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Introduction

This guide shows you how to ship with
FedEx Ship Manager at fedex.com (FSM
online) and the differences of field
locations, user buttons and option
selections between FSM online and the
legacy FSM software. At the end of this
document, you will find a comparison
table of the field locations between the
two.
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1. Getting started creating a shipment

e Access https://www.fedex.com/ and login (Loginis required to proceed).

e Click “SHIP” or “SHIP INTERNATIONAL” button (Pictured below).

cccccc

Welcome to FedEx

e iy

MULTIPLE TRACKING NUMBERS | NEED HELP?

sign Up/Log In () Q

'd

wiogn @ Q

Welcome to FedEx ' d

2 = /,
E Q NE,
INTERNATIONAL TRACK SHIP
RATE & TRANSIT INTERNATIONAL

MULTIPLE TRACKING NUMBERS | DOMESTIC TRACKING | NEED HELP?

e Click “SWITCH VIEW” on the left navigation menu and select “Compact” view. The screen will

display a similar layout to the legacy FSM Software.

e Click “SAVE” to make compact view your default mode.

G oo A Switch view

Quthound shipmsnt

With the new FedEx Ship Manager, you can choose your shipping experience and ship the way that's best for you.

Import shipment

SHIPMENTS k4 ¥
o H v’
+ W
W
El ADDRESS BOOK

Comfortable Compact

HELP Aninteractive experiznce that guides you through the shipping A condensed experience that gives you a view into the entire
process. shipping process.

& SWITCHVIEW
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https://www.fedex.com/

1. Getting started creating a shipment
(Continued)

e If you are preparing an import shipment, clickon ~ onthe top right-hand side of “Create
Shipment” screen, then select “Import shipment” to proceed. The import shipment

generation process is similar to the outbound shipment generation, enter all the fields as

required.

FedEx Ship Manager Create new » Create shipment

CREATE SHIPMENT

SELECT SHIPMENT PROFILE e Import shipment ~ My Account-261
Ea SHIPMENTS Outbound shipment |
Import shipment
) From
ADDRESS BOOK
SHIP DATE *
SEARCH IN ADDRESS BOOK Q + ENTER NEW CONTACT ~ SERVICE * ~
Thu, 14 Jul
<
= SHIPMENT PROFILES
Q To v /) Pickup/drop off
{C} SETTINGS
PICKUP/DROP OFF * ~
<E)» SWITCHVIEW
. . Billing and Tax IDs ~
) wee -) Package details ° g
Transportation costs My account
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2.

Sender

e In compact view, click onthe ~ rightside of each field to display the available options.
e Tolocate a Sender in your address book, click in the “SEARCH IN ADDRESS BOOK” field and
type at least 3 characters of the saved CONTACT NAME or COMPANY. If there is a match from

your address book, saved addresses will appear for selection.

Note: The following instructions include the legacy software screens in the left column and the new

fedex.com screens in the right column for easy comparison.

‘Sender Information
* Sender ID
Company Name
Contact Name
First Phone #
Country/Tenitory

FedEx Account # |.

a5 Sender Information

Details

FSM Software

SenderlD

OC=]

Sender Company Name

Sender Contact Name

mninm

China

FedEx Account #
Sender 1D
Comparty Name
Contact Name

Country/ Temitory

Address Line 1

Address Line 2

Gy [

Postal Code

First Phone #

Signature

VAT/Customs ID/EIN #

Use Loge []

v Second Phone & |
| Fax |
| Email |
| Depatment |
Select Country/ Temtory ... v| Bank Account & |
| Trade # |
|
|
| Sendrwil be avalableto [Al Users
| Digial Signaure on FedEx CI
| . |(_Erawse.. ]
|
s b

yet

w

No signature image
has been upladed
yet

(==

@ From

Shipper Contact Name, Shipper

FSM Online

Company Name - SHANGHAI, China |

® From

v

SEARCH IN ADDRESS BOOK

Q

Address

COUNTRY/TERRITORY *
China

ADDRESS LINE 1+
Shipper Address Line1

ADDRESS LINE 2
Shipper Address Line2

POSTAL CODE *
201106

cITy*
SHANGHAI

I:l Save as my default address

Contact

CONTACT NAME *
Shipper Contact Name

COMPANY
Shipper Company Name

CONTACT REFERENCE

PHONE NUMBER *
11111111111

N EMAIL

I:I Send tracking notifications

I:l Save as new sender in address book
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3. Recipient

® Click “+ ENTER NEW CONTACT?” to display recipient fields. Type contact details into each

field.

