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Integrate Your Systems
Integration enables speedy information transfer between your 
existing applications, such as accounting and order management 
systems and FedEx Ship Manager® Software.

For example, when you enter information such as customer address 
and shipping instructions into your order management or accounting 
system (referred to hereafter as “business application”), integration 
makes it immediately available to FedEx Ship Manager Software for 
package processing.

Note: FedEx ® Integration Assistant is available in English, Spanish and 
Portuguese.

Refer to the following information in this section to learn more 
about using FedEx Integration Assistant:

Benefits of Integratio•	 n
Preparing for Integratio•	 n
Understanding Your Shipping Proces•	 s
How Integration Work•	 s
Planning Your Profile•	 s
The Integration Proces•	 s
Using FedEx Integration Assistan•	 t
Locating Your Shipping Informatio•	 n
Example Integration Profile•	 s
Using Your Integration Profile•	 s
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Benefits of Integration
FedEx Integration Assistant allows 
you to process your FedEx shipments 
more efficiently by providing the 
ability to exchange shipping data, 
such as customer address information, 
between your business application 
and FedEx Ship Manager Software.

This transfer of information saves 
time, reduces data entry errors, and 
can potentially eliminate the need to 
maintain shipping-related information 
in both your application and in the 
FedEx Ship Manager Software 
Address Book. 

The following table illustrates how 
integration can improve the efficiency 
and accuracy of your shipping 
activities.

Your Shipping Activity Without Integration With Integration

Maintaining customer shipping information You enter information twice, once in your 
application and again in FedEx Ship Manager 
Software. Information in the Address Book may 
be missing, out-of-date, or may not match the 
information maintained by your system.

You no longer need the FedEx Ship Manager  
Software Address Book. Your application maintains 
your customer information and transfers it to FedEx 
Ship Manager Software at the time you process a 
shipment. This ensures that the most up-to-date 
information is available to FedEx Ship Manager 
Software.

Receiving and handling paper bills of lading Paperwork is handled twice, once by the originator 
and once by your shipping department. This can 
lead to information being entered incorrectly or not 
at all, and may result in returned shipments.

Because you transfer shipping information from 
your system directly into FedEx Ship Manager 
Software, you no longer need to use bills of lading 
as the source of this information.

Entering customer-specific shipping information 
based on customer needs, package contents  
and so on

You may forget customer-specific shipping details, 
or apply them incorrectly.

Store variations in shipping methods and required 
shipping information in integration profiles that you 
create and save. Select a profile to automatically 
control what, where and how information is used to 
process shipments.

Communicating tracking numbers and shipping 
charges to customer service or accounting after a 
package ships

Customer service or accounting does not receive 
tracking and billing information in a timely manner, 
or at all.

You can choose to automatically export tracking and 
shipping charge information to your application.

Reviewing FedEx Ship Manager Software screens 
before printing each label

Reviewing shipping information and printing each 
label is time-consuming.

There is no need to recheck the shipping 
information. Your customer service department can 
perform information-verification activities to ensure 
the accuracy of shipping information. You can print 
shipping labels automatically in batches, or one  
at a time.
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Preparing for Integration
Integration allows FedEx Ship Manager Software to communicate 
directly with your business application. At a time that you choose, 
pre-selected shipping information in your application imports into 
FedEx Ship Manager Software. Likewise, at a time that you choose, 
pre-selected information in FedEx Ship Manager Software, such as 
tracking number, exports to your application.

For example, if your order department enters a customer’s name 
into an electronic order form under a “Name” field, you can set up 
integration to copy the name information from your application and 
place it into the Recipient ID field in FedEx Ship Manager Software. 
When you set up integration, you match information from your 
application on a one-to-one basis with the information fields in 
FedEx Ship Manager Software.

Key Questions

The key to a successful integration is a thorough understanding of 
your business application and careful planning. Before you continue, 
ensure that you can answer the following questions. If you need 
assistance, discuss these questions with your IT and shipping 
departments.

Do you know if your order/shipping application is ODBC-•	

compliant (Open Database Connectivity), if it uses a text file, 
or if you are using QuickBooks® Financial Software to store 
shipping information? 

If your application is ODBC-compliant, do you know its Data •	

Source Name (DSN)?

Note: The DSN is the logical name assigned to a data repository or 
database. The DSN contains lookup attributes that the driver uses to 
access the data. 

If you use a text file to store your information, is all the •	

shipping information stored in a single file?
If you use a text file to store shipping information, do you •	

know the name and location of the file?
Do you know the names of the tables and the fields within •	

your data source where order/shipping information is stored?
Are you familiar with the flow of information, from receipt of •	

an order to the printing of the package label?
Do you use a unique alphanumeric code, or field index, to •	

identify packages/orders or recipients?
Do you have access rights to the information that is stored in •	

your application?
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Preparing for Integration, continued

Your Experience Level

FedEx Integration Assistant walks you through the integration 
process. However, to ensure that your integration goes smoothly, 
you should have familiarity with:

Basic database concepts•	

Applications used at your company to enter and manage •	

customer and shipping information
Using FedEx Ship Manager•	  Software
Shipping activities used at your company•	

If you don’t have database experience or are unfamiliar with your 
company’s applications or shipping activities, familiarize yourself 
with the integration concepts described in the FedEx Integration 
Assistant Tutorial, which is available when you select FedEx 
Integration Assistant from the Integration menu. Then discuss 
your needs with knowledgeable individuals within your company.

Understanding Your Shipping Process
In most cases, integration can be set up to support your current 
shipping process. You may find, however, that integration allows 
you to adopt a more efficient shipping method, which may require 
you to make changes to the way you manage your customer and 
shipping information.

