FedEx Office®Print On Demand

Quick Reference Guide: Create FedEx Common Login

To provide our customers a streamlined FedEx experience, FedEx Office has integrated user authentication with
fedex.com. Your existing FedEx Office User Ids for print only has retired. Now you can log into Print On Demand with
your existing fedex.com login. Or, you can create a new fedex.com login to access your Print On Demand site. Hereis a
step-by-step guide on how to set up and use it.
your print access.
Log in to FedEx Office® Print On Demand

1. Go to www.office.fedex.com/csusm.

NOTE: Append your site name at end of url /

Use your existing ship User ID or create one for A
both printing and shipping.

CreateaUser ID ek o e
1. Select Create a User ID to get started on == e

creating new login credentials. You can use

these new credentials for both printing and 25

shipping.

NOTE: You will receive an email from fedex.com
We're creating a unified experience confirming your registration.

4. Now you are on the homepage of your site. Get
started by selecting Upload & Print or Browse

TR A D m Print Products.

NOTE: Once you create User Id and password, you
can use those for both fedex.com and Print On
Demand.

2. Enter your information — Name, Address, Phone
Number and Email. Fodbx. wn s

Welcome! Let’s get started. Get Started

Enter your details below to create your account. ST CpTIN Lo T 380 . it
Mreadly have an account? Loaln,

First name* Lsstname®

Wy Orders

Company nams Submittzd mrogress Completsd

Country/Tamitary*
United States v

Contact addross

3. Create your new User Id and password. Check
the standard fedex.com Terms of Use to create
the new User ID and land on your site homepage.

NOTE: You can use an existing email registered with
FedEx.com and create a new User ID specific to

2023 FedEx Office 1 For assistance, contact FedEx Office at
1.800.GoFedEx 1.800.463.3339


https://www.office.fedex.com/ondemand/csusm/

FedEx Office®Print On Demand

Quick Reference Guide: Create FedEx Common Login

Log in with existing fedex.com credentials

1. If you already have an existing fedex.com login
and would like to use it for logging in to Print On
Demand, select Log In.

NOTE: Check with your company’s FedEx

shipping administrator before sharing log in
credentials.

We're creating a unified experience

il ki “

2. Enter your user ID and password and select Log

In to land on the Homepage of your Print On
Demand site.

aaaaaaaaaaaaa

Need help?

CUSTOMER SUBPORT

3. Now you are on the homepage of your site. Get

started by selecting Upload & Print or Browse
Print Products.

Fedbx.
Get Started
elact2n ot en sels fokegnyour project
l

Wy Drdars

omitted InFrageess Completed
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For assistance, contact FedEx Office at
1.800.GoFedEx 1.800.463.3339



FedEx Office® Print On Demand

Quick Reference Guide: Create a Project

Log in to FedEx Office® Print On Demand

1. Goto:
www.office.fedex.com/ondemand/csusm
and enter your User ID and Password to log in.

NOTE: Append your site name at end of url /

Use your existing ship User ID or create one for
both printing and shipping.

We're creating a unified experience

CREATEAUSERID

Create a Project
1. Browse Print Products to create a new project.

NOTE: For narrow format products, select Upload &
Print to bypass product selection.

S )

FedEx. -

Get Started

Select 2n option below to begin your project

UPLOAD & PRINT BROWSE PRINT PRODUCTS

My Orders

Submitted InProgress Complated

2. Choose the product that best represents
your desired finished product and select Upload

file.
z 8 B QO
W E @ ‘L; L
— B = - .
2023 FedEx Office 1

3. Select Browse Files or drag and drop to add
files from your device.

4. Ifyouupload multiple files, they will be combined
as a single project.

Set Up Project

1. Use the menus to select print and finishing
options for your project. The dynamic document
preview and pricing will update to reflect your
selections.
NOTE: Default options may vary by print product.

Training Manual #

2. Select the pencil icon to give your project
a unique name.

3. Choose View Price Details for a price breakdown,
including any discounts.

4. Select Remove or Replace Files from File Options
to add and/or remove files for the project in My
Projects area.

5. Adjust quantity as needed and select Add to Cart.

Cart

1.From the Cart, you can modify item quantities, remove
items from cart, or return to editing print options for an
item.

2. SelectSee Details to view all print and finishing options
applied to an item.
3.Select Continue Shopping to create another project.

4. SelectProceed to Checkout or,a Delivery Method to
proceed.

For assistance, contact FedEx Office at
1.800.GoFedEx 1.800.463.3339



FedEx Office® Print On Demand

Quick Reference Guide: Create a Project

Cart Summary

Checkout with Pickup

e El 1. Choose Pick Up In Store or, Proceed to Checkout on
the cart.

Estimated Total
PROCEED TO CHECKOUT

2. Enter an address or zip code to view the

1. Pick up location

Checkout with Delivery | e @)
1. Choose Shipping. Mpﬁs,, : i ; r
2. Enter an address for delivery and select See o : ww .
Shipping Results = o Q .
3. Choose your Delivery Method. FedEx Office ! d ER -

Nepbmard st Vi 454 8202 G Tera i e

Local Delivery service is available for
recipients within 30 miles of a FedEx Office
production location. Local Delivery discount
(if applicable) will be reflected in the Total
Discount at Order Summary.

(@) Plano TX Legacy West
9 5901 Wintheop Street, Plano, TX, 75024 Esrlie

SHOW DETALS -

™) Frisco TX Stonebriar Mall 116 mi

wiay 121, Frisco, TX, 75034

SHOW DETAILS

3. Choose Change Pickup Time to modify your desired
NOTE: For FedEx shipping: enter a Shipping due date and time.

Account Number to bill shipping directly to
your FedEx account. Enter a Shipping
Reference ID if needed or required.

4. Complete required fields for Contact and
Payment Information.

NOTE: You can assign an Alternate Pick-Up Person
Delivery methods by selecting the checkbox and entering contact
o s999 - T information for that person.

Specific billing information such as Department
Code, Cost Center etc. may be required at
checkout.

$19.99

$19.99

$30.38

5. Review your Order Summary and click Submit Order.

$32.15

54493 FedEx Standard Overnight®

$48.52 FedEx Priority Overnight®

$83.62

4. Enter Payment details.

NOTE: Specific billing information such as
Department Code, Cost Center etc. may be
required at checkout.

5.Review your Order Summary and click Submit
Order.

©2023 FedEx Office 2 For assistance, contact FedEx Office at
1.800.GoFedEx 1.800.463.3339
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