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Adding a Department on fedex.com

> Step by Step

1. Either click the Add Department button from the Admin Home tab, or select the
Departments tab and then click the Add button.

a~
Espafiol | Customer Support | FedEx Locations Go =
Package Envelope Freight Expedited Office/Print Services *
Ship » Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @Logot (7)) Hep v
Admin Home Departments Uzers References Admin Reparts Camparry Info
Welcome to Shipping Administration Test Company
Users (@ Help Shipping Admin Bulletin Board (Z Help
rou have 1450 users
Create new user Whzlcome to tha.ne.w andd improvgd werzion of FedE:x Ship Manager st
fedex.com - Shipping Administration!
Invite: mesw user m
Wou'l notice & fesy improvements to the Shipping Administrstion
Upckste uzer [ | m feature, including:
e by dept | Select department v | m . Stare up to 250,000 references
- Create or Invite users by importing them in the new Import
Center
- Patertial users can request access from the company |
Departments (% Help administrator to ship from an administered account
. 4 - Manage users and accournts from across the globe with
You have redistered 1347 departments) Lsing one secure comman login
Add departmenit | Add department
Upclate dept | Select department Bl 6o |
e
&1 8| 9 Local intranet
2. Enter the appropriate information in the Department Details module.
A~
Mx Espafial | Customer Support | FedEx Locations Go
Package Envelope Freight Expedited Office Print Services *
Ship * Track * Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @)oot (7)) Hep v
- Departments Uszers References Sodmin Reports Company Infa
Add Department Test Company
@ Profile  (Z)FPrivieges  (3) References  (4) Defaults
+ Denotes required field.
Department Details @ Help Accounts @ Help
* Company nal |ABC Campary | You can add an account to the Department by selecting an existing
FedE:x account from the Accounts list, OR by adding & nesw FedEx
* Department 03 Sales | accourt number. To add additional sccourts to & Department, upcate
the Department Profile.
* Departmert 10 | |
Available Accourts v |
Add new account =
v

@Done % é 0 Inkernet
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3. Add an existing or a new FedEx account to the department.

Fed:tx

Espafiol | Customer Support | FedEx Locations Go

Package Envelope Freight Expedited Office/Print Services *
Ship » Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @moat (7)) Hep v
Departments Lsers References Admin Reports Company Info

Add Department Test Company
n Profile @ Privileges @ References @ Defaults

* Denctes required figld.

Department Details (@ Help Accounts @ Help

* COMpany Name |ABC Company

‘ “ou can add an accourt to the Department by selecting an existing

FedEx account from the Accounts list, OR by adding s new FedEx

* Department name |Sales

‘ account number. To, ariditional accounts to 2 Department, update

* Departmert 1D |sales1 23

the Depattment Profi

Available Accounts vl

ncel Continue

>

@ Done

4. Click the Continue button.

Fedtx

B S P nternet

Ezpafiol | Customer Support | FedEx Locations Go

* Department name |Sales

+ Departmert 1D |sales1 23

Package Envelope Freight Expedited Office Print Services *
Ship ¢ Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @)oot (7)) Hep v
Departments Uszers References Admin Reports Company Info

Add Department Test Company
@ rrofile  (2)Privieges  (3) References () Defaults
* Denotes recuired field.

Department Details @ Help Accounts @ Help

* Company Name |ABE Compary ‘ You can add an account to the Department by selecting an existing

FedEx accourt from the &ccounts list, OR by adding & new FedE:x
account number. To add additional accounts to a Department, update
the Department Profile.

Available Accounts 123436780 e

Add new account

‘Continue
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5. Select the desired options under each module.
-
FecEx Expafol | Customar Support | FadEx Locations Go
Package Envelope Freight Expedited Office/Print Services 3
Ship » Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @Loaot (T Hep
Departments Users References Admin Reparts Cotmpany Info
Add Department Test Company =
@ Frofie @ Privileges  (3) References  (4) Defaults
* Denotes recuired figld.
Address Book (31 Help Morth American Domestic Services (31 Help
nal address book |:| Select all Apply to return shipments
Shared address book
D Central address book Fedex First Overnight FedEx Ground
|:| Sender profile  Add nevw senders FedEx Priority Crvernight FedEx Home Delivery
FedEx Standard Overnight FedEx 1Dy Freight
FedEx 2Day FedEx 2Dy Freight
Eeneral © Help FedEx Express Saver FedEx 3Day Freight
[ Process return shipments
LS T . ] b

@ Done

C% é 0 Inkernet

6. If you choose to enable the Process return shipments option, click the Edit button
next to this option in order to enter the return contact information.

~
General @ Help FedEx Express Saver FedEx 3Day Freight -
Process return shipments
(A= G e International Services @ Help
D Hidle rate quotes
[ select al
Additional Preferences @ Help FedEsx Intl First FedEx Intl Economy
[ ior [
(Users can change these settings) FedEx Intl Priority FedEx Intl.Ground
[ FedEx Europe First Intl Priorit FedEx Intl Priority Freight
D Set up thermal printer e v v g
(Irtra Europe only) .
- . FedEx Intl. Econamy Freight
D Set up additional handing charges
D “ieweUpdate default shipping information
O “iew M pdate default references Special Services 3 Help
D Select all D Apply to return shipments
Dangerous goods Saturday services
[pickupidelivery)
o0 Saturday delivery for freight
Inzide pickupidelivery (Freight services only)
O Require Broker Select O Digplay only brokers defined by
Aciministrator
“Previous | 3
D T et ettt R . v