Review your current shipping process and consider the following 
questions. This assists you in creating an integration profile that 
best matches your business processes, workflow, etc.

Do you process packages in batches, the number and order of •	

which is established by your remote application?
Do you need to print labels one at a time, or is it okay to print •	

multiple labels?
Do you need to view shipping information for a specific •	

package before printing the shipping label?
Do you need to edit or add information on the FedEx Ship •	

Manager Software screen before you print the label?
Do you process multiple-piece shipments?•	

Do you maintain an address book outside of FedEx               •	

Ship Manager Software?
Do you use a paper bill of lading as the source of          •	

shipping information?
Do you need to check the information presented in FedEx Ship •	

Manager Software against a bill of lading?
Do you record tracking numbers and shipping charges?•	

Do you need to use Alternate Return Addresses?•	

Will you need to temporarily disable integration so that you •	

can manually process a rush shipping job?
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How Integration Works

Creating a New Profile

An integration profile resembles a recipe card for shipping a 
package. It contains instructions about how you process packages.  
Each profile that you create contains information about:

Where FedEx Ship Manager•	  Software can find your business 
information
When it should get (import) or send (export) information•	

How and when you want to view or edit shipping information•	

When you want labels to print•	

You can create and save 17 integration profiles.

Editing an Existing Profile

You can create a new profile by modifying an existing profile and 
saving it under a new name.

FedEx Integration Assistant keeps track of completed and 
incomplete profiles. You can open FedEx Integration  
Assistant at any time to edit an existing profile or complete  
an unfinished profile.

Whenever you are in the editing mode, Editing Profile appears  
in the lower left corner of the screen.

Saving Profiles

FedEx Integration Assistant prompts you to save your profile  
when you click:

Save•	

Windows close button (x)•	

Finish•	

Always save your profile before clicking Back.

Note: Profile names are limited to 64 characters in length and cannot 
contain spaces.

Deleting Profiles

To delete integration profiles:

Select 1.	 Begin on the Create tab. 

Select the profile from the list and click 2.	 Remove.
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How Integration Works, continued

Renaming Profiles

CAUTION: Do not use Microsoft® Windows Explorer to rename  
a profile. Renaming profiles outside of FedEx Integration Assistant 
corrupts the profile.

To rename an existing profile:

Select 1.	 Begin on the Create tab. 

Select 2.	 Edit an existing profile. 

Make any necessary changes as you move through the tabs 3.	
and click Finish. You are prompted to save the profile,  
at which point you can rename it. 

Note: To remove a profile from the system, you must manually delete it from 
FedEx Integration Assistant. Renaming a profile does not delete the existing or 
original profile.

Default Profile Selection

The profile you select for use remains selected after you close 
FedEx Ship Manager Software at the end of the day. When you 
re-open FedEx Ship Manager Software, your last selected profile 
remains active. 

To select an alternate profile, click None to de-select the active 
profile then choose a different profile.

Planning Your Profiles

Required Shipping Information

FedEx Ship Manager Software requires that you provide certain 
shipping information before a package can ship. However, FedEx 
Integration Assistant does not check if your profile provides 
required shipping information. Therefore, you must provide required 
shipping information using any combination of the following:

FedEx Ship Manager Software preferences•	

Importing from your data source•	

FedEx Ship Manager Software defaults•	

Manually entering data onto the shipping screen•	

Appendix B in the FedEx Integration Assistant Tutorial contains  
a complete listing of FedEx Ship Manager Software data fields. 
An asterisk indicates required fields.

You gain the most benefit from integration by importing as much  
of the shipping information as possible.

Note: One of the key benefits of integration is the ability to automatically batch-
process shipments. To avoid shipping errors and ensure smooth batch processing, 
it is critical that you provide all required shipping information.
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Planning Your Profiles, continued

Field Index 

To use several of the key features provided by integration, 
records in your data source must be retrievable using a unique 
alphanumeric identifier, or field index. During the integration 
process, you may be required to provide a field index to complete 
your profile.

A field index may be a general reference, such as an order or 
package number, or a field index may take the form of recipient 
information, such as a phone number. In most cases, you select  
a column header (e.g., Account Number) as your field index.

The field index is particularly important when using an ODBC-
compliant data source that stores shipping information in more 
than one table. In this case, the field index is the common thread 
that allows integration to locate your shipping information in  
the tables.

Account Number

Table A
Order Information

Field Index

Account Number

Table B
Account Information

Account Number

Table C

Customize Reports  |  Integrate Your Systems
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Planning Your Profiles, continued

Alternate Return Address Information

To use alternate return address information with integration,  
the address information must already exist in FedEx Ship Manager 

Software. If it does not exist, you have to manually 
add this information for each shipment.

FedEx Ship Manager Software Preferences

Integration supports the use of FedEx Ship Manager Software 
preferences. However, data that you import through integration 
or that you manually enter using the Batch-Edit or Single-Edit 
shipping method overwrites default information that you set up 
in preferences. Refer to Part 5 - Using Integration in the FedEx 

Integration Assistant Tutorial for information about using the 
Batch-Edit and Single-Edit shipping methods.

Rush Shipping Jobs

Consider whether or not people interrupt your normal shipping 
workflow to process “rush” shipments. If you need to maintain  
the ability to process rush shipments, you have the option of 
assigning a shipping method that allows you to temporarily 
interrupt integration.