® Check the box “Save as new recipient in address book” to save a new recipient.

e To find a recipient in your address book, click in the “SEARCH IN ADDRESS BOOK?” field and

type at least 3 characters of the saved CONTACT NAME or COMPANY. If there is a match

from your address book, saved addresses will appear for selection.

FSMSoftware

Recipient Informahon

(@) Single () Group

Recipient 1D |

Company Name | | [ ]
Contact Name [ ]

* Country/ Temtory |Select Courtry/ Temtary ... o
" Address 1
Address 2
Address 3

* City / Postal code | | |

* First Phone
WATCustoms ID/EIN #
[] ShipAlert email to |

Save in/Update Address Book [ ]

To RIS

SEARCH IN ADDRESS BOOK

CRTN :cuvco

FSM Online

Q I « ENTER NEW CONTACT I

SEARCH IN ADDRESS BOOK

85 Recipient Information

Details

Recipient ID || Second Phone # | |
Company Name | Fax l l
Contact Name | Email | |
Country/Temitory |5e|ec1 Country/Tentory .. v
Address Line 1 [ FedEx Account | |
Address Line 2 [ Third Party Accourt # | |
Address Line 3 |
ay | \ Bank Account # | |
PostaCode [ | Trade # | |

First Phone # Ext

VAT/Customs ID/EIN# [

Recipient wil be avaiable to [Al Users v]

[] This s a residential address

No signature image has
been uploaded yet

Digital Signature | [CErowse ]

Uelogo O Companylogo | |peipseinede

yet

[ pemus | vertyaddress [ ok J[  cancel

Address

COUNTRY/TERRITORY *
ADDRESS LINE 1*
ADDRESS LINE 2
ADDRESS LINE 3
POSTAL CODE

STATE OR PROVINCE

CITY *

[] Thisis aresidential address

Contact

N CONTACT NAME *
COMPANY
CONTACT REFERENCE
PHONE NUMBER *

EMAIL

[:] Send tracking notifications

|:| Save as new recipient in _personal address book v
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4. Package details

Additional fields will appear when you check a box for a special feature.

When you check the box for “Purchase a higher limit of liability from FedEx”, a field will appear

for you to type in the carriage value. If you choose to declare a value for carriage, the applicable

surcharge will be added to your shipment.

packaging”, “Dry ice”, and “Lithium batteries”.

If you are shipping multiple packages of different weights and dimensions, click “+ADD

When you check the box for “Add package options”, you will be able to select “Non-standard

ANOTHER PACKAGE” to create a separate entry for each unique package size/weight. You will

have to designate the number of packages under “PACKAGES” and the weight per package

under “WEIGHT PER PACKAGE” (See picture below).

FSM Software

Shipment Details
Shipping Date |26/06/2022 lj Shipment #
* Service | FedEx Intl Priority Express ~ [ Special Handling ]
* Packaging | Your Packaging vl | ShipAlert J

Packages |1 =

Dimension in cm - whole numbers only
L w | W]
* Total Weight [0.00 | Kiograms |
Carniage Value |0.00 l US Dollars v‘

* Customs Value

Shipment Reference

* Purpose of Shipment lSold

o
| &

Department/Notes

Shipment Details

| [

]

Include Retum Label []

Shipping Date [26/06/2022 | [ ]

Shipment #

* Service | FedEx Intl Pricrity Express e

Special Handling

| f

rt= Special Handling

Booking Number
FedEx Retums

Cargo Aircraft Only

Signature Services
[ Broker Select Option
O Dangerous Goods
O Diry lce
[ Hold at Location
[ Lithium Batteries/Cells
[J Non Standard Packaging

