NOTE: You must have a Federal Express Account to ship packages via FedEx. To set up a Federal Express
account number for your department contact FedEx Government Accounts at 800-645-9424 and choose option
2. You will only need to set up an account number one time.

https://www.fedex.com/us/index.html

Log in using your department FedEx Account & password

FO(EXV Shipping - acking ~ Manage ~ Learn -~ ¥ FedEx office® ~

Welcome
Login to fedex.con

Get a jJump-start
on holiday shipping..

Create a Shipment

The holidays are just around the comer==and
Remember Me with FedEx International Ground® it’s Basy to
Login » prepare for the busiest time of the year

Forgot your password or ID?

Ship to Canada »

New Customer? Register Now »

Quick Access Track a Shipment Find a Location

[ IR =Ta 0 afaldal=

Enter your address under FROM.

You are able to save this information to autofill each time you send something. Allows for multiple saved
addresses.

Create a Shipment
&) Enter shipping information  (Z) Print label(s)

* Denotes required field.

My Shipment Profiles 71 Help = Hide
My shipment | Select v
profiles (formerly
Fast Ship)

1. From @ Help & Hide
Saved senders | Select v
* Country/location | United States |
Company Select or enter v
* Contact name |Select or enter |M
* Address 1 [ |
Address 2 | |
o | 2
* State [ Select v]
* Phone no. | |ex1.| |

| 5ave as my default address

| Save new sender in address book



https://www.fedex.com/us/index.html

Enter the address you are Shipping to.

You are able to save this information to autofill each time you want to send to this address. Allows for multiple
saved addresses.

2. To iZ) Help 5 Hide
* Country/Location Urited States ¥
Company Elim Biepharmacsuticall I
* Contact name Seguencing Dept. M
* Address 1 25495 WHITESELL ST
Address 2
*ZIP 945453613
* City HAYWARD
* State California v
* Phone no 5107831112 ext
Perform detailed address check
This is a residential address &)
Save new recipient in address book
Save changes in address book

Enter the

e date you would like this shipped (autofills for current date)

e weight of package

e service type (Overnight Express, Standard Overnight, Two Day, etc.)
e package type (envelope, flat rate, box)

3. Package & Shipment Details @ Help = Hide

* Ship date [o7r2002017 |
* Mo. of packages 1 b
" \Weight @ 5 Ibs

Declared Value (& 5. Dollars

FedEx One Rate pricing option is not
included in Government-contracted

services.
* Service type Standard Overnight r
* Package type FedEx Box v

Include a retum label Z




Enter the Billing Details.

The Business Center recommends adding a purchasing card to your FedEx account and using the account as the
option.

You can set up a purchasing card in this field to have it charged each time. To do this select ‘Add an
account.’

4. Billing Details (% Help [E Hide

* Bill fransportation to | Recipient r

* Account no

Your reference

4
More reference fields \Aﬂd an account

It is also good practice to enter the budget this shipment refers to under ‘Your Reference’ to assist in reconciling
the purchasing card at a later date.

Most of the time ‘Special Services’, ‘Pickup/Drop-off’, and ‘Shipment Notifications’ are not used.

Special Services (optional) (@ Help [ Edit

Select additional services for your shipment

Fickup/Drop-off {optional) i) Help © Hide

*! Schedule a pickup
Drop off package at a FedEx location

Use an already scheduled pickup at my location
Pickup Address Edit

100 DAIRY RD. PULLMAMN, Washington, 991640001, United States
Package Information Edit

FedEx Express, 07/20/2017, 12:00 p.m. - 6:00 p.m., 1 packages

Shipment Notifications {optional) (@ Help & Edit

You have selected to send email notifications about your shipment
status.



Once you have completed the information, it will allow you to select a service to ship by. WSU has a contract that allows
us to pay a much lower rate.

Rates & Transit Times (optional) (21 Help [ Hide

Foll over your rate quote for a breakdown of costs.
Amounts are g

Select Service and Transit Time | Published

Rate
FedEx First Qvernight” 70.46 :
08:00 am Fri Jul 21, 2017
FedEx Priority Overnight 4073 767
10:30 am Fri Jul 21, 2017
. FedEx Standard Du&mighl? 39.38 715

03:00 pm Fri Jul 21, 2017

View/Print details
When complete you can choose to save your Shipment Profile but know this will autofill everything including the

shipping speed.

Select ‘Ship’.

\

5. Complete your Shipment iZr Help

Create a Shipme
other details of thiz shipment

Send a Mobile Shipping Label

file to store recipient, package and all

Save for late m

Select ‘Ship’ again on page that comes up.

This takes you to the shipping label that needs to be printed out. It looks like this:
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Using FedEx packaging found in Johnson Hall mailroom 215A, package your item, and attached the label using the plastic
label.

FedEx receives notice that there is a packaged to pick up as soon as you hit the second ‘Ship’ button.