About Multiple-Piece Shipments

Integration supports fully automated multiple-piece shipping. 
However, you can set up your profile so that you can either import 
or manually enter the number of packages, in which case FedEx 
Ship Manager Software prompts you for information about each 
package.

International Shipping

FedEx Integration Assistant provides support for multiple 
commodities. Refer to the Special Instructions section on the 
Import > Match page in the FedEx Integration Assistant Tutorial.

Data Conversion

When planning an import profile, consider whether your data is 
in a format that is acceptable to FedEx Ship Manager Software. 
Appendix B in the FedEx Integration Assistant Tutorial indicates 
which FedEx Ship Manager Software fields are format-specific 
and require conversion.

Likewise, if you are planning an export profile, consider whether the 
data that you want to export from FedEx Ship Manager Software is 
in a format that is acceptable to your application.

During the integration process, you have the option of using 
Conversion to assign FedEx Ship Manager Software data formats 
to values in your data source, or assign your formats to FedEx Ship  
Manager Software values.
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Planning Your Profiles, continued

Updating the Data Source After a Package Ships

Integration provides the capability to update records in your data 
source after each package ships. To use the update function, your 
data source must contain a value that you can associate with one 
of the following FedEx Ship Manager Software fields:

Purchase Order•	

Customer Reference•	

Recipient Code•	

Note: You may also update your data source to reflect deleted shipments.

The Integration Process
FedEx Integration Assistant uses a series of selectable tabs.  
Each tab presents you with questions to respond to or selections 
to make. FedEx Integration Assistant uses your responses to 
create your integration profile.

The availability of each tab and the sequence that you move 
through the tabs vary depending on the responses that you 
provide. After you complete each tab and click Continue, the 
next required tab appears.

The following figure illustrates the tab sequence that you follow 
for each type of integration profile. If one of the conditions listed 
under Alternate Paths exists, your path changes as shown.

Profile Type Alternate Paths

Import Export Both
Very
First
Profile

Edit
Existing
Profile

Using
ODBC

Single
or
Single-Edit
Profile

Introduction

Before you begin

Create

Integration Type

Source

Conversion

Format

Shipping

Lockup

Information

Match

Destination

Format

Method

Information

Match

Conversion

Summary

Instructions
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Using FedEx Integration Assistant

System Requirements
Microsoft Windows•	 ® Internet Explorer® 6.0 or later
Adobe•	 ® Acrobat Reader® 4.0 or later
FedEx Ship Manager•	  Software version 2246 or later

Installing and Removing FedEx Integration Assistant 

FedEx Integration Assistant automatically installs with FedEx 
Ship Manager Software and cannot be uninstalled without 
removing FedEx Ship Manager Software. If you need to 
uninstall FedEx Ship Manager Software, you have the option 
of saving integration profiles that you created with FedEx 
Integration Assistant.

Starting FedEx Integration Assistant

Select FedEx Integration Assistant or the profile that you 
want to activate from the Integration menu. 

Getting Help

The following tools are available to you at each step in the 
integration process when you select FedEx Integration Assistant 
from the Integration menu.

Help link on each tab•	

Common Questions links on each tab•	

Learn More… links for additional information  •	

about key concepts
Tutorial link that opens a comprehensive FedEx  •	

Integration Assistant Tutorial

Navigating

You can move freely between all active tabs within FedEx 
Integration Assistant.

Purple – Active and selected•	

White – Active, but not selected•	

Gray – Inactive, non-selectable•	

Which tabs are active depends on the type and the configuration  
of the profile you are creating or editing.

Back and Continue

Click Back to move to previously completed tabs. Continue is 
available after you complete the current tab or attempt to move 
ahead from a completed tab.
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Using FedEx Integration Assistant, continued

Save

Click Save to name and save your profile. You can create and 
save 17 integration profiles. Always save your profile before 
clicking Back.

Finish

Click Finish, available on the Finish > Instructions tab, to confirm 
your profile and make it available in the Integration menu in FedEx 
Ship Manager Software.

Locating Your Shipping Information
FedEx Integration Assistant must have access to your shipping 
information, also called your data source. FedEx Integration 
Assistant can access three types of data sources: ODBC-compliant 
applications, ODBC-compliant text files and QuickBooks® 
Financial Software.

ODBC-Compliant Applications

Typically, customer and shipping information is entered into and 
stored in ODBC-compliant applications.

If you select an ODBC-compliant application as your data source, 
FedEx Integration Assistant scans your Windows® directories and 
locates ODBC-compliant data sources by their Data Source Name 
(DSN). FedEx Integration Assistant provides you with a list of all 
DSNs that it locates on your system. 

Note: FedEx Integration Assistant offers support for USB scales. 

ODBC (Open Database Connectivity)

ODBC is a way for a client application, such as Microsoft® Office 
Access, to interact with an ODBC-compliant server. It identifies the 
capabilities of the server and allows the application to work within 
the functions of the server.

ODBC Drivers

Not all ODBC DSNs require a driver. Refer to the documentation 
provided with your application to determine if a driver is required. 

If an ODBC DSN is required, ensure that it is current. 

Data Source Name (DSN)

The DSN is the logical name assigned to a data repository or 
database. The DSN contains lookup attributes that the driver uses 
to access the data. 
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Locating Your Shipping Information, continued

ODBC-Compliant Text Files

If your company uses an application that is not ODBC-compliant, 
or there are technical obstacles to real-time communication 
with your application, your application may still be capable 
of producing ODBC-compliant text files that FedEx Integration 
Assistant can read. FedEx Integration Assistant can integrate text 
files even though they do not have a DSN or a database driver 
associated with them.

