
FedEx Instructions
EXPRESS (FASTER) AND GROUND (CHEAPER)



FedEx Express
INTRA-CANADA AND INTERNATIONAL



FedEx Express Online
INTRA-CANADA AND INTERNATIONAL



Scheduling a Pick-up online
 Go to FedEx.com. Sign in with your account. If you do not have an account please call FedEx.

 Go to schedule a pick-up. Choose the express option.

 Fill out the forms given. If this will be an international delivery you will be given the option to fill 
out a commercial invoice online or to provide a physical form. Physical forms can be found at the 
FedEx supplies location by the dry ice.

 Print ALL documents (shipping receipt and label). Print at least two copies of each (keep one for 
your records).

 Prepare your package by securing it well and attaching an Express Waybill Envelope containing 
all the documents (shipping receipt, label, and commercial invoice if required) 

 Leave package at FedEx drop off location (underneath FedEx supplies near dry ice).

 Once your package is taken, return to pick-up the receipt as this is required for your P.I.’s records



FedEx Express - Telephone
INTRA-CANADA AND INTERNATIONAL



Step 1: Pick up forms
Pick up forms (near dry ice). 

Forms:

Intra-Canada: Intra-Canada Waybill, Express 
Waybill Envelope (Express envelopes only do 
not need this)

 International: International Waybill, 
Commercial Invoice, Express Waybill Envelope 
(Express envelopes only do not need this)



Step 2: Filling 
out the Waybill 
(Intra-Canada)

Refer to example.

Ask P.I. for number

Must have a 
numerical value of 

at least $1 CAD



Step 2a: Filling 
out the Waybill 
(International)

Refer to example.

Ask P.I. for number

Must have a numerical value of 
at least $1 CAD

Need to write 
non-toxic and non-

hazardous



Step 2b: Filling out the 
Commercial Invoice
Refer to example given on this slide. After 
attaching the “commercial invoice” sticker you 
need to PHOTOCOPY it two times so that there 
are two duplicates of the original.

Need to write 
non-toxic and non-

hazardous

Must have a numerical 
value of at least $1 CAD



Step 3: Preparing the Package for Pick-up
 Secure the contents of the package well.

Make sure the package is well sealed.

 Attach the Express Waybill Envelope

 Insert Waybill in envelope and (if required) 
the three Commercial Invoices.

 Call for pickup (see next slide).



Step 4: Scheduling a 
Pick-up

 Call 1-800-463-3339. You will be connected 
with an automated service.

When asked for a location, please choose 
“shipping”.

 Keep the confirmation number given for 
your records.

 Leave your package in the drop-off located 
underneath the FedEx supplies (near the dry 
ice)



Step 5: After your Package has been 
Picked-up
 Please collect your receipt of pick-up from 
the drop-off location. This is required for your 
P.I.’s records.



FedEx Ground online
INTRA-CANADA AND INTERNATIONAL (MUST USE YOUR OWN 
PACKAGING, NOT ONE PROVIDED BY FEDEX)



Scheduling a Pick-up
 Go to FedEx.com. Sign in with your account. If you do not have an account please call FedEx.

 Go to schedule a pick-up. Choose the ground option.

 Fill out the forms given. If this will be an international delivery you will be given the option to 
fill out a commercial invoice online or to provide a physical form. It does not matter which 
option you choose. Physical forms can be found at the FedEx supplies location by the dry ice.

 Print ALL documents (shipping receipt and label). Print at least two copies of each (keep one 
for your records).

 Prepare your package by securing it well and attaching a Ground Waybill Envelope containing 
all the documents (shipping receipt, label, and commercial invoice if required) 

 Leave package at FedEx drop off location (underneath FedEx supplies near dry ice).

 Once your package is taken return to pick-up the receipt as this is required for your P.I.
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