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Creating a User on fedex.com
> Step by Step

1. Either click the Create user button from the Admin Home tab, or select the Users
tab above and then click the Create new user button.

~
Ezpafiol | Customer Suppart | FedEx Locations Go =
Package Envelope Freight Expedited Office/Print Services 3
Ship » Track » Manage * B Jurti 4
FedEx Ship Manager® Shipping Administration @Louot (7)) el v
Admin Home Departments Uszers References Admin Reports Company Info
Welcome to Shipping Administration Test Company
Users (@ Help Shipping Admin Bulletin Board @ Help
“Wou have 1450 users
Create new user [N ETETIRTYS \Wiglcome to the new and improved version of FedEx Ship Manager st
|— fedex com - Shipping Administration!
Invite new Lser m
You'll notice & fevy improvements to the Shipping Administration
Updlste user | | | | festure, inclucing:
“iews by dept | Select department e | m L] Store up to 230,000 references
- Create or Invite users by importing them in the new Import
Center
- Patertial users can request access from the company |
Departments 1Z Help aciminiztrator to ship from an administered acoount
] - Manage users and accounts from across the globe with
“f'ou have registered 1347 departments using one secure common lagin
Add departmenit Add department
Updste dept | Select department - | m
-
&) 8| & Local intranet
~
Mx Espafiol | Customer Support | FedEx Locations Go
Package Envelope Freight Expedited Office Print Services *
Ship » Track » Manage » Busi Iurti 3
FedEx Ship Manager® Shipping Administration @renot  (7) Hep v
Admin Home: Departments Users References Admin Reports Company Info
Create new user Test Company
o Profile @ Privileges @ References @ Defaults
* Denotes required field.
1. User Details
* Diepartment | Select dept
“ou must assign a department before you can
proceed.
Elobal Home | FedEx Mobile | Service Info | About FedEx | Investor Relations | Careers | fedex.com Temms of Use | Privacy Policy | Site Map
v
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3. Enter the required User Details 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 @t (7) e =
Admin Home Departments Users References Acdmin Reports Company Info
est Company
Create new user Test C.
o Profile @ Privileges @ References @ Defaultz
* Denctes required field. [ |
1. User Details @Help | | 2. Accounts Available (31 Help
* Department b ales ﬂ To azsign the uzer to a Department Accourt, select from the
assigned accounts list below .
* User alias I
* Aocounts P
* Login 1D | | azzigned
* Pagzuword | |
® Pazaword iz af least 6 characters 3. User Settings (Z1 Help
= Pazsword must contain at least one letter
and one number
* erify password | | @ Uze department privieoes, references, and defaults
Yiew settings
= AR ETS [ | () rustamize srivl references and defaul hd
€] Done B S P ntemet
A~
Mx Espafial | Customer Support | FedEx Locations Go
Package Envelope Freight Expedited Office/Print Services *
Ship » Track » M ] Busi Tti ]
FedEx Ship Manager® Shipping Administration @)oot () Hep v
Admin Home Departments Users References Acdmin Reports Company Info
Create new user Test Company
o Profile @ Privieges @ References @ Defautts
= Denotes required field. |
1. User Details @ Help | | 2. Accounts Available (@ Help
* Department |Sales P | To assign the 0 & Department Account, select from the
assigned acco |0y
* Uszer alias |J0hn |
* Accounts
* Login ID |John8mith | aszigned
= Pazswiord |."..". |
® Pazaword iz af least 6 characters 3. User Setting
» Pazaword must contain &t least one letter
and one numkber
* Verify password |"""" | O Usze department privieges, references, and defaults
Yiew settings
* First name ok | ) rustomize nrivil e P o b

@Done % é B Intemet

5. Select the department privileges.

Create_a_User on fedex.com

Page 2



7

+3

Mx Espafial | Custemar Support | FedEx Locations Go

PackageEnvelope Freight Expedited Office/Print Services 3
Ship » Track » Manage * Busil Iuti ]
FedEx Ship Manager® Shipping Administration @loaot () Help v
Admin Home Departmerts Users References Admin Reports Company Info
Create new user Test Company

o Profile @ Privileges @ References @ Defaults

* Denotes reguired field.

1. User Details @ Help 2. Accounts Available @ Help
* Diepartment |Sales w | To az=ign the user to a Department Accourt, select from the
agsigned sccounts list below .

* Uzer alias

ot | 123456789 v
* Login 1D |J0hn8mith | assignedd
* Passyord |."..". |

# Password is at least 6 characters . User Settings @ Help

» Pazaword must contain &t least one letter
and one number

* Verify password | Use departmert privieges, references, and defaults

e
Firzt name [Jahn | ) rstomize nrivil raferancas and default v

@Done % é ® Intermet

6. Select the title you wish to assign the user.

* Lagin ID |John5mith ‘ azzigned L
* Paszword |........ ‘
e Pazzword iz at least § characters 3. User Settings & Help
® Pazzword must contain st least one etter
and one numkber
* Verify password |"""" ‘ @ Uze department privileges, references, and defaults
Yiew zetlings
e E
Riisthane |J0hn ‘ O Customize privileges, references and defaults
* Last name |Smith
ssign user as
+ E-mail i i
johin. smithizabecompany. com
|I & pan Regular user (non-admin
*
Address 1 [123 Narth Ave. | ) Department administrator
Address 2 | ‘ (@] Company administrator
* City [Memphis |
* StateProvince T *Required for US, Canada, and ncel
- Puerto Rico
* ZIPPostal code * Required for some courtries
* Courtry [usa v
= Phone no. 901-555-5555
Global Home | FedEx Mobile | Service Info | About FedEx| Investor Relations | Careers | fedex.com Terms of Use | Privacy Palicy| Site Map
This site iz protected by copyright and trademark lavws under US and International lawe. 81 rights reserved, @ 1995-2003 FedEx
v

@Dnne % é 0 Inkernet

7. Click the Create user button.
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* Login I

* Pasaword

* Werify passyword

* First name

* Last name

* E-mail

* Address 1
Address 2

* City

* StateProvince

* ZIP/Postal code

* Country

* Phone no.

Fax nao.

JohnSmith

» Pazzword is ot least 6 characters
» Pazzword must contain at least one letter

and one number
L1l Il ll])
John
Smith
johi. smith{S&abccompary. com

123 Maorth dwve.

Memphiz

™ * Required for US| Canada, and
Puerto Rico

34567 * Required for some countries
U.S.A

901-555-5555

azsigned

3. User Settings @ Help

@ Usze department privileges, references, and defaults

Ve soings |

O Customize privileges, references and defaults

Assign user as
@ Regular user (non-admin

O Department administratar

(@] Company administrator
-

@;‘] Done

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

Global Home | FedEx Maobile | Service Info | About FedEx| Investor Relstions | Careers | fedex.com Terms of Use | Privacy Palicy | Site Map
This site iz protected by copyright and trademark lavws under US and International lawe. 81 rights reserved, @ 1995-2003 FedEx
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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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