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Creating a Reference List on fedex.com
> Step by Step

1. Select the References tab above.
Mx Ezpafiol | Customer Support | FedEx Locations Go

3

Package Envelope Freight Expedited Office/Print Services *
Ship * Track » M ] Busi Iuti ]

FedEx Ship Manager® Shipping Administratio? @Losot (7)) Help v

Company Infa

Admin Home Cepartments Admin Reports

Welcome to Shipping Administration Test Company
Users (@ Help Shipping Admin Bulletin Board & Help

You have 1218 users
Create nesv User ‘Welcome to the new and improved version of FedEx Shin Manager at

fedex.com - Shipping Administrstion!
Invite nesw Liser m

*ou'll notice & few improvements to the Shipping Administration
Upciate user | | m festure, including:

e by dept | Select Dept w | m . Acocess to fedex.com applications using one secure comman
lagin

- Creste simple invitations to employvees you'd like to ship
through your company sccourts
Departments 3 Help & Cuwickly import user lists

- Automatic access to Supplies Online

“W'ou have registered 1155 departments
g P - Store up to 25,000 recipient addresses in the central
Add departmert Add department address book A
€] Dane & D @ Inkernet

2. _Click the Reference lists button.

...... —g= = — e .
Admin Home: Departments Uszers References Admin Reports Company Info
References Test Company
|Search |in| Please select V| m Sort by | Reference ID ¥ Per page| 5 V| Page| 1 hd |of1000
Add to | Reference list v
View: ALLABCD 5045 Records 5000 Displayed
~
[] peference ID & Reference description Lour Department PO no. Invoice no. —
reference no.
O 1 Medical ves oo 02121 oot
2 Technology Yes ooz 02123 ooz
O 3 Office Mo 003 02122 003
4 Conzulting Ves 004 02124 ood
05 Manufacturing Yes ans 02125 (05
v
Please note:
& References zcreen dizplays a maximum of 5000 references or lists. To find a specific reference, vou may need to refine your search so that feveer
than 5000 records are displayed.
Global Home | FedEx Mabile | Service Info | About FedEx| Investor Relations | Careers | fedex.com Terms of Use | Privacy Policy | Site Map
Thiz site is protected by copyright and trademark laws under U3 and International law . All rights reserved. & 19935-2005 FedEx
v

@Done % é o Internst
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3. Click the Create new reference list button.

»~
FedEx Ship Manager® Shipping Administration (@Loaod  (7) Help v
Admin Home Departmerts Users References Admin Reports Company Info
Reference lists Test Company
|Search |in | Please select v | m Sort by | Reference list 1D | Per page Page af 2
View:ALLABCDEFGHIJKLMNOPORSTUVWXYZ0123456789 &Records 8 Displayed
[] Reference list ID & Reference list name Reference list description b
] om Jones Medical
[] ooz Jack Technology
[ oo3 Srith Office
[] 004 Harry Consulling
[] oos Henry Manufacturing
v
Global Home | FedEx Mabile | Service Info | About FedEx| Investar Relations | Careers| fedex.com Terms of Use | Privacy Poliey | Site Map
This site iz protected by copyright and trademark lavws under US and International lawe. Al rights reserved. ©1995-2008 FedEx
=
@ Done % é ® Internet
4. Enter the required Reference List information.
~
Mx Espafiol | Customer Support | FedEx Locations Go
Package Envelope Freight Expedited Office/Print Services *
Ship » Track » Manage * Busil Iuti ]
FedEx Ship Manager® Shipping Administration @Logout () Hep v
Admin Home Departments Users References Acdmin Reports Company Info
Create Reference List Test Company
* Denotes required field.
|Search |in| Pleaze select v| m * Refarence list I |
[0}
* Reference list | |
Sort | Reference ID v| .
Reference list | |
description
Displayall 5048 Records 5000 Displayved
Select references to add References added to list
supplies ~
giftz =
travel
meals
rental
v

€] Done B S P ntemet

5. Select the reference(s) you want to add to the list, and then click the Add button.
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FedEx Ship Manager® Shipping Administration @Logout (7)) Hep v
Admin Home Departments Users References Admin Reports Cotmpany Info
Create Reference List Test Company
* Denotes required field.
|Search ||n | Flease select v| m * Reference list |conference1 23 |
|n]
* Refarence list |gan Dicgo |
Saort |F|eferenceID v‘ nama
Referencelist | |
description
Dizplay all 5048 Records 5000 Displayed
Select references to add References added to list
-
s
2
@Dnne

C% é 0 Inkernet

6. To remove a reference from your list, select the reference and then click the
Remove button.

A
FedEx Ship Manager® Shipping Administration @Logowt (7)) Hep v
Admin Home Departments Uszers References Admin Reports Company Infa
Create Reference List Test Company
* Denotes required field.
|Search |in | Flease select ~ | m * Reference list |conference1 23 |
[n]
* Reference list i
Saort | Reference |D v‘ N |SanD|ego |
Referencelist | |
description
Display all 5048 Records 5000 Displayed
Select references to add References added to list
-
A
‘<< Hemove
bl
@ Cone

% é 0 Inkernet

7. Click the Save button.
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* Denotes reguired field.
Search in | Please select v * Refarence list conferencel 23
[0}
* Refarence list San Diego
Sort g
Feference 1D v LD
Reference list
description
Display all 4048 Records 5000 Displayed
Select references to add References added to list
supplies ~ gifts
travel
meals
rental
v
To =select multiple references, press and hold down the CTRL key(MAC users: CMD key) while clicking an the individual
references
ancel’| Save
Please note:
& References screen displays a maximum of S000 references or lists. To find a specific reference, you may need to refine your search so that fevver
than S000 recards ate disolayed b
@:I Done % é ® Intermet

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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