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Sign up or log in to FedEx

• Go to Fedex.com and 
click “Sign Up or Log 
In” in the top right of 
the page

• Log In with your 
account or click 
“Create A User ID” if 
you do not already 
have an account with 
FedEx.



Create a Shipment pt. 1

• Once you are logged in, under the shipping tab select “Create a Shipment”



Create a Shipment pt. 2

• Box 1: Your shipping information
• Box 2: Our Address

• 2450 Gillette Drive, Fort Collins, CO, 80526
• Box 3: 

• Pricing option: FedEx Standard Rate
• Weight: actual weight of package
• Service Type: Priority overnight
• Package type: Choose based on your package and include 

dimensions if using your own box
• Box 4: 

• Bill Transportation to: Recipient
• Account: 331702099

• Special Services: do not select anything and leave signature type as 
None specified.

• Pickup/Drop-off: Select appropriate option for your clinic
•  need to include our 

information here
Shipment Notifications: optional but do not

e and Transit times: Please note these will not populate when using 
the bill to recipient option. Charges will be invoiced to your clinic at $17 
for the 1st lb., $1 for each additional lb. plus fuel surcharges which vary 
based on how far outside of a major city your clinic is.

• Scroll down and select “Ship” in the complete your shipm

• Rat

ent box



Troubleshooting
• If you click ship and an error message appears saying the account is not valid.

• This usually appears when you do not have a valid credit card on file with your account. A credit card must 
be on file in order to use the bill to recipient option.

• The credit card can usually be updated from the shipping screen in box 4 by clicking “Update the credit card 
tied to my account.” If this is not an option, you will need to go to your profile at the top right to add a credit 
card.

• If you have a valid credit card on file, make sure that the account number is correct (331702099) under the 
bill to recipient box.

• If this either of these do not fix the problem, please call us at 970-491-1170


	FedEx Shipping Guide
	Sign up or log in to FedEx
	Create a Shipment pt. 1
	Create a Shipment pt. 2
	Troubleshooting

