Using FedEx.com to Send Packages

This document outlines the basic steps involved in electronically preparing an airbill
for aFedEx Express package. It also notes how to cancel and track shipments and
order supplies.

CREATE AN ACCOUNT

Go to http://www.fedex.com/us. Got to the “ Package/Envelope Services’ tab and
move your cursor to “Ship”. You will get adropdown menu. Click on “Prepare
Shipment Online”:

Package/ Envelope Services [IeIil<=RES

Prepare Shipment Online &

Get Rates and Transit Times
Find Locations
Schedule a Pickup

Order Supplies -
[——

Got to “Sign Up Now!” and create an account. Y ou will need B& T’ s account #:
129737751. Once you have created an account you are ready to send a package!
(Note: Bookmark this page to make futures logins easy.)

CREATING AN AIRBILL

Recipient information

e Fill inthe name and contact information for the recipient. Make sure to check
“Save/update in my address book” so that you will be able to store this
information for future use:

Eecipient information (Reguired fisids in bold)
Company name

Contact name Patrice Gotsch
Country | United States
Address 1 2704 Bryan Place
Address 2
City | Alexandria
State | Yirginia
ZIP | 22302
Telephone (703) 7259275
[ This is  resivential avdress
e inlupcate my address book
1 Add to my Fast Ship profies

Billing details
e Bill transportation to should have B& T’ s account number automatically filled




Complete “Your reference” if desired

Package and shipment details

Fill in the packaging and shipment details according to the specifications of your
package. Do this asyou would complete aregular air bill by hand:

Package and shipment details

Service tvpe | Standard Overnight
Packadge type | FegEx Envelope
Humber of packages | q
Estimated weight | b

Cimensions | Choose dimensions

Declared value g LS Dallars

Shipment Notifications
Fill in asdesired.

More shipment details

Select the day on which you will send the package. The online airbill can be
created several days before you actually want to send it.

Process return label Check this box if you need areturn label. You can send
this with your package to make returns easy for your recipients. Thisis
especialy helpful if you are sending materialsto reviewers or others that
will need to send a package back to you viaFedEx. The program completes a
return airbill for you automatically. All the recipient needsto doisstick it in
an airbill and drop it off:

More shipment details
Ship date |00

Process return label

[T Link outbound and return tracking

Click on the “Go to options’ button to choose additional options such as Saturday
Delivery and Signature Required:



Special senices FedEx Express reference information

Saturday pickun Wour refarence
‘ aturday deliver PO nmber
00 (Collect on Delivery) [ S ——

[ Hold st FedEx location Edlit

Department number
FedEx InSight*™ (a shipment visibility application) Learn more.

FedEx® Delivery Signature Options

Signsture
— fo,l lD [ Block shinmert data
Shipping OprioITE—— ] i . ) o )
. (wvill praohibit the recipient and third party payer from vievving information
Rickup.Lrop-off about this shipment)
Wil uze schedulad pickup &t my locstion
( SR [] Shigmert cortents Edt
@ ildioploticthe B lteEtion fidlocstiog [zhipment level detail for InSight customers only)
‘Wiill contact FedEx to request
Schedule picku
O pickup b £
Clear el ooic ] Continue®

Make sure “Will drop off at FedEx location” isclicked. All other fields can
be left blank.

Then click on “Continue” (either from main menu or the Options menu).

PRINTING AN AIRBILL
The airbill will come up on the screen automatically. Print this from your web
browser. Folditin half and put it in the airbill pouch on your package. Y our package
is now ready to be dropped off!

CANCELLING A SHIPMENT

If you find you need to cancel a shipment (before it is dropped off at a FedEx location),
login to your account. (Or if you need to cancel a shipment right after you create an
airbill, click on “Next Steps” and then “Cancel Shipment”). Thiswill take you to the
Shipping page. Select the “ Track/History” tab from the top menu:

F 1 1
M o Sh' Track/History = Address Book | Preferences | FastShip | Reports My Profile
§ N
= Log out Home Ship o nipment

Y our recent shipments will belisted. Check the shipment that you would like to
cancel and the then click on the “ Cancel Shipment” button at the bottom of the

page:



Shipping history
The following list contains shipments you have processed uzing FedEx Ship Manager at fedex.com in the past 45 days. You can sort or modify the
results, or you can select a shipment to track, view details, copy to Fast Ship, cancel or reprirt.
Display shipments for past | S D days Sort history by | Ship Date D Entries per page |10 D
Page 1 D of 1
Jul 21 20068 Patrice Gotzch 2704 Bryan Place Alexandriz VA 791058624654
22302 U=
E Jul 21 2006 Connie YWilliams 460 Olive Street Menlo Park CA 94025 791502795488
us
[ Copy to Fast Ship profiles ] ( Cancel shipmert M Dowenload ] [ Track shipment ] [ Wiew shipment details ]

TRACKING A SHIPMENT
To track a shipment, login to your account. Thiswill take you to the Shipping page.
Select the “ Track/History” tab from the top of the menu.

374 y ’
M"""‘\ VSR Track/History | Address Book | Preferences | Fast Ship | Reports | My Profile

< Log out Home Ship Return Shipment

Y our recent packages will be listed. Check the shipment that you would like to track
and the then click on the “ Track Shipment” button at the bottom of the page.

ORDERING SUPPLIES

Y ou can aso order free FedEx suppliesonline. Go to http://www.fedex.com/us.
Got to the “ Package/Envel ope Services’ tab and move your cursor to “Manage My
Account”. You will get adropdown menu. Click on “Order Supplies’:

Package / Envelope Services |Olfic.e.-"l"lilllSer-.-i-;_es || Freight Services ||_E
Ship Track | Manage My Account Internat

Wiew £ Pay Bills Online - of
Learn About Billing Options

% Order Supplies
Go to My FedEx 2
More Account Tools g
[
13

Claims Resaolution ]

J—

Under select the type of supplies Click 0N FedEx Express Supplies. Complete form as
needed.