EditView

) Package details

PACKAGING *

Your Packaging

PACKAGES * WEIGHT PER PACKAGE*
1 | kg ~
CARRIAGE VALUE* | CNY W

D Mon-standard packaging C"j
D Dry ice C"j

D Lithium batteries C"j

None specified

Edit View
Edit View
EditView
EditView

PACKAGES * WEIGHT PER PACKAGE *
1 | kg
CARRIAGE VALUE * | CNY

I:l Mon-standard packaging C"j
D Dry ice C"j

D Lithium batteries (2)

I+ ADD ANOTHER PACKAGE I

0K [

Cancel

FSM Online

Purchase a higher limit of liability from FedEx®

Tapnll . o
;; Add package options (?)
DIMENSIONS
Ly WxH
X cm
oy
[C)
o
DIMENSIONS
Ly WxH
" cm
oy
(2)

Total packages: 2 Total weight: 0 kg

Total declared value: CN¥0.00
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5. What are you shipping?

e Pleaseindicate whether the shipment contains items (commodities) or documents.

FSM Software

Shipment Contents

Shipment contains Documents Only Commodities
Generate Commercial Invoice/Proforma? Yes No

I Commercial Invoice Details ]

Blectronic Trade Docs [ Post-Shipment [ Add Documents ]
Retum Reason Type |(None) v
Retum Other Reason
rex Snigmen: Contents Detals
Conients
Commadity .. “Cesciipion Ham Code . " Org of Manif “Quantiy Weigh: Unt of Measue Init of Walue .
Ch |1 0 0 D
Total Custon Vaue | 0.00] [U3 Jelars v] Total Weigit [2.00 Klograns

Temsof Sale and Charges Customs documentiation to be generated forthis

*Terns of Sae @ Cemmerdia Invoice (O Pro Foma Inveice
Commercial Invoice Information
[J
Gand Tota hucice Hurker | |

Importer ID | | [:] | | it

I Search Harmorized Code ] [ 0K ] [ Caneel

FSM Online

) What are you shipping?

@ Items O Documents

SEARCH ITEM PROFILES

Q, + ADD NEW ITEM

® What are you shipping? ~
© ltems o Documents
SEARCH ITEM PROFILES Q + ADD NEW ITEM
ITEM DESCRIPTION * —~
HARMONIZED CODE ©)]
sample of garment -
COUNTRY/TERRITORY OF MANUFACTURE * QUANTITY * UNIT *
i s ) ~
China 1 pieces
WEIGHT & VALUE * WEIGHT *
N kg
Enter as totals 1

CUSTOMS VALUE *

1 ush
D Save as new item profile
CANCEL SAVE
SHIPMENT PURPOSE * - INVOICE FOR CUSTOMS *
Commercial I'want FedEx to help me create a pro-forma inwve
TERMS OF SALE N ADDITIONAL INVOICE INFO

DECLARATION STATEMENT INSURANCE COSTS usD

FREIGHT COSTS usD PACKING CO5TS usD

HANDLING COSTS usD

With respect to eligible cutbound shipments from Mainland Ching, it is recommended to submit necessary export
declarations information and/or documents through the FedEx Online Declaration Too

a Send trade documents to customs electronically

Additional documents C‘?j

.etterhead & signature C‘?j

Fem
() VIEW LETTERHEAD (x)
Fem
(&) VIEW SIGNATURE (x)

e Please click “Items” when you ship commodities and click “+ADD NEW ITEM” to declare

shipment contents and send trade documents to customs. You can also check for “Save as new

item profile” the details of items you ship frequently.

e To find a saved item profile, click in the “SEARCH ITEM PROFILES” field and select from

populated items.

Note: The first time you use the FedEx generated commercial invoice/pro-forma invoice to send

trade documents, you are required to upload the letterhead & signature by selecting letterhead file

and signature file.
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5. What are you shipping? (Continued)

e When you ship documents, please click “Documents” and declare the type of document and

customs value accordingly.

