FedEEX HOW TO PREPARE A DOMESTIC SHIPMENT ON FEDEX.COM

HOW TO PREPARE A DOMESTIC SHIPMENT ON FEDEX.COM

1. On the fedex.com homepage, select “Sign In” using 2. Select Create a Shipment from the Shipping drop-
your existing user ID and password down menu

Tracking

CREATE A SHIPMENT OVERVIEW

All fields noted with an asterisk (*) are required fields and must be completed to prepare a shipment

Shipping Tracking v Printing Services Locations Support

1. From — Verify the “From” address you are shipping
from or edit it by clicking the “Edit” link FedEx Ship Manager ® wense @)kt @ e

LTL Freight ” Ship History H My Lists -" Reports H Integration Manager ” Administration

2. To — Enter the recipient’s information or choose an
address from your FedEx address book or Microsoft
Outlook address book

Create a Shipment

€D Enter shipping information  (Z) Frint Iabal(s)

notes required fisld, Prafarencas | Clesr sll fislds
1. From (2 Help £ Edit . Billing Details (@ Help B Hide

lect options and set defaults for your sender information ‘ * Bill transpontation to | Persenal Shipping-022 v

Update the credit card tied to my sccount

3. Package & Shipment Details — Select the No of

2. To (2 Help C Hide “Your reference
paCkageS, W6|g ht, DeCIared Value |f appllcable’ * Countryllocstion | United States v B More reference fiekls Add an sceount
. Company Salect or enter v
Service Type, and Package type s Ee:mm — . Special Services (optional) @ Help 1 Edit
* Addrass 1 Select sddtanal services for your shipment
. . - . Address 2 > He .
4. Billing Details — Verify the account number you Pickup/Drop-of (optional)  Help © Hide
would like to bill the tl’ansportation cost to EY [Satect or enter ¥ :’;;Ex’.!\‘Eax:jreesii FedEx Express® Freight and FedEx
* State Salect v Ground® pickups must be scheduled separately.
* Phana no. -t Schedule a pickup
. o TR Drop off packsge st s FedEx lacstion
5. Complete your Shipment — Check the box to add D ot o sttt sress @ ® Usean ey e pick t my i
this shipment information as a Shipment Profile and S , :
. Shipment Notifications (optional) @ Help & Edit
then SeIECt the Shlp bUtton 3. Package & Shipment Details @ Help C Hide cEfE;:LBr:r:r:;l‘a yourself, the recipient or ctners indicating the stetus
. . " Shio dste bozzoir @)
Optlonal Sections: *MNo.ofpeckages [1 ¥ Rates & Transit Times (optional) & Help ) Hide
. . « - . " Weight @ los Amounts are shown in US
e Special Services — Select the “Edit” link to view or We s e
change any special services related to your shipment Tsevestpe  [Seea v mETETEEEEEES

* Package type Salect A
H . . . revses s ?s Complete your Shipment @ Help
e Pickup/Drop-off — Select the “Edit” link to view

Creste & Shipment Profile to store reciient. package and a

other details of this shipment for future use.

Pickup/Drop-off options
St

e Shipment Notifications — Select the “Edit” link to
send shipment, exception, or delivery notifications to the
emails you enter

o Rates & Transit Times — Select the “Calculate” link to view rates and transit times related to your shipment
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Print Label:

e Confirm your Shipment Details — Verify your
shipment details and select “Edit” to make any
changes to Ship to prepare the label

o Print Label(s) — Select “Print” to print the shipping
label

CREATE A SHIPMENT: STEP BY STEP

1. From — Verify the From address you are shipping
from or edit it by clicking the “Edit” link

1. From & Help E Hide
Saved senders Select hd
* Country/Locstion Inited Sistes v
Company
* Contact nsme Selact or enter v
¥ Address 1
Address 2
Please enter the ZIF/Postal code.
ap
City =
¥ Stste Zalect v
* Phone no. a2t

Save as my default address

Save new sender in address book

2. To — Enter the recipient’s information or choose
and address from your FedEx address book or
Microsoft Outlook address book

2.To @ Help I Hide
* Country/Location United States r
Cempany Select or antar "
© Conisct nsme Select or entar w
" Address 1
Address 2
o
" Ciy Salect or enter w
¥ State Salect v
" Phone no. 2t
[ Ferform detaded address check
This is & residential address &
Save new recipient in address. book
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FedEx Ship Manager ~ My Profie (@) Logout (O

m LTL Freignt || Znip Histary || Wy Lists -” Repors

|| Int=gretion Manzgar || Adminisration

Prepare a shipment

() Enter shipping informstion (@) Print labelis)

