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:

Home Remedyforce Self Service WITNEWGITAR VLY Reports +

“

Incidents/Service Requests
m Delete “hange Owner ~ Link to Broadcast Service Desk MN M
[] Number Client ID Priority Summary
[[] 00054474 Tamara Vose OneDrive Is Poop
[] 00054463 Justin Hach Photoshop on employee computer
[] 00054449 Joseph “Joe" Juv... Request for Adobe Acrobat Pro license
[] 00054447 Elizabeth "Liz" L... 441 Dalet/Axia Keyboard (Middle Keyboard) Needs to
[] 00054445 Elizabeth Varro Sharepoint sharing problem
[[] 00054440 Paul Hernick Monitor issues
[] 00054439 Jennie Howard-... Tablet advice needed

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

In Process {:} Mew Reload m Actions ~ Agent Tools ~

Summary and Det

Detail

-

Standard Image with appropriate software such as 0365 and Cisco
AnyConnect.

Pro Tools.

Deliver laptop to:




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

T Upload ~ [ Edit in grid view

IT Support > New Hire Documentation and Forms

Copylink 3 Sync L Download

0O Name Modified Modified By +
ot Administrative Rights Exception Request Fo...  September 13,2018 Mark Hinsz
B} APMG loT Authorized Device Form.pdf Octaber 30, 2018 Mark Hinsz

MARKETPLACE New Employee One Sheetd...  July 22,2020 Raymond Chung

MPR Bill of Sale Form.docx July 22, 2020 Mark Hinsz

N
“MPR New Employee One Sheet ... |&

ﬁ MPR New Employee One Sheet

MPR New Employee One Sheet.docx with Checklist.

SCPR New Employee handout Content Add...
g See details

O
B BB RS

N
“This item was created 4m ago by Joshua Holt.

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

Welcome to American Public Media / Minnesota Public Radio Quality Check - Mac

Print out new User One Sheet
Here is some helpful information to get you started with the technologies at APM/MPR.

Vour username i Set New User Password in AD. Log inte the machine as the User.
Vour UPN (User Principal Name) is

Your primary email address is: Enable user as a FileVault user.

Your password is

a Ensure Teams, Slack, Outlook and the Camera are installed and functioning.
Passwords: Please change your password befare you perform other tasks From Self-Service run ‘Reset Dock Icons’.

Passwords expire after 1 year.

PC. Press [Control-Alt-Delete] to change vour password while logged in.

Mac: Visit System Preferences / Users and Groups

(Ensure Outlook is closed before changing password. If remote please connact to VPN.)

Plug into the outside DSL line in the build area, ensure VPN is functioning.
last

Open Self Service, in the Maintenance tab click on Update Policy and select update
@
Intranet Site: https://wa: adio.or Check Bemedyferce Ticket to see if there are any special program/app requests.

Company updates and information can be found on “Wave” . Daily “Wave” notifications
are emailed to all employees. Stage Computer in the Loading Dock for the User.

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




6. Inthe 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

Shipping v Tracking v Design & Print v ocations v Support v

TRACKING ID
MULTIPLE TRACKING NUMBERS | NEED HELP? “I'el“ “:L:;’,e“q
Helping you
manage your home
deliveries
Sign up for FedEx Dellvery Manager 1o receive

notificat

SIGN UP FOR FREE




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

Sign Up or Log In @

USER ID

PASSWORD

|:| Remember Me

FORGOT PASSWORD/USER 1D?

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

Tracking ~ Design & Print ~~

Create a Shipment

TRACKING ID  ACK
Shipping Rates & Delivery Times
MULTIPLE TRACKIN

Schedule & Manage Pickups

Packing & Shipping Supplies

Helping
manage
deliveri‘ Manage a Return

Sign up for FedEx D¢ ALL SHIPPING SERVICES

notifications when a powsege e e way e
delivery instructions, or even submit a request to

International Shipping Guide




B. Log in with LastPass (Recommended)

i Open a browser and log into your LastPass account

LastPasss«s| Q searchmy vault

All Items = Q

(none)(1) ¥

mpr.org
jallen@mpr.org

Email (1) ¥

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

X Fedd

All Items 2 a

Shared-MPR-ServiceDesk (1) ¥

Fed:-x

MPR IT Support
MPRITSupport

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

X Fede

All Items

Shared-MPR-ServiceDesk (1) ¥

MPR IT Support
MPRITSupport 4

O



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

Shipping - Tracking Printing Services Locations Support

fedex.com Login

ess to FedEx online shipping to

+ Denotes required field

Registered fedex.com Users New fedex.com Users

IMPORTANT Create a User ID for Shipping with an account

IR o, (2 B U G S PR Create a User ID for Shipping with a credit card
O D O e D Lo Create a one-time credit card shipment
= UseriD MERITSunper J e

+ Password | |

= Login to ) FedEx Ship Manager™ Lite @ =
@ FedEx Ship Manager™ at fedex.com 0

D Remember my user ID on this computer.

g COrUOUVRESEL YOUr DEssWOrd or User iy Logil

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

The easy life awaits! Install the LastPass browser extension for the best possible €

All Items -

Shared-MPR-ServiceDesk (1) ¥

Fed

Edit
MPR IT Support
MPRITSupDOrt Delete
Clone
Move to Folder »
Move to Sub-Folder >

Capy Username
Capy Password
Copy TOTP
Copy URL

Goto URL




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.

