
 

Oakland Heights Mailbox Transition Instructions 

Thank you for your support and patience throughout the mailbox pavilion project. 

 Please follow the instructions included below to access to new pavilions and mailboxes. 

 

NOTICE TO ALL RESIDENTS: Oakland Heights Owners Association, in collaboration with the United 

States Postal Service (USPS), is transitioning all residents to the new mailbox locations in the pavilions. 

If you live east (Phase 1) of Vance Jackson, your location will be on the cul-de-sac of Shelbritt Rd. If you 

live west (Phase 2 & 3) of Vance Jackson, your location will be on the cul-de-sac of Ascend Terrace. The 

Post Office may not be able to transition all mail CBUs at the same time, so please check both locations 

over the next week. To get your mail at the new pavilions you need both a code and your new keys. 

Instructions are below for each. 

 

Mailbox Keys 

You can now pick your new keys up at Elm Cedar Post Office (5837 De Zavala Rd. San Antonio, TX 

78249). They will inform you which specific mailbox unit is yours. Please bring the appropriate 

identification required by USPS. To check USPS ID requirements, click here (Acceptable Forms of 

Identification).  

 

Pavilion Codes 

Codes are now available. Follow the instructions on the following page to receive your individual 

pavilion code from your online owner account. These codes are assigned to you and only for the 

mailbox pavilion, they do not work on the community entrance gates. Your code cannot be changed 

unless compromised. Please do not share them with anyone outside your household. Pavilions are 

open from 5:00 am to 10:00pm. The codes do not work after hours. 

If you do not wish to use your online account or don’t have access to an account, you can come by 

Diamond Association Management and Consulting (DAMC) to get your code (14603 Huebner Road, 

Building 40, San Antonio, TX 78230. Mon-Fri 8:30am-5:00pm). Please bring your ID that matches your 

address. If you have tenants living in your home, you are responsible to provide them the code given to 

you. 

Access your code online at www.oakland-heights.com  

https://faq.usps.com/s/article/Acceptable-Form-of-Identification#:~:text=The%20Postal%20Service%C2%AE%20requires,acceptable%20secondary%20form%20of%20identification.&text=U.S.%20Government%20ID:,or%20tribal%2Dissued%20driver%27s%20license
https://faq.usps.com/s/article/Acceptable-Form-of-Identification#:~:text=The%20Postal%20Service%C2%AE%20requires,acceptable%20secondary%20form%20of%20identification.&text=U.S.%20Government%20ID:,or%20tribal%2Dissued%20driver%27s%20license
http://www.oakland-heights.com/


 

 

 

 

 

 



 

Mailbox Pavilion Etiquette  

• The Board is requesting all residents to be considerate of the of the homes in the cul-de-sac area 

and keep traffic to an absolute minimum. If you are physically able, please consider walking to the 

pavilion when you need to pick up your mail. This will keep cars out of the cul-de-sac and create a 

better atmosphere among neighbors visiting the pavilion. 

• If you need to drive, please ensure you drive slowly in the cul-de-sac.  

• The mailbox pavilions have designated pick up and drop off area for cars, marked by signs. Please 

use this area only for pickup and drop off of mail, do not park or idle in your car reading your mail. 

• Please do not leave any mail or trash in the pavilion area and ensure the gate closes behind you. 

• Report any issues with the pavilion to DAMC at 210-561-0606 or manager@damctx.com 

• If you need assistance picking up your mail, please contact OaklandHeights.Board@gmail.com to 

enroll in the Love thy Neighbor program and the Board will connect you with another owner who 

can assist you in picking up your mail. 

• Please do not post any announcements on the mailboxes or anywhere in the pavilion. They will be 

removed. The Board has plans to install announcement boards in the future to handle this type of 

community information. 

mailto:OaklandHeights.Board@gmail.com