@ Done

7. Click the Continue button.
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Censnal @ Help FedEx Express Saver FedEx 3Day Freight
Process return shipments m
[ Recuirs Rt number International Services @ Help
[ Hide rate quates
Select all
Additional Preferences (1 Help FedEx Intl First FedEx Intl Ecanomy
[ jori [
(Users can change these settings) FedEx Intl Priority FedEx Intl. Ground
. FedEx Europe First Intl. Priority FedEx Intl Priority Freight
D Set up thermal printer
[Intra Europe only) .
FedEx Intl Economy Freight
[ set up additionsl handing charges
i Mpdate default shipping infarmation
[ wigwpdste defautt references Special Services (@ Help
|:| Select all Apply ta return shipments
Dangerous goods Saturday services
[pickupidelivery)
con Saturday delivery for freight
Inside pickupidelivery (Freight services anly)
D Require Broker Select D Dizplay only brokers defined by
Administrator
Cancel Previous | Continue
Please note:

|

@Dnne C% é  Internet

Mx Espafiol | Customer Support | FedEx Locations Go

o Profile e Frivileges a References @ Defaults

Reference Apply to
name Validation isplay Reference default return
shipments
our | -
Select configuration... | | Al references v| | | m

reference 9 . or D
Department -

nop | Select configuration... v| |AII references V| | |0r m O
POno. | Select configuration... V| |AII references V| | |0r m O
Invaice no. | Select configuration A4 | | Al references hd | | |or m O

Cancel m Continue

8. Select the desired validation, list display, and reference for this department.

Package Envelope Freight Expedited Office/Print Services *
Ship » Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @Loaot () Help v
Department Lsers References Acdmin Reports Company Info
Add Department Test Company

=lobal Home | FedEx Mabile | Sendce Info | About FedEx| Investor Relations | Careers| fedex.com Terms of Use | Privacy Policy | Site Map

|>

€] Done B S P ntemet

9. Click the Continue button.
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FecEx Eepafol | Customar Support | FadEx Lacatians Go
Package Envelope Freight Expedited Office Print Services *
Ship » Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @Loaot (T Hep
Departments Users References Admin Reparts Cotmpany Info
Add Department Test Company
o Profile o Privileges o References @ Defaults
Apply to
::::;ence Validation List display Reference default return
shipments
“our - "
e | FRequired [text figld) v| l:lor m
Department - A
o | Required [view list] ~ | | All references R | ‘ |or @
PO no. | Mot required [text field) hd | I:I ar m
Invaice no. | Mot requited [text field) hd | l:lor m 4
“Provious |
Global Home | FedEsx Mobile | Senice Info | About FedEs| Investor Relstions | Careers| fedex com Terms of Use | Privacy Palicy | Site Map 2
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10. Select the desired options under the Default Shipping information, Pickup/Dropoff,
and Customize Options modules.

A~
Mx Espafial | Customer Support | FedEx Locations Go
Package Envelope Freight Expedited Office/Print Services *
Ship » Track » Manage * Business Solutions *
FedEx Ship Manager® Shipping Administration @)oot () Hep v
Departments Users References Admin Reports Company Infa
Add Department Test Company
o Priofile e Privileges 9 References o Defaults
= Denates reguired fisld.
Default Shipping infermation @ H ickup/Dropoff (3 Help
Service type | FedEx Standard Ovemnight v Wwill uze scheduled pickup at my location
Package type [ our Packaging v Owill drop off at FedEx Incation B
Currency | US Dallars w | Ol contact FedEx to request & pickup
Bill transpartation | Sender [prepaid] v|
to
Accourt no. | | Customize Options @ Help
2';:?0'33'&”88"’ | Sender [prepaid] b’ | [ sbways remind user to print pending shipmerts
Account no | | [ stwsrys shows shipment confirmation window
[ mica i 10 el b

@ % é B Intemet

11. Click the Save button.
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Departments Users References Admin Reports Company Info
Add Department Test Company
@ Frofie @ Privieges @ References @) Defaults
* Denotes recuired field.
Default Shipping information @ Help Pickup/Dropoff @ Help
Service type | FedEx Standard Ovemight v Wil use scheduled pickup at my losation
Fackage type | ‘Your Packaging v ‘ Ol drop off at FedEx location
CLIFrency | U5 Dollars w ‘ il contact FedEx to request & pickup
Biill transportation | Sender [prepaid) v ‘
to
Account no. | ‘ Customize Options @ Help
Pa—— -
fB;IL:l:tcl'es.ﬂaxes.f | Sender [prepaid) i ‘ [ &hways remind user to print pending shipmerts
Account no. | ‘ Alveays show shipment confirmation window:
[ bisplay recipient D field
Dizplay Standard List Rates
Previous | Save
Glabal Home | FedEsx Mobile | Service Info | bout FedEs| Investor Relations | Careers| fedes.com Terms of Use | Frivacy Poliey| Site Map
This site iz protected by copyright and trademark lavws under US and International lswe. 81 rights reserved, @ 1995-2003 FedEx
.
&] Done B S P mtemet

This information is provided to you and its use is subject to the FedEx Automation Agreement
under which you obtained or have been authorized to use FedEx Ship Manager @ fedex.com. No
warranties are extended and all warranties, including without limitation, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE
DISCLAIMED, regarding this information. Any conflict between this information and the
Automation Agreement, or transportation agreement between you and FedEx, or between this
information and the FedEx Service Guide will be governed by the Automation Agreement, the
transportation agreement and the FedEx Service Guide, in that order. Your use of this information

constitutes your agreement to these terms.
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