You can identify text files by their .csv or .txt file extension. Text 
files are either Delimited or Fixed Width. 

Note: FedEx Integration Assistant can import an unlimited number of  
text file records.

Text files must be mapped to a network drive in order for FedEx 
Integration Assistant to find them.

Example Integration Profiles
The following are examples of how two unique integration profiles 
support two unique shipping situations.

Shipping Situation 1

Every morning, your shipping department processes packages for 
orders received from your drop-ship customers after 5:00 p.m. on 
the previous business day. These customers require overnight 
shipping for all packages, and a shipping confirmation e-mail sent 
to each recipient.

Profile 1

Name: Drop_Ship

This name appears in the Integration menu and clearly describes 
the function of the profile. 

Note: You can name the profile anything you like.

Type: Import and Export

This profile can import shipping information from your data source 
and export instructions for the e-mail confirmation.
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Example Integration Profiles, continued
Shipping Method: Batch

 “Batch” describes the ability of the profile to automatically import 
shipping information for each package (when the profile is 
activated) and print the shipping labels without further action by 
the shipper.

Shipping Situation 2

During normal business hours, your shipping department 
processes packages associated with regular orders that you 
receive by phone and through your Web site. Packages are 
processed one at a time, in the order received by your customer 
service department. The shipping label must contain a customer 
reference number.

Profile 2 

Name: Standard

This name appears in the Integration menu and clearly describes 
the function of the profile.

Note: You can name the profile anything you like.

Type: Import

This profile can import shipping information from your order entry 
data source.

Shipping Method: Single-Edit

 “Single” describes the ability of the profile to look up shipping 
information for each order, using the recipient’s name, and to print 
shipping labels one at a time.

 “Edit” means that the profile allows you to type the customer’s 
reference number on the shipping screen before the shipping  
label prints.
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Using Your Integration Profiles

Activating Your Profile

The names you create for your integration profiles appear on  
the FedEx Ship Manager Software menu bar under the   
Integration menu.

From the Integration menu, select the profile that you want  
to activate. A check mark indicates that the profile is active.  
Each profile has a unique color associated with it. The color 
appears in the FedEx Ship Manager Software field that is 
associated with the profile. The name of the active profile 
appears in the window title bar.

If you select a batch profile, an activation approval prompt 
appears. The profile runs immediately after you approve it.

Testing Your Profile

Confirm that your integration profile behaves as expected by 
integrating shipping information for a single shipment. If this 
test is successful, try a small batch of two or three shipments 
to confirm that FedEx Ship Manager Software and your data 
source are communicating correctly.

If you encounter a problem and need to re-open FedEx Integration 
Assistant to make changes, first click None on the Integration 
menu to disable the profile, then reopen and edit the profile.

Deactivating an Integration Profile

Select None on the Integration menu to temporarily turn 
off Integration.

Customize Reports  |  Integrate Your Systems



User Guide - Glossary  1

Software

Glossary
Accessorial Charges: FedEx Ground and FedEx Home Delivery 
services charge extra for certain value-added delivery services. 
These value-added services include: COD, Call Tags, Hazardous 
Material (HazMat), Signature Service, and many others. Most of 
these accessorial charges are per package. Accessorial charges 
are not discounted and are added to the final package charge 
after any discounts and/or to the final Multiweight charge.

AES: Automated Export System – See also AESDirect.

AESDirect: AESDirect is the U.S. Census Bureau’s free, Internet- 
based system for filing Shipper’s Export Declaration (SED)/
Electronic Export Information (EEI) to the Automated Export 
System (AES). It is the electronic alternative to filing a paper SED, 
and can be used by U.S. Principal Parties in Interest (USPPIs), 
forwarders, or anyone else responsible for export reporting. 
(www.aesdirect.gov) 

BSO: Broker Select Option

CBP: Customs & Border Protection

CCI: Canada Customs Invoice

CFR (Cost and Freight): (Destination port – paid to arrival at 
destination port) Title, risk and insurance cost pass to buyer  
when delivered on board the ship by seller who pays the 
transportation costs to the destination port. Used for sea  
or inland waterway transportation.

CI: Commercial Invoice. The official transaction record between an 
exporter and an importer. Customs officials rely on this paperwork 
to clear shipments across international borders. Generally, the 
Commercial Invoice is required for international shipments of 
dutiable commodities but varies by country, size, weight, quantity, 
and value. A Proforma Invoice is often used as an offer to sell or is 
used to apply for a letter of credit or import permit. A Commercial 
Invoice supersedes a Proforma Invoice.

CIF (Cost, Insurance and Freight): (Destination port – same 
as CFR, but includes insurance) Title and risk pass to buyer when 
delivered on board the ship by seller who pays transportation  
and insurance cost to destination port. Used for sea or inland 
waterway transportation.

CIP (Cost and Insurance Paid To): (Place at destination – CPT, 
but includes insurance) Title and risk pass to buyer when delivered 
by seller who pays transportation and insurance cost to destination. 
Used for any mode of transportation.

COD: Collect on Delivery

Country of ultimate destination: Enter the final country of 
destination as known to the exporter at the time of shipment.
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CPT (Carriage Paid To): (Place at destination – includes all 
destination port charges) Title, risk, and insurance cost pass  
to buyer when delivered to carrier by seller who pays 
transportation and insurance cost to destination. Used for  
any mode of transportation.

DDP (Delivery Duty Paid): (Consignee door – includes all 
charges origin to destination) Title and risk pass to buyer  
when seller delivers goods to named destination point cleared  
for import. Used for any mode of transportation.

