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Invite a User on fedex.com

> Step by Step

1. Either click the Invite user button from the Admin Home tab, or select the Users

tab and then click the Invite button.
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2. Select the desired department.
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FecEx Expafiol | Customar Suppert | FedEx Locations Go
Package Envelope Freight Expedited Office/Print Services 3
Ship * Track » Manage * Busi Soluti 4
FedEx Ship Manager® Shipping Administration (@Loaod  (7) Help v
Admin Home Departmerts Users References Admin Reports Company Info
Invite new user Test Company
o Profile @ Privileges @ References @ Defaults
* Denotes required field.
1. User Details
* Department [ Select dept
You must assign & department before you can
proceed.
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@ Done % é ® Internet
3. Enter the required User Details information.
-~
Mx Espafiol | Customer Support | FedEx Locations Go
Package Envelope Freight Expedited Office/Print Services *
Ship * Track » Manage * Busi Soluti 4
FedEx Ship Manager® Shipping Administration @)oot (7) Hel =
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Invite new user Test Company
n Profile @ Privileges @ References @ Defaultz
* Denotes reguired field.
1. User Details 1% Help 2. Accounts Available (% Help
* Department P | To assign the user to a Department Account, select from the =
azsigned accounts list below .
* Uszer alias I
* Aocounts assigned v |
* First name | |
* Last name | |
; 3. User Settings @ Help
* E-mail | |
O Use department privileges, references, and defaults
View zethngs
O Customize privileges, references and defaults v
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4. Select an assigned account.
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FecEx Expafol | Custamer Support | FadEx Locations Go
Package Envelope Freight Expedited Office/Print Services 3
Ship » Track » Manage Busil Iurti ]
FedEx Ship Manager® Shipping Administration (@Loaod  (7) Help v
Addmin Home: Departmerts Users References Admin Reports Company Info
Invite new user Test Company
o Profile @ Privileges @ References @ Defaults
* Denotes required field.
1. User Details 17 Help 2. Accounts Available @ Help
* Department |Sales v | To as=ign the uzer to a Department Account, select fromthe L
azsigned accounts list below .
* User aliaz |John | _
* Accourts assigned 123436780
* First name |J0hn |
* Last name |Smith |
) 3. User Settings
* E-mail ||Dhn.smlth@abccompany.com |
O Uze department privileges, references, and defaults
Yiew settings
O Customize privileges, references and defaults 3
@ Done % é ® Internet
5. Select the department privileges.
HIVILE TeW usel 1E3L LUHIpany ~
0 Profile @ Privileges @ References @ Defautts 0
= Denotes recguired fizld.
1. User Details @Help | | 2. Accounts Available @ Help
* Department |Sa|es w | To azsign the user to a Department Account, select from the
azsigned accounts list below .
* Uzer alias |J0hn | _ _
* Accounts assigned 123456789 “ |
* First name |John |
* Last name |Smith
; . User Settings & Help
* E-mil |iohn.smith@abccompany.com
Use departmert privileges, references, and defaults
Yiew settings
O customize privileges, references and defautts
ASSIgN user as
O Regular user (nan-admin)
O Department administrator
O Company administrator
invite usor
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@ Done

6. Select the title you wish to assign the user.
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HIVILE TIEW usel 1L Lnpany ~
@ Profile  (Z)Frivieges  (3) References  (3) Defaults 1
* Denotes reguired field.
1. User Details 1% Help 2. Accounts Available (% Help
* Department |Sa|es P | To assign the user to a Department Account, select from the
azsigned accounts list below .
* User alias John
| | * Accourts assigned 123436780 v |
* First name |J0hn |
* Last name |Smith |
. _ 3. User Settings @ Help
E-mil | john.smithi@abccompany. com |
@ Usze department privileges, references, and defaults
View zethngs
O Customize privileges, references and defaults
LSSian user as
Regular user (non-sdmin
O Department administrator
O Company administrator
it usor
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&] Done B B @ Internet
HIVILE [eW user e LUIpany P
@ Profile  (Z) Frivieges  (3) References  (4) Defaults |
= Denotes recguired fizld.
1. User Details (2 Help 2. Accounts Available (@ Help
* Departmernt Sales P | To assiun the user to & Department Account, select from the
azzigned accounts izt below .
* Uzer alias |J0hn |
* Accounts assigned 123456789 “ |
* First name |John |
* Last name |Smith |
. ; 3. User Settings & Help
E-mil | john.smithi@abccompany. com |
& Use department privieges, references, and defauts
Yiew settings
O customize privileges, references and defautts
ASSIgN user as
& Regular user (non-admin)
O Department administrator
O Company administrator
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&] Done B S P hnternet

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
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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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