Viewerò page click on ñView Reportò.  Letters are given a number in sequential 
order when they are sent. 
 
Stage 1 indicates that your letter is stored on the MotoMail server waiting to be downloaded at 
the delivery location.  
  
Stage 2 indicates that your letter has been downloaded (in encrypted format so that the contents 
remain confidential) and is waiting to be printed.  
 
Stage 3 indicates that your letter has been printed and will be forwarded for physical delivery to 
the recipient. 
 

 
 

Saving a MotoMail to your PC 
 

On the Delivery Status Report, click the  to Save a copy of your letter to your PC follow the prompts 
through the following screens. 
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Viewing and Printing a MotoMail 
 

Click the  icon to View and/or Print a copy of your letter.  The next screen will display your letter 
formatted as it will be printed.  When you are done viewing your letter, click the ñPrint Copyò link at the top 
to Print a copy of your letter or click the ñDelivery Statusò link to return to the Delivery Status Report, or 
click ñReturn to Address Bookò. 
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Deleting a MotoMail 
 

On the Delivery Status Report, click the  icon to the left of the desired letter and follow the Prompts to 
Delete any letter in Stage 1. 
 

 
 
At any point you may click ñLog Offò on the NavBar to logoff the site. 
 
Note: You can bypass the ñDelivery Statusò screen and go directly to the desired report by selecting: 
ñLetters Createdò to view Stage 1 letters only; ñLetters Downloadedò to view Stage 2 letters only; ñLetters 
Printedò to view Stage 3 letters onlyô and ñAll Lettersò to view ALL sent letters.  Letters can be tracked on 
the system for approximately 45 days. 
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PART 4 ï MANAGING YOUR ADDRESS BOOK 
 

Adding Address Book Entries 
 
To add new addresses to your Address Book, click the [Add Address] button on the upper right of your 
AB. 
 

 
 
First select the correct service (Army, Air Force, Marines or Navy), then Select the "Continue" button. 
 

 
 
Next, select the Unit Number (FPO/APO #) at which your Recipient is stationed, then click [Continue. 
 

 
 
Next, fill in your Recipientôs (the person to whom you wish to send letters) Title, First Name, Middle Name, 

Last Name, and Section Name.  When done, click [Continue].  Note: Only the fields preceded by  are 
mandatory.  Other fields, like the Middle Name and Section Name are optional. 
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Your new Recipient will be displayed in your Address Book. 
 

 
 

Editing Address Book Entries 
 

To Edit an Address Book entry, click the [ ] icon to the left of the Recipient you wish to edit.   
 

 
 
Then click on ñEdit Address Book Entryò. 
Note: If you change you mind at this point, simply click on ñReturn to Address bookò. 
 

 
 
Select the correct service (Army, Air Force, Marines or Navy), then Select the "Continue" button. 
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On the details page. Change the desired fields and click [Continue] when done. 
 

 
 
You will be returned to your Address Book where your ñEditò changes will be visible. 
 

 
 

Deleting Address Book Entries  
 

To Delete an Address Book entry, click the [ ] icon to the left of the Recipient entry to be deleted. 
 

 
 
Then click on ñDelete Address Book Entryò.  Note: If you change you mind at this point, simply click on 
ñReturn to Address bookò. 
 

 
 
Then click [Yes] on the confirmation page. 