DDU (Delivery Duty Unpaid): (Consignee door – excluding 
duties and taxes) Title, risk and responsibility for vessel discharge 
and import clearance pass to buyer when seller delivers goods 
on board the ship to destination port. Used for sea or inland 
waterway transportation.

DEA: Drug Enforcement Agency

DSN (Data Source Name): The logical name assigned to a data 
repository or database. The DSN contains look-up attributes that 
the driver uses to access the data. 

DT (Door Tag): The first two characters of a door tag number, 
followed by 12 numbers. 

ECOD: Electronic Collect on Delivery

EEI: Electronic Export Information

EIN: Employer Identification Number

EPDI: Electronic Package Detail Information

ETN: Express Tracking Numbers

EXW (Ex Works): (Factory, mill, warehouse: your door) Title  
and risk pass to buyer including payment of all transportation  
and insurance costs from the seller’s door. Used for any mode  
of transportation.

FAS: Free Alongside Ship

FCA (Free Carrier): (Pick a place after your origin to start)  
Title and risk pass to buyer including transportation and insurance  
cost when the seller delivers goods cleared for export to the 
carrier. Seller is obligated to load the goods on the buyer’s 
collecting vehicle. It is the buyer’s obligation to receive the  
seller’s arriving vehicle unloaded.

FHD: FedEx Home Delivery

FICE (FedEx International Controlled Export): Select whether 
this shipment is a FedEx International Controlled Export (FICE) 
shipment or not. A FICE shipment requires additional/special 
handling by U.S. Customs & Border Protection (CBP) in order to 
process the shipment (e.g., Department of State licenses, DEA 
Permits, in-bond shipments, etc.).
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Glossary, continued
FOB (Free On Board): (Port – same as FAS) Risk passes to buyer 
including payment of all transportation and insurance cost once 
delivered on board the ship by the seller. Used for sea and inland 
waterway transportation.

FTR: Foreign Trade Regulations

FTSR: Foreign Trade Statistics Regulations

Girth: The sum of the four smallest dimensions of a package. 
Girth = (2* width + 2* height)

IATA: International Air Transport Association

IDF: FedEx International Priority DirectDistribution® Freight

IE: FedEx International Economy®

IEFS: FedEx International Economy® Freight

Intermediate consignee: A party in a foreign country makes 
delivery of the merchandise to the ultimate consignee or the party 
so named on the export license.

IP: FedEx International Priority®

IPBSO: FedEx International Priority Broker Select Option

IPD: FedEx International Priority DirectDistribution®

IPFS: FedEx International Priority® Freight

IRS: Internal Revenue Service

ITAR: International Traffic In Arms Regulations

ITN: Internal Transaction Number

MAWB: Master Air Waybill

MPS: Multiple-Piece Shipment

Multiweight Shipment (Ground): A group of packages shipped 
on the same day from the same location to the same destination. 
These packages are considered a “shipment” for Multiweight 
purposes only. Each package in a Multiweight Shipment has its 
own unique tracking number and is not guaranteed to be picked 
up or delivered at the same time as the other packages in the 
Multiweight Shipment.

NAFTA: North American Free Trade Agreement

NC: Net Cost

ODBC (Open Database Connectivity): ODBC is a way for  
a client application, like Microsoft Access, to interact with  
an ODBC-compliant server. It identifies the capabilities of the 
server and allows the application to work within the functions  
of the server.
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Oversize Packages (Ground): A package whose Length plus 
Girth is greater than 84 inches is considered Oversize. Oversize 
packages are considered to have a minimum weight of 30 lbs.  
(or 50 lbs. if the Length plus the Girth is greater than 108 inches) 
for U.S. shipments and 50 lbs. for Canadian shipments. There is 
also a maximum allowable size of “Length plus Girth less than 
or equal to 130 inches,” as well as a maximum allowable single 
dimension of 108 inches.

Package (Ground): The simplest and smallest item that can 
be shipped via FedEx Ground®.

Parse Pak: Divides the total weight of a commercial or 
residential FedEx International Ground® multiple-piece shipment 
(MPS) equally among all packages in the shipment. For a U.S. 
domestic FedEx Express® or FedEx Ground multiple-piece 
shipment (MPS) containing identical packages, this feature is 
the “per Shipment” option in the Per Package/Per Shipment 
drop-down menu.

POD: Proof of Delivery

Proforma Invoice: Often used as an offer to sell or is used to 
apply for a letter of credit or import permit. A Commercial Invoice 
supersedes a Proforma Invoice.

RMA: Return Materials Authorization

RVC: Regional Value Content

SED: Shipper’s Export Declaration

SSN: Social Security Number

State of origin: The state in which the merchandise actually 
starts its journey to the port of export, or the state of the 
commodity of the greatest value, or the state of consolidation.

Tax ID/EIN: The 9 digit (plus 2 alphanumeric characters,  
if applicable) Internal Revenue Service Employer Identification 
Number (EIN) for the U.S. Principal Party in Interest (USPPI). Enter 
the Social Security Number (SSN) if no EIN has been assigned.

Tax ID/EIN type: The ID Type for the U.S. Principal Party in 
Interest (USPPI). Select the Internal Revenue Service Employer 
Identification Number (EIN) or the Social Security Number (SSN)  
if no EIN has been assigned.

Ultimate consignee: The foreign party actually receiving the 
shipment for the designated end-user, or the party so designated 
on the export license.

URSA: Universal Routing and Sorting Aid

USPPI (U.S. Principal Party in Interest): The person in the  
U.S. that receives the primary benefit, monetary or otherwise,  
of the export transaction. Generally that person is the U.S. seller, 
manufacturer, order party or foreign entity. Provide the USPPI 
complete information.

