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How To Search The Central Address Book & Request Pick-Up

1. Search our Central Address Book. The FedEx Central address book has been loaded for you and the
names remain the same, you can search by cost center number, HFN, SPS, a 3rd party supplier such as
Cascade Dafo, or “Market Fab”.

2. Please leave “Filtered by” in box 3. Packaging on “All Carriers”. This will allow you to see both USPS
and FedEx delivery times and cost. (if you don’t currently see USPS, you will within a couple of days).
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3. Changing your billing account for those of you that ship from more than one location.

For those of you that ship/ bill more than one location: To change billing account; search the cost center
in Box 5 search. Currently only the cost center numbers are showing. We are working on adding the

location name to it.
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4. Schedule a pickup after creating a shipping label.
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If you already have a scheduled AUT pickup, this step isn’t necessary. To schedule a pickup after
creating a shipping label, chick on Shipping & Mailing at the top left, go to End of Day column and it’s at

the bottom. Follow the steps.
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