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FedEx Office® Print Online Corporate

Office Quick Reference Guide - DocStore® Catalog
Log in to FedEx Office Print Online Corporate 4.  Select documents you would like to order and click Add to
. Cart.
1. Open your browser and navigate to:
https://printonline.fedex.com/nextgen/hrblock_pod TIP: Double-click a document to access a preview and
itional inf ion.
TIP: Please use Internet Explorer when using the Print Online additional document information
site. Flash must be enabled to use the Chrome browser 5. My Cart will display momentarily at the top right of your screen
(instructions on Page 3). as you add documents. You may continue to add documents or
ntin heckout.
2. EnterUserID and Password provided on screen and click Log Continue to Checkout
in. Or, you can register for an individual login. =
Past Orders & Trag = My Cart @B
FedEx Offices Print Online - -
; Documents Quartity | Price
L—u n to FedEx Offica® Print Oline arl
Welcomel G2G Performance Coaching Role Play ... 1 §15.60
:eL i . I you would like o Estimated Price $15.60*
) Prices shown here are estimafed and
User D don? include shipping (if applicable) or tax.
Password: ﬁ
Fongat your Lisar ID of Password? '
. ® .
3. gl'ck the I:;om Doc;Stotren Catalog button in the Order TIP: Once you've added a document to My Cart, you must Edit
ocuments menu to start your order. Cart or Continue to Checkout to remove the document from
Order DOCUMENtS | s more your order or change its quantity.
([ PwOmes ] My Cart
1. Adjust document quantities as needed (defaults to ‘1’).
Select Documents From DocStore Catalog e e
1. Select a folder to view documents. — e e
DocStore® Catalog
~ | [E] ALLFOLDERS
TIP: Click the ( »)icons in the folder list to expand and 2. You may continue shopping or Check Out.
collapse folders as you browse the catalog.
2. When afolder is selected, documents within the folder are Shippi : :
’ ipping and Production Details
displayed on the right side of the catalog portal. pping
3. Use the Zoom slider to change the size of document . (_:hoc_)se a _FedEx Ofﬂc.e location from the Prefer!'ed Locations
. . Lo . . list, if available, or click Search and enter the zip code for the
thumbnails, or switch to List View using the buttons at right. L . .
recipient of this order and click Go.
DocStore® Catalog \, Swarch by Do Name or Kaywordd B atuanced seare Pickup or Delivery ° ° ‘ .
= [ ALrooeRs . - 4 1. Where would you like the order produced?
& L Caifomin lncoms Ta Course Skey Guide (2018) Search “ Map
Maryiard Income Tax Course Sty Guide (2018) 2
Omgon lncome Tax Course Study Guide [(2018)
TIP: Utilize the Search field to locate documents by name or Skl
keyword. Access Advanced Search for additional options.
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2. Provide an address to see pick-up & delivery options (on the
next screen). If your order will be shipped, you may enter a
FedEx Ship Account number. Delivery addresses within 30
miles of a FedEx Office store will be able to take advantage
of free Local Delivery service. A FedEx Ship Account does not
need to be entered for Local Delivery.

2, Provice an aciiress 1o see delivery options,

® s . oy

1 Using a FedEx sccoustt

3. 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
another center or change your order due date to see
additional options.

Select a Pickup or Delivery Date o
Review Your Carl -

View delivery optons for | 48815 or Lansing M = m

© First Avalable: Safurday,March 23, 213 Marzons [
Sun Hon Tue Wed Thu Fii Sat

]

4. Available delivery options for the date you selected will be
displayed. Choose your preferred delivery method and click
Continue. You may be presented with additional options.
Note: A signature will be required for Local Delivery.

o @
Available opfions to pick up or receive delivery on March 25

@ Endofbusines day 141 JourCat hed elivery >
v FedEx Ground US & & (oo
o @ LOAMS0OPM Fo
O ree
Local Delivery Stipping Mar2013 3

00 PM
O Qe soreant Overnight @ ne f )

Choase 2 delivery timeframe. Someone wil need 1o sign for the deivery

© 800 AM- 1200 PM
O 1200 PM- 5:00PM

Contact and Recipient Information
1. Complete the Contact Info and Recipient forms.

2. If Recipient address is a home address, remove the mark in
the This is a business address checkbox.

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

4. Click the Add button to enter any special Delivery
Instructions.

5. Click Continue. Address entered will be verified by postal
standards. Click Continue again, if any changes made to the
address are ok. Click Undo then Continue, if any changes
made are not ok.

Payment and Order Submission

1. Verify that the billing information is complete and accurate
on the Payment page.

2. Click Submit Order in the bottom right corner of the screen to
complete your order.

3. 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 clicking the Track Orders link

from the Home screen or by going to fedex.com/tracking.
TIP: You may view order details and status of your order by
clicking on Past Orders.
© 2012 FedEx For assistance, contact FedEx Office at 1.800.GoFedEx 1.800.463.3339 or email fedexoffice.customerrelations@fedex.com

2


mailto:fedexoffice.customerrelations@fedex.com
http://www.fedex.com/tracking

FedEx Office — POLC FLASH Troubleshooting tips:

If using chrome, the following is required.

1) Click menu icon (three dots) image, and click Settings

1 New tab
MNew window
MNew incagnite window
Histary
Downloads

Bookmarks
Zoom

Print...
Cast...
Find...

More taols
Edit

Help »

Cut Copy  Paste

Exit Ctrl+Shift+Q

2) Type Flash in the search field, navigate down and select Content settings

Q, Flash [x]

Priflicy and security

ogle Chrome may use web services to improve your browsing experience. You may optionally disable these
rvices. Learn more

Content settings:
Control what information websites can use and what content they can show you

Flash | data

3) Click on Flash setting

» Flash N

Ask first

4) Under Allow, add either https://printonline.fedex.com or [*.]fedex.com

Allow ADD

e https://printonline fedex.com

[ [*]fedex.com
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http://fedex.com/
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