XTN: External Transaction Number
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Index
Note: In this index to the User Guide for FedEx Ship Manager® 
Software, page numbers for the first three sections are preceded by 
the section number. Thus, page 7 in section 1 will be written as 1:7; 
page seven in section 2 will be written 2:7, and so forth. Items in 
the Glossary are cited by G and the page number, e.g., G:1.

A

Accessorial charges  G:1

Additional handling  1:23, 2:7
	 billing details  1:23
	 FedEx Express preferences  2:7
	 FedEx Ground preferences  2:10
	 multiple-piece shipments 2:66, 2:71
	 report field definition  3:8

Address, entering  1:7

Address Book  1:27
	 add a recipient when shipping  1:28
	 recipient preferences, setting  1:31
	 save in/update my address book 1:9
	 search, when shipping  1:29
	 search, using wild card characters  1:30

Address Checker. See FedEx Address Checker.

Address fields  1:7

Address, residential option  1:9

AES (Automated Export System)  1:72, G:1

AESDirect  1:66, G:1

AES citation types  1:72
	 AES downtime citation  1:73
	 post departure citation  1:73
	 pre-departure ITN  1:73

Alcohol  2:24

Auto-close  1:96

Auto-populate city and state/province  1:7

B

B13A Canada export declaration  1:74

B13A filing options  1:75

Bill of lading  1:40

Billing details  1:21
	 additional handling  1:23
	 department, assigning billing to a specific  1:22
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Index, continued
	 download FedEx Ground discounted rates  1:25
	 earned discounts  1:24
	 reference fields  1:23
	 return shipments  1:85

Brazil, tax ID requirements  1:9

Broker-Inclusive service  1:26

BSO (Broker Select Option)  1:26, 2:25

C

Canadian Customs Export Declaration  1:74

Carriage value  1:19

CBP (Customs & Border Protection)  G:1

CCI (Canada Customs Invoice)  G:1

CFR (Cost and Freight)  G:1

CI. See Commercial invoice.

CIF (Cost, Insurance and Freight) G:1

CIP (Cost and Insurance Paid To)  G:1

City field  1:8

Close at end-of-day  1:95

	 auto-close  1:96
	 reports, shipment and courier  1:98
	 reports, unprinted  1:98
	 request close (manual)  1:97

COD (Collect on Delivery)  2:26

COD freight charges, field definition  3:9

Commercial invoice  1:50, 1:61, G:1

Commodity/Merchandise. See International requirements: 
commodity/merchandise.

Company name field  1:6

Configurable references  2:12

Contact name field  1:6

Country field  1:6

Country of ultimate destination  G:1

Courtesy effective discount, field definition  3:10

Courtesy net freight charge, field definition  3:9

CPT (Carriage Paid To)  G:2

Currency type  1:19
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Customize
	 configurable references  2:12
	 doc-tabs (on thermal labels)  2:17
	 FedEx Customer Administration  2:20
	 field names  2:15
	 fields  2:14
	 forms  3:12
	 hold file  2:80
	 recipient country defaults  2:14
	 recipient ID list  1:11
	 report field definitions  3:8
	 reports  3:2
	 shipping profiles. See Shipping profiles: customize. 
	 system settings  2:19
	 user prompts  2:16

Customs Information  1:60  See also International requirements
	 AES (Automated Export System) citation types  1:72
	 AES downtime citation  1:73
	 B13A Canada export declaration  1:74
	 B13A filing options  1:75
	 Canadian customs export declaration  1:74

	 commercial invoice  1:61
	 commodity description  1:54
	 documentation  1:65
	 EEI (Electronic Export Information)  1:64, 1:66
	 export information  1:64
	 Foreign Trade Regulations (FTR) exemption codes  1:67
	 importer information  1:64
	 labels and documents  1:76
	 NAFTA Certificate of Origin  1:65
	 post departure proof of filing citation  1:73
	 pre-departure ITN (Internal Transaction Number)  1:73
	 proforma invoice  1:61
	 reprinting customs documents  1:76, 1:93
	 SED/EEI exemption  1:66
	 terms of sale  1:63
	 total customs value  1:20
	 tracking number bar code  1:60

D

Dangerous Goods. See Special service options: Dangerous Goods.

Databases  2:44
	 backup  2:54
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	 database functions  2:45
		  add a new record  2:46
		  delete  2:47
		  print  2:48
		  view/edit  2:47
	 export  2:58
	 import 2:56
	 purge  1:88
	 restore  2:55
	 templates  2:49
		  add fields  2:52
		  export at close  2:53
		  formats  2:51
		  modify fields  2:53
		  remove fields  2:52
		  select  2:50
		  types  2:49

DDP (Delivery Duty Paid)  G:2

DDU (Delivery Duty Unpaid)  G:2

Declared value  1:18

Destination Control Statement (DCS)  1:58

Dimensions, package  1:17

Discounts, Canada  1:25

Discounts, earned and grace  1:24

Doc-tabs, customize  2:17

Document reprint  1:93

DSN (Data Source Name) 3:23, G:2

Dry ice only  2:33

DT (Door Tag)  G:2

E

E-mail return label  1:80

Earned discounts  1:24

Electronic Export Information (EEI)  1:66

EPDI (Electronic Package Detail Information) reports  1:98

Export license number  1:55

Export permit number  1:74

EXW (Ex Works)  G:2
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F

FCA (Free Carrier)  G:2

FedEx Address Checker  1:37
	 check individual recipients  1:39
	 set preferences  1:38

FedEx Express
	 invoice  1:90
	 multiple-piece shipments (MPS) 2:63
	 preferences  2:6

FedEx Freight LTL (Less Than Truckload)  1:40
	 freight charge, field definition  3:9
	 freight LTL bill of lading  1:40
	 net freight charge, field definition  3:10

FedEx generated commercial invoice  1:50

FedEx Ground
	 international  1:26
	 manifest  1:92
	 multiple-piece shipments (MPS) 2:69
	 preferences  2:9
	 reference label  2:7

FedEx InSight  2:40

FedEx Integration Assistant. See Integration: FedEx Integration Assistant.

