Procedure for Fed Ex Shipping via FedEx.com

To ship Fed Ex via the Internet:

Go to www.FedEx.com
Select the “Ship” tab near the top of the page

Member Log in section 


User ID: rigbyfedex


Password: 1000hart


Log In

At the Ship Manager page select the type of shipment (inside the US, outside the US) from the left sidebar.

As the address book grows you will be able to select the recipient name and address; for now, enter that information in the designated fields. To avoid duplicate names and addresses, please check to make sure the recipient is not already in the address book.

Select the “Change Sender Info” button and enter your name as the sender and any corrections to the sender address.

Select the Service, Packaging, Ship Date, and Number of Packages from the pull down menus.

Any packages that do not ship in a letter envelope will need to be weighed at the scale in the UPS cubicle to get the weight information for the Weight field .

At the Pickup/Dropoff box, select “Will give to scheduled courier at my location”.

At the Payment field select Sender (for all Rigby staff), or Third Party (for vendors and reps). Fill in the account number 190500514 at the account # field.

Although Fed Ex describes the next section Optional, it is very important you fill in the fields for processing the invoice for payment.

Fill in your 5-digit PeopleSoft department code in the Reference field. Please note, the Express shipment’s reference field is listed first. If you are shipping Fed Ex Ground, the Reference field is further down the page.

Fill in your email address if you want notification of the shipment. There are other features you may choose for shipping. Use the ones that are appropriate for your particular shipment. 

Select the “Prepare Shipping Label” button. Follow the instructions for printing out the label on your printer. Fold the label to fit in the sleeve of the Fed Ex package.

Place the package in the Fed Ex pickup area located in the mailroom. Keep Fed Ex shipments separate from UPS shipments.

Fed Ex supplies are located in the mailroom. See Kathy Mundt or Lisa Hoff if you have questions.

