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Returning a Shipment on fedex.com 
 
ü Step by Step 

 

1. Choose Create Return Shipment from the Prepare Shipment tab. 

 
 

2. Verify the address you are returning the package to. 
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3. Enter the address you are returning the package from. You can choose an address 

from your FedEx address book, your Microsoft Outlook address book, or you can 

enter it manually. 

 
 

4. Select any of the available boxes 
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5. Indicate the return label type as Print, Email label, Express Tag, or Ground Call 

Tag.  

 

Note: There will be a demonstration of each return label type scenario. Please 

click Next at the top left of your screen if you wish to move ahead.  

 
 

6. Choose Print as your return label type if you want to print a return label. 
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7. Indicate the service type. 

 
 

8. Indicate the package type. 

 
 

 

 



 

Returning_a_Shipment_adjusted on fedex.com   Page 5 

 

 

 

9. Enter the number of packages. 

 
 

10. Enter the total weight. 
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11. If you would like to email a return label, select Email label. 

 
 

12. Verify the expiration date or change it by clicking on the calendar icon.  
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13. Enter the email address where the label will be emailed to. 

 
 

14. Enter a return contact phone number. 
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15. Indicate the service type. 

 
 

16. Indicate the package type. 
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17. Enter the number of packages 

 
 

18. Enter the total weight. 
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19. Enter an item description. 

 
 

20. If you would like to use an Express Tag, select that option in the return label type 

dropdown. 
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21. Indicate the service type.  

 
 

22. Indicate the package type. 
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23. Enter the number of packages.  

 
 

24. Enter the total weight. 
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25. Verify the pickup date or change it by clicking on the calendar icon. 

 
 

26. Indicate the pickup ready time and close time.  

 
 

 

 