FedEx International Ground  1:26

FedEx ShipAlert  2:42
	 preferences  2:43

FICE (FedEx International Controlled Export)  G:2

Field definitions for reports  3:8

Field names, customize  2:15

FOB (Free on Board)  G:3

Foreign Trade Regulations (FTR) codes/exemptions  1:67-71

Forms, customizing  3:12

Freight charge, field definition  3:9

Function keys  1:41

G

Girth  G:3

Glossary  G:1

Gross charge, field definition  3:10
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Ground call tag  1:83

Ground call tag uploads  1:84

Group shipments  1:33
	 add a group when shipping  1:35
	 group ID menu  1:34
	 group preferences, setting  1:36
	 to a temporary group  1:34
	 to an existing group  1:34
	 ship to group option  1:34

H

Handling charges
	 adding to a shipment  1:23
	 adding to FedEx Express preferences  2:7
	 adding to FedEx Ground preferences  2:10
	 customizing reports  3:8
	 multiple-piece shipments  2:66, 2:71

Harmonized code  1:55

Hazardous materials  2:34

History database  1:88

Hold at location  2:36

Hold file  2:75
	 customize  2:80
	 enable  2:76
	 functions  2:78
		  assign tracking number  2:78
		  delete a shipment  2:78
		  duplicate a shipment  2:79
		  edit a shipment  2:79
		  read scale (package weight)  2:79
		  ship from  2:79
	 lookup options  2:81
	 save shipments to  2:77

I

Identical packages, shipping  1:16

Information for each package
	 FedEx Express multiple-piece shipments (MPS)  2:63
	 FedEx Ground multiple-piece shipments (MPS)  2:69

Inside Delivery  2:37

Inside Pickup  2:37
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Integration  3:13
	 benefits  3:14
	 FedEx Integration Assistant  3:22
		  DSN (Data Source Name)  3:23
		  help and tools  3:22
		  installing and removing  3:22
		  locating your shipping information  3:23
		  navigating  3:22
		  ODBC applications and drivers  3:23
		  ODBC-compliant text files  3:24
		  starting  3:22
		  system requirements  3:22
		  tutorial, access to  3:22
	 how it works  3:17
	 preparing for integration  3:15, 3:16
	 process  3:21
	 profiles  3:17
		  activating  3:26
		  alternate return address information  3:20
		  creating new  3:17
		  data conversion  3:20
		  deactivating  3:26

		  default  3:18
		  deleting  3:17
		  editing existing  3:17
		  examples  3:24
		  FedEx Ship Manager Software preferences  3:20
		  field index  3:19
		  international shipping  3:20
		  multiple-piece shipments (MPS)  3:20
		  planning  3:18
		  process  3:21
		  renaming  3:18
		  required shipping information  3:18
		  rush shipping jobs  3:20
		  saving  3:17, 3:23
		  testing  3:26
		  updating data source after package ships  3:21

Intermediate consignee  G:3

Internal Transaction Number (ITN)  1:72

International Air Transport Association (IATA) regulations  2:27

International air waybill format, preferences  2:8

International controlled export  2:37
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International requirements. 1:48  See also Customs Information.  
	 commodity/merchandise shipments  1:52
		  add a commodity  1:53
		  description  1:54
		  ID  1:53
		  summary  1:56
		  country of manufacture  1:54
		  NAFTA Certificate of Origin  1:56
	 Destination Control Statement (DCS)  1:58
	 document shipments  1:49
		  multiple documents  1:51
		  single document  1:50

Invoice. See FedEx Express: invoice.

ITN (Internal Transaction Number)  1:72

L

Labels
	 customize doc-tabs (on thermal labels)  2:17
	 e-mail return label  1:80
	 formats  2:7, 2:10
	 international  1:76
	 printing return labels  1:82

	 reprinting when damaged  1:94

List gross charge, field definition  3:10

List net charge, field definition  3:10

List total surcharge, field definition  3:10

Location number  1:9

M

Multiple documents  1:51

Multiple-piece shipments (MPS)  2:60
	 commodity/merchandise (international only)  2:62
	 customs  2:62
	 documents (international only)  2:61
	 FedEx Express MPS  2:63
		  handling charges  2:66
		  information for each package  2:64
		  special service options  2:65
		  total shipment information  2:67  
	 FedEx Ground MPS  2:69
		  handling charges  2:71
		  information for each package  2:70
		  parse pak  2:73
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		  per package/per shipment option (U.S. only)   2:74
		  special service options  2:71
	 FedEx ShipAlert  2:61
	 international
		  commodity/merchandise  2:62
		  customs  2:62
	 options  2:61
	 preparing an MPS  2:61
	 return shipment details  2:61
	 special service options  2:61

Multiweight shipment  G:3

N

NAFTA (North American Free Trade Agreement) certificate of origin  
1:56, 1:65
	 when required  1:56

Net charge, field definition  3:10

Net freight charge, field definition  3:10

Non-standard packaging  2:38

Notifications, FedEx ShipAlert  2:42

Number of packages  1:16

O

Options and special service options. See Special service options.