Thank you for shipping with FedEx. Your tracking number: 770558714363

! Label
Receipt | Vizw
prod Creto ctum stipmend stpmendCancsipmergRepeat efese e

Schedule a Pickup

3. Package & Shipment Details — Select the No. of
packages, Weight, Declared Value if applicable,
Service Type, and Package type

3. Package & Shipment Details @ Help U Hide
* Ship date )]
" Mo. of packages 1 v
" \Weight (@ Ibs
Declared Value @ U.S. Dollars
" Service type Salact hd
" Package type Selact b
nefude s retum label @

4. Billing Details — Verify the account number you
would like to bill the transportation cost to. You may
also enter a reference field if needed.

4. Billing Details

21 Help I Hide

" Bill transpaortation to | Personal Shipping-022 v

Update the credit card tied to my account

“four reference

[ Maore reference fields
P.O. no.

Add an account

Invoice no.

Department no.

5. Special Services — Select the “Edit” link to view or
change any special services related to your

shipment
Special Services (optional) @ Help E Hide
COD (Collect on Defivery) @
FedEx® Delivery Signature Options
Signature type MNone spacified v

Held at FedEx location B
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6. Pickup/Drop-off — Select the “Edit” link to view
Pickup/Drop-off options

Pickup/Drop-off (optional) @ Help E Hide

(1) Alert;
FedEx Express®, FedEx Express® Freight and FedEx
Ground® pickups must be scheduled separately

Schedule a pickup
Drop off package st a FedEx location

2 Use an already scheduled pickup at my locstion

7. Shipment Notifications — Select the “Edit” link to
send shipment, exception, or delivery notifications
to the emails you enter

Shipment Notifications (optional) @ Help & Hide

Motify Sender via: Notification type

2! Email (HTML} Ship
Email {Flain Text) Tendered
Exception
Estimsted Delivery
Delivery
Sender Ema
English hd
Motify Recipient via: Ship
2! Email (HTML} Tendered
Email (Flain Text) Exception

Recipient Ema Estimated Defvery

Delivery
English hd

8. Rates & Transit Times — Select the “Calculate” link
to view rates and transit times related to your
shipment. You may change the service type by
selecting the corresponding radio button by the
service desired.

Rates & Transit Times (optional) @ Help C Hide

Roll over your rate quote for a breskdown of costs.
Amounis are shown in USD

Select  Service and Transit Time  Published Your
Rate
FedEx First Ovemn gr'ts 106.81 106.81
0%:00 am Tue Oct 24, 2017
FedEx Priority Overnight 76.58 12.14
10:30 am Tue Oct 24, 2017
FedEx Standard O\.rer'1ight= 0.53 1766
03:00 pm Tue Oct 24, 2017
FedEx 2Day AM" 37.83 0.48
10:20 am Wed Oet 25, 2017
FedEx 2DSY€ 32.80 8.23

04:30 pm Wed Oct 25, 2017

View/Print details

ADDITIONAL RESOURCES

10.

11.

Complete your Shipment — Check the box to add
this shipment information as a Shipment Profile and
then select the Ship button

5. Complete your Shipment @ Help

Creste 3 Shipment Profile to store recipient, packsge and s
other details of this shipment for future use.

mr

Confirm Shipment details — Confirm outbound
shipment details are correct and select Edit to go
back to the previous screen to make changes or
select Ship to prepare the label

Print Label(s) — Select the Print button to print the
label and complete the shipment

Shipping v Tracking v Printing Services v Locations v Support v

FedEx Ship Manager ©

VR O o

LTLFreignt || Snip Histary [y uss | Regons |[ rissrasion ranages [ Admirisiation

Prepare a shipment
(7) Enter ‘g iformstion (@) Frint label(s)

g number: 770559692720

=

A 53 | e—| 3| g smme

e Review the video on fedex.com “Create Labels for any Type of Shipment”

e Call FedEx Customer Service at 1.800.GoFedEx 1.800.463.3339 and say “Tech Support”

¢ View additional How-To Videos online
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https://smallbusiness.fedex.com/create-shipping-labels-online.html
https://smallbusiness.fedex.com/how-to-videos.html

