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FedEx OfficeSM DocStore
 Whether you need to facilitate just-in-time 

printing or establish an online catalog, 
FedEx Office DocStore is your solution
– Send & Print. Authorized users have the 

power to upload files directly from their 
computer and send them to any FedEx 
Office location for printing and
distribution

– Online Catalog. Use this virtual storage room 
for all your company’s most frequently printed 
documents, which you can revise, customize, 
print and ship at any time. Simply log in, then 
select and order the document you need
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FedEx OfficeSM DocStore
 The benefits of Send & Print:

– Distribute documents in hours instead of days 
or weeks

– Save money by printing only what you need
– Save money by having files printed at the 

destination of your choice
– Control user access and spending limits

 The benefits of Online Catalog:
– Eliminate storage and inventory hassles
– Access, customize and order materials 

anytime, anywhere
– Add, delete and update documents as needed
– Simplify ordering with convenient shopping-cart and 

address-book features
– Keep documents secure by employing firewalls, 

passwords and encryption
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FedEx OfficeSM DocStore 
demonstration
 Go to www.gpo.gov/gpoexpress 

and select Place an Order
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FedEx OfficeSM DocStore 
demonstration
 Enter your user name 

and password
 The default user name is 

your agency e-mail address, 
and the default password 
is “gpoexpress!” 
 Select Continue



Cost-Effective Document Solutions for Federal Government Agencies

6

FedEx OfficeSM DocStore 
demonstration
 To place your order, select 

Send & Print Your Documents 
at FedEx Office
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FedEx OfficeSM DocStore 
demonstration
 Select Browse to locate and 

upload your file
 Select various drop-down 

menus to customize printing 
options for your file
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FedEx OfficeSM DocStore 
demonstration
 If you click a printing option 

name, a window will open, 
providing pictures and 
descriptions of each option to 
assist you in making decisions
 Select Add File to upload your 

file and prepare it for preview
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FedEx OfficeSM DocStore 
demonstration
 Once your file is loaded, the site 

will display the file name and the 
selected printing options. The site 
allows you to add multiple files to 
create your document
 Select Continue to proceed to 

document finishing options
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FedEx OfficeSM DocStore 
demonstration
 Name your document 
 Select your finishing options
 Select Continue to preview 

your document
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FedEx OfficeSM DocStore 
demonstration
 Preview enables you to review 

and edit your entire document 
 You can get online preview 

for the following file types:
– Adobe® Acrobat®
– Microsoft® Office Word, 

Microsoft Office PowerPoint®
and Microsoft Office Excel®

– PostScript® and 
Encapsulated PostScript

– Rich Text and Plain Text



Cost-Effective Document Solutions for Federal Government Agencies

12

FedEx OfficeSM DocStore 
demonstration
 Please note: While nonstandard 

file formats will not preview, the 
order will still be placed
 Select Continue to Cart to 

proceed to checkout
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FedEx OfficeSM DocStore 
demonstration
 Some information on the 

Shopping Cart screen will already 
be completed based on your 
user profile

 Enter all additional information 
in the required fields, including 
the number of copies required

 If you would like to have the FedEx 
Office location that will be producing 
your order call you with a quote, 
select that option

 Select Continue to add delivery information 
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FedEx OfficeSM DocStore 
demonstration
 Use the drop-down menu to select 

the due time for your document
 Select your proof option; it is 

recommended you always request 
a proof
 Enter the recipient information; if you 

are the recipient, check I am the 
recipient, and your contact information 
will automatically populate
 Select Locate Store to find a FedEx 

Office Print & Ship CenterSM
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FedEx OfficeSM DocStore 
demonstration
 Your recipient information 

automatically populates the 
Store Locator
 Select Locate Store to start 

the search
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FedEx OfficeSM DocStore 
demonstration
 The Store Locator will provide 

up to five location results
 The map, hours of operation 

and local driving directions 
are also provided
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FedEx OfficeSM DocStore 
demonstration
 Choose a delivery method 

from the drop-down list
 Please note: Delivery is free 

within the local delivery zone 
of each FedEx Office Print & Ship 
CenterSM

 Select Continue to proceed 
to the order confirmation page
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FedEx OfficeSM DocStore 
demonstration
 Use the order confirmation 

screen to review your order 
and make changes in job 
options where necessary
 Select Place Order to 

confirm your order
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FedEx OfficeSM DocStore 
demonstration
 You may print the confirmation 

page as a receipt
 The site will give you an order 

number that you can use to 
track your order
 The system will send you an 

e-mail confirming receipt of 
your order. You will also 
receive a confirmation e-mail 
once your order is completed
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GPOExpressSM program resources 
Finding a location
 Go to gpo.gov/gpoexpress
 Select Store Locator
Placing an order
 Go to your local FedEx Office Print & Ship CenterSM

 Call your local center to schedule a pickup
 Submit your order online via FedEx OfficeSM DocStore
FedEx Office DocStore
 Go to https://docstore.fedex.com/gpoexpress
 User name is your agency e-mail; password is “gpoexpress!”
Order questions
 Contact the local center that is processing your order and 

ask for the senior project coordinator
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GPOExpressSM program resources 
Service issues
 Contact the local center that is processing your order and

ask for the center manager
 GPOExpress Program Manager – 202-512-2031 or 

gpoexpress@gpo.gov
eView
 Go to https://eview.fedexkinkos.com
 For access issues, send an e-mail to  

gpoexpresseview@gpo.gov
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GPOExpressSM program resources 
GPO National Account Manager 
 Questions about your GPO contract and 

GPO billing
 Continued consultative support
 For contact info go to 

www.gpo.gov/customerservices/nams.htm 
or call 1.202.512.1904
 GPOExpress Program Manager
 Questions about products and services
 Problems/Issues that cannot be resolved 

at center
 Contact 202-512-2031 or email 

gpoexpress@gpo.gov
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Questions?