Enter your user |D and password fo login

= UserlD | MPRITSuppor |

+ Password | |

= Login to () FedEx Ship Manager™ Lite o O
'E' FedEx Zhip Manager™ at fedex.com 9

|:| Remember my user ID on this computer.

Login Help Forgot'Reset your passwerd or user |D? Logi

This will take you to the FedEx home page.

Shipping v Tracking v Design & Print Locations v Support v Sign Up or Log In @ O\

Ship, manage, track, deliver

©

RATE & SHIP LOCATIONS

MULTIPLE TRACKING NUMBERS | NEED HELP?

Manage your shipments and returns

® = & A qp



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

Shipping ~ Tracking ~ Design & Print ~~ Locations

Create a Shipment

Shipping Rates & Delivery Times

Schedule & Manage Pickups

Packing & Shipping Supplies

International Shipping Guide
Manage a Retumn

ALL SHIPPING SERVICES

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

e Name

e Address

e Contact number: (MPR Front desk) 651-290-1500
e Pricing Option: FedEx Standard Rate

e Service Type: FedEx Express Saver

Package Type: Your Packaging

o Declared value: Blank

e Dimensions: Blank

e Pickup/Drop Off: Schedule a pickup

2. To @ Help B Hide 3. Package & Shipment Details (@ Help B Hide
" Country/Territory  [United States ~1| | *ship date [10/1472021 |
Company [Selact or enter |[v]
* Number of packages
* Contact name |Selec‘t or enter |[v] -
 agireee | | Pricing option @ @FedEx Standard Rate
rdireee s | | |_JFedEx One Rate
ress
*
Weight (2 4 [z
— ) —
- Declared Value @ U.5S. Dollars
City [select or enter |[v]
. * Semvice type | FedEx Express Saver v |
State [select v
* -
~Phone no. | ot | Package type [ Your Packaging v |
Dimensions [ Select v|

Perform detailed address check

[ This is a residential address @ D Include a return label &

D Save new recipient in address book




10. In the Shipment Notifications section, click Edit

Special Services (optional) (¥ Help [ Edit

Select additional services for your shipment

Pickup/Drop-off (optional) (¥ Help [ Edit

You are dropping off your package at 3 FedEx location.

Shipment Notifications (optional) @ Help [ Edit

Send an email to yourzelf, the recipient or others indicating the status
of your shipment.

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

Shipment Notifications (optional) @ Help = Hide Mofify Recipient via: O ship
Motify Sender via: Notification type @ Email (HTML) L Tendered
® Email (HTML) ] ship _) Email (Plain Text) [ pickup
) Email (Plain Text) [ Tendered Recipient Email [ Exception
|crrue rag@apmreports.org | . )
] Exception English v [ Estimated Delivery
[] Estimated Delivery Delivery
[ Delivery Add additional recipients
Sender Email 3 Add 3 personal message
| iholt@mpr.org |
| English v |
- Select additic 1] i kﬁ' h t
o e — e
"ste Pickup/Drop-off (optional) Help & Edit
EP:::i::netaHeﬂ add%le“ \:I ‘You are dropping off your package at a FedEx locatien.

[ This is  residential address @

Shipment Notifications {optional) Help @ Edit
[J save new recipientin address book

Send an emall to yourself, the recipient of others indicating the status
of your shipment

3. Package & Shipment Details Help © Hide

5. Complete your Shipment @ Help
* Ship dale 1071312021
*Number of packages (1w ] Create a shipment Profile to store recipient. package nd all
. ather details of this shipment for future use
Weight & s Send 2 Mobile Shipping Label
Declareavawe @ | |u.S. Dollars
" Serice type Sehect X Please note:
- Select « Click the Ship butten only once. Expect some delay due io
Package p y p y
ackagebype B iransmission fime. Do not click Siop or Reload; it may cause a
First Overnight duplicale shipment ransaction 1o oceur
Friorty Overmight + By ciicking the ShipiContinue button, you agree to the FedEx
e ‘Ship Manzger ai fedex com Terms of Use 2nd the FedEx ferms
| Standard Ovemight | of shipping in the appiicable FedEx Service Guide and the
FedEx 2Day AM Ll Shipper's Terms and Conditions for FedEx Express intemational
FedEx 2Day shi
FedEx Express Saver - By cicking the Ship/Confinue bution, you agree that this
. shipment daes not contain undeclared Dangerous Goods. If you
Fodn are unceriain of wheiher your shipment confains Dangerous
Goods, see the Help for more informalion
— - + Results provided by FedEx Address Checker are befieved o be
FedEx First Ovemight Freight relizble, but are not quaranteed.
FedEx 1Day Freight . Fe akes no warraniies, express or implied, regarding
FedEx 2Day Freight Address Checker information
FedEx 3Dy Freight + Carrect completion of shipping decuments i th responsibilty of
+ Ifthe delivery address is later idenfified a5 residenial, you coukd
receive a residential SUTCharge.




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

Loading Dock.
———— il ; 1 3 | i
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