FedEx

Office

Log in to FedEx Office Print Online
Corporate

From the NGWA web site, click on the FedEx Office
link.
https://www.ngwa.org/members/member-benefits/contractor-

toolkit/contractor-information-handouts

1. Click on the DocStore® Catalog button in the
Order Documents menu to start your order.
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Notifications

You have no current notifications.

Order Documents  eam more
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W

Manage Orders

« Track orders

Select Documents From DocStore
Catalog

1. Select a folder to view documents.
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TIP: Click the (™) icons in the folder list to expand
and collapse folders as you browse the catalog.

2. When a folder is selected, documents within the
folder are displayed on the right side of the catalog
portal.

3. Click on the title of the document title to see a
preview before you add it to your shopping cart.
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TIP: Use the Search function to locate documents
by name or keyword. Click Advanced Search for
additional options.
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4. Select documents you would like to order and click
Add to Cart.
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Add To Cart

5. My Cart will display momentarily at the top right of
your screen as you add documents. You may
continue to add documents or Continue to
Checkout.

Past Orders e Trag W My Cart @B
Documents Quartity = Price
arg
G2G Performance Coaching Role Play ... 1 $15.60
Estimated Price $15.60*
Prices shown here are estimated and
don' include shipping (if applicable) or fax.
Edit Cart Continue to Checkout
>

TIP: Once you've added a document to My Cart,
you must Edit Cart or Continue to Checkout to
remove the document from your order or change its
quantity.

My Cart
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1. Enter the quantities for each item in your shopping

cart.

Note: the default quantity is one.
My Cart 7 3

‘Coninue Shopping: Setup Arater Documen + Shop 3K My Onine Documents + Sy DocSioe® Caskog + Shop 3K My Past Oy

2. You may continue shopping or Check Out.
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Shipping and Production Details

1.

Click Search and enter the zip code to which
FedEx Office will deliver your order.

1. Where would you like the order produced?

Preferred Centers Search “ Map
Searchby: | 33600 “ or iy, Stae or Street Address | Displaying 150142 | More
Location Contact Details

() Tampa FL Camoliood (813) 961-5223 map > -]
13101 N Dale Mabry Hwy usa1531@fedex.com i
Tampa, FL 336182405 hours & services >
8139615223
usa1531@fedex.com
Distance from the centerin miles 86
() Tampa FL Citrus Park Dr (813) 9267461 map >
8206 Cittus Park Dr usa1720@fedex com map

Tampa, FL 33625 hours & services >

8139267461
usat720@fedex com
Distance from the center in miles 8.06 ]

Review the details for the FedEx Office locations
and select the one that is right for your order.

Enter the delivery zip code in step 2 to see
delivery options.

If your order will be shipped, you may enter a
FedEx Ship Account number in step 3. If you will
pick up your order or select Local Delivery, leave
blank.

2. Provide an address to see delivery options.

O -or-
@© Me 1234 Central Avenue , St. Petersburg FL 33710

Thisisa (& business address | (U home address

3. Using a FedEx account?

Enter to see your FedEx rates

Choose the date you would like to receive your
order to see delivery options. Delivery options are
calculated based on your project(s) and selected
center.

If you are unable to select your preferred method
of delivery, you may select different FedEx Office
center or change your order due date to see
additional options.

Select your delivery option and click Continue.
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6. Complete the delivery information and click

Continue.

Contact and Recipient Information

1.

4.

Complete the Contact Info and Recipient fields.

Deivery Instructions: | A48

If Contact and Recipient info are the same, you
may click Same as Contact to populate the
Recipient info.

Click the Add button to enter any special Delivery
Instructions.

Click Continue.

Payment and Order Submission

1.

Select a Payment Method from the drop-down list
and complete the fields below.

Payment Cart et
Documerts Quatly )
Payment Netog: | Amercan Express MLC]
« Acourt Nmber: | P2 Cortor Commusicaon Plaver pof 15 $12000
Sibtal $12000
*Exp0se: | o
Discourt so879)
+Nama on Card : Sipig o
Purchass Orfr Number: "™ Packig
Tax %7
" Sams As Contct |
Bllng Address [F—e—
 Blog Address
P— PickupDelivery [—
“oiy Requested Pick Up: 1012511, 0524 P (GHIT-4)
i (Al Delivry Method: - Pick i a edkx Offce
FedEx Office Centor: 2201 W Plao Phwy
o2p Planc, TX 75075
(o09) 206778
s fin My
usa5023gfedexcom
Dlecounts Contact:  diidalCusiomer
FodEx Offce Accout Number:  *+~++++0005 Update Prices. FodEx
123 Test Rd.
Thsis rordr ol i

Click Submit Order to complete your order.

You will receive an on-screen confirmation as well
as an email confirmation. This confirmation is
your receipt and will contain order details as well
as a tracking number to allow you to track your
order status.

TIP: You may track your order by going to
fedex.com/tracking and entering your order
number.
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