
FedEx Shipping Process 
Preparation is the key to meeting the demands of APMG employees who need equipment, workstation 

upgrades, and new computers sent to locations that are not local to the Twin Cities area. We have a pro 

account set up with FedEx that gives us all the necessary tools to provide reliable, timely delivery for all 

of our colleagues. Follow these simple steps when a package needs to be sent to our coworkers.  

 

1. Open a browser, navigate to the APMG Remedyforce Console tab, and click on the 
corresponding ticket: 

 

 

2. Scroll down to the “detail” section of the ticket and check to see the address delivery 
information 

 

 

 

 



3. If you are shipping a computer for a new employee, navigate to the AMPG/MPR welcome 
sheet: 
Office > SharePoint > Information Technology AMPG > IT support > New hire 
documentation & forms > MPR New Employee One Sheet with Checklist 

       

 

4. Type the necessary information for the new employee and print a double-sided copy of the 
form. 

    
 
 

5. In the loading dock area, use the scale in the main cabinet drawer to weigh your package 

 



 
6. In the top drawer of the main cabinet, grab a label sticker 

 

                      
 

 
 
7. There are two ways you can proceed to sign into the FedEx shipping process.  

 
 

A. Log in to the MPR FedEx account manually  
 

i. Launch a browser and navigate to the FedEx Homepage 

 
 
 
 



 
 

 
ii. In the top right corner, click on the Sign up or Log in menu item, and 

login to the MPR account. 
 

 
 
 
 

iii. In the Shipping drop down menu, choose Create a Shipment 
 

                



B. Log in with LastPass (Recommended) 
i. Open a browser and log into your LastPass account  

 

 

 
ii. In the LastPass search field, type in FedEx until the logo prompt appears 

in All Items  

                                      

 

iii. Hover over the FedEx logo prompt and click the Launch button when it 
appears.                                            

 
 
 

 



iv. This will open up a new tab that takes you to the FedEx login page 

                                             

 

 

v. On the LastPass page, hover over the FedEx logo prompt, and right 
click. On the drop down menu, choose the “copy username” option.  

 

 

 

 

 



vi. Go back to the Fedex login page, and paste the username information 
that you copied into the Username field. Once this has been completed, 
follow the same process to copy and paste the Password information.   

 

   

 

vii. This will take you to the FedEx home page. 

 

 

 

 

 

 

 

 



8. On the Shipping drop down menu, choose Create a Shipment 

        

 

9. Fill out the information in the FedEx Ship Manager: 
       (Billing Details & pickup address will auto populate – leave blank) 

• Name 

• Address 

• Contact number: (MPR Front desk) 651-290-1500 

• Pricing Option: FedEx Standard Rate  

• Service Type: FedEx Express Saver  

• Package Type: Your Packaging 

• Declared value: Blank 

• Dimensions: Blank 

• Pickup/Drop Off: Schedule a pickup 
 

    
 
 



 
 
 

10. In the Shipment Notifications section, click Edit 
 

                               

 

11. In the Shipment Notifications menu, click the Email (Plain Text) radial button, and check the 

Delivery box under Notification type. In Sender Email field, type your email address so you 

are notified when the package has been delivered 

 

                  

                        

 



 

12. Once you have scheduled a pickup stage the packaged computer in the FedEx Basket in the 

Loading Dock.  

 

 