Oversize packages  G:4

P

Package and shipment details  1:14
	 commodity/merchandise  1:16
	 currency type  1:19
	 declared value  1:18
	 dimensions  1:17
	 document description  1:18
	 identical packages  1:16
	 non-FedEx packaging (“Your Packaging”)  1:17
	 number of packages  1:16
	 package contains (international only)  1:16
	 package dimensions  1:17
	 package type  1:17
	 returns  1:80
	 Saturday delivery  1:18
	 service type  1:17
	 ship date  1:18
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	 total carriage value  1:19
	 total customs value  1:20
	 tracking status 1:42
	 type  1:17
	 weight  1:16
Parse pak  2:73, G:4

Postal code field  1:7

Postal code formats (by country)  1:10

Preferences. See Shipping profiles.

Print return label  1:82

Priority Alert  2:38

Proforma invoice  1:61, G:4

Province field  1:8

Purging database  1:88

R

Recipient information  1:4
	 Address 1 and Address 2  1:7
	 address book  1:9
	 auto-populate city and state/province  1:7

	 city  1:8
	 company name  1:6
	 contact name  1:6
	 country  1:6
	 hold file  1:5
	 location number  1:9
	 postal code  1:7

	 postal code formats (by country)  1:10
	 recipient ID  1:5, 1:6
	 recipient ID, customizing list  1:11
	 residential address  1:9
	 save to address book  1:9
	 set preferences  1:31
	 ship to group  1:5
	 state/province  1:8
	 tax ID  1:8
	 tax ID requirements for Brazil  1:9
	 telephone  1:8
	 update address book  1:9

Reference fields, billing details  1:23

Reference label, FedEx Express Freight  2:7



User Guide - Index  11

Software

Index, continued

References, configurable  2:12

Reports  1:88
	 customize  3:2
	 customize forms  3:12
	 document reprint  1:93
	 EPDI (Electronic Package Detail Information)  1:98
	 end-of-day close  1:98
	 FedEx Express invoice  1:90
	 FedEx Ground manifest  1:92
	 field definitions  3:8
	 filters   3:6
	 history  1:89
	 return packages  1:87
	 ship database purge  1:88
	 ship log  1:91
	 shipment  1:89

Residential address, this is a  1:9

Return address, change  1:13

Return labels  1:82, 2:39

Return shipments (U.S. only)  1:77

	 billing details  1:85
	 E-mail return label  1:80
	 ground call tag  1:83
	 ground call tag uploads  1:84
	 package and shipment details  1:80
	 printing a return label  1:82
	 process return only  1:78
	 process return with outbound shipment  1:78
	 Return Materials Authorization (RMA) number  1:85
	 return package from  1:79
	 return package to  1:79
	 return packages report  1:87
	 returns shipping list  1:86

S

Saturday delivery  1:18, 2:39

Saturday pickup  2:39

Save in address book  1:9

Search address book  1:29, 1:30

SED/EEI Exemption or Proof of Filing Citation  1:66
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Sender information  1:12
	 assign shipping profiles to senders  2:11
	 change return address  1:13
	 change sender  1:13
	 current sender  1:13

Ship date  1:18

Ship log  1:91

Ship to group  1:5, 1:33

Shipment details screen 1:2

Shipment receipt  2:41

Shipper’s declaration for dangerous goods  2:27

Shipping databases. See Databases.

Shipping history, track from  1:46

Shipping list, returns  1:86

Shipping profiles  2:2
	 assigning to senders  2:11
	 customize  2:3
		  FedEx Express preferences  2:6
		  FedEx Ground preferences  2:9

		  field preferences  2:4
		  handling charge  2:7, 2:10
		  international air waybill format  2:8
		  label format  2:7, 2:10
		  reference label  2:7
		  return manager  2:7

Signature options  2:39

Special service options  2:21
	 alcohol  2:24
	 availability  2:22
	 BSO (Broker Select Option)  2:25
	 COD (Collect on Delivery)  2:26
	 dangerous goods  2:27
		  all packed in one  2:29
		  details  2:31
		  infectious substances  2:30
		  limitations  2:32
		  new regulations  2:28
		  overpacks  2:29
		  radioactive  2:31
	 dry ice only  2:33
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	 FedEx InSight  2:40
	 FedEx ShipAlert  2:42
	 hazardous materials  2:34
	 hold at location  2:36
	 inside delivery  2:37
	 inside pickup  2:37
	 international controlled export  2:37
	 non-standard packaging  2:38
	 optional information, adding  2:39
	 priority alert  2:38
	 return labels  2:39
	 Saturday delivery  2:39
	 Saturday pickup  2:39
	 shipment receipt  2:41
	 signature options  2:39

State of origin  G:4

State/province field  1:8

System settings  2:19
	 customizing  2:19
	 FedEx customer administration  2:20

T

Tax ID field  1:8

Tax ID/EIN  G:4

Telephone field  1:8

Terms of sale  1:63

Total carriage value  1:19

Total customer charge, field definition  3:10

Total customs value  1:20

Total discount, field definition  3:10

Total surcharge, field definition  3:10

Track package status  1:42
	 by number  1:43
	 by reference  1:44
	 from shipping history  1:46
	 results  1:47

Tracking number bar code  1:60

U

Ultimate consignee  G:4
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Update address book  1:9

User prompts, customize  2:16

USPPI (U.S. Principal Party of Interest)  G:4

W

Weight  1:16




