
FedEx – How to Ship an Item 

Step 1: Go to the FedEx website at FEDEX Login Canada  

 

Step 2: Login with the credentials supplied by Distribution. If you do not have credentials, please e-
mail distribution@uwindsor.ca for access . 

 

Step 3: At the top of the page, click “Shipping” dropdown, then “Ship Now”.  

 

 

Step 4: On the middle of the page, click “Ship With An Account”. 

 

 

Step 5: Under “From” – click the “Edit” button 

 

 

https://www.fedex.com/secure-login/en-ca/#/login-credentials
mailto:distribution@uwindsor.ca


Step 6: Complete your details. Be sure to enter your full name, address, phone number and extension. 

 

 

Step 7: Under “To”, enter the ship to information for who and where the item will be shipped. 

 

 

Step 8: Under “package & Shipment Details”, enter the date you intend to ship the package out, the 
number of packages, the estimated weight, the service type (based on how quickly the shipment 



needs to be delivered), and the package type. 

 

 

Step 9: Under “Billing Details”, these items MUST be included for every shipment: 
A) Bill transportation to – choose “Main U of Windsor” account 
B) Your reference – your full name 
C) P.O. no. – your department charge account (ie. 01.2400.24000) and/or project number 
D) Department no. – your department name 

 

 



Step 10: Under “Complete your Shipment”, click “Ship” button after confirming all shipping details 
for accuracy. 

 