FSM Software

Shipment Contents

Shipmert contains  (®) Documents Only () Commodities

* Description E

Electronic Trade Docs D Paost-Shipment Add Documents

FSM Online

) What are you shipping?
o ltems © Documents

TYPE OF DOCUMENT * CUSTOMS VALUE
~ uUsp
Personal document (e.g. letter) 1

With respect to eligible outbound shipments from Mainland China, it is recommended to submit necessary export
declarations information and/or documeants through the FedEx Online Declaration Too
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0.

Service

e Select “SHIP DATE” and “SERVICE” type.

FSMSoftware
Shipment Details
Shipping Date |26/06/2022 l E] Shipment # [ }
* Service | FedEx Intl Priority Express v| [ Special Handling |
* Packaging | Your Packaging v | ShipAlert |
Packages |1 =

Dimension in cm - whole numbers only

1 w1 w[ ] 0O

L

* Total Weight
Canmiage Value

* Customs Value
Shipment Reference
Department /Notes

0.00 Kilograms v ]

0.00 | [Us Dollars

~ |

0.00 * Purpose of Shipment ‘Sold

o |

[
LJ

Include Retum Label []

FSM Online

© service

SHIP DATE *
Mon, 27 Jun

SERVICE *
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7. Pickup/drop off

e Clickon ~ beside “PICKUP/DROP OFF” and select the way you would like to tender the

shipment to FedEXx.

e If you select “Schedule a pickup”, you will have to select a “READY TIME” and a “LATEST” time.

e Click on “PICKUP INSTRUCTIONS” and type additional instructions (within 25 characters) you

would like our couriers to know.

FSM Software

I Message Schedule 2 Pickup (7) Quick Help
Pickup Location Package Details
@® Intemational Shipments © Domestic Shipmerts
* Sender I [SenderD | = | | e~
Company Name |Sender Compary Name | Shipmert & Recipient Name Packs Weight Type
Contact e [Serder Cortac N | Recipient Company Name 1 1.00 Kilograms
Courtry/Teritory [china |
Address Line 1 |Sender Addres Line |
Cay [Shanghai. Shanghai ]
Postal Cade (201106 |
Commerts * Total Packages
|  Total Weight Kiograms
Pickup Time

Pickup Date
Ready Time
* Closing Time E

Confirm Pickup

FSM Online

@ Pickup/drop off A

PICKUP/DROP OFF *
Schedule a pickup

Drop off package at FedEx location
Use an already scheduled pickup at my location

Schedule a pickup

l

@ Pickup/drop off A

PICKUP/DROP OFF *

L
Schedule a pickup
READY TIME * LATEST *
v Y
15:00 18:00
PICKUP INSTRUCTIONS
PICKUP ADDRESS
Jian Xu, EMS LOGISTIC CO.JIANGSU BRANCH EDIT

151#XINGLONG S5TRJIANYE QU, shanghal, 201106, CN
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8. Billing details

e Please verify or click ~ tomodify the payor option for “TRANSPORTATION COST” and

“DUTIES, TAXES AND FEES” payments, please also ensure to fill in billing account and Tax ID

when required.

FSM Software

Billing Details

* Bill shipment to |5ender v | Account # | |

* Bill Duties and Taxes to |Hec1plent w | Account #

@ Billing and Tax IDs

BILL TRANSPORTATION COST TO *

My account

BILL DUTIES, TAXES AND FEES TO *

Recipient

FEDEX ACCOUNT NO.

SENDER TAX IDJEORI NO.

RECIPIENT TAX ID/EORI NO.

FSM Online
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9. Special options

e Additional fields will appear when you check a box for a special option.
e Check the box for “Add Service Options”, then check the boxes next to the options you would

like to activate (Signature options, Broker select, Hold at location, and Dangerous goods).

FSM Software FSM Online

Shipment Details | rezzcs ] ,
Shipping Date [26/06/2022 | [_..] Shipment & . ;; Add service options
" Service | FedEx Intl Priority Express v ! Special Handling l | e

. ) . ey
- Special Handling X D Signature options (?)
ey
I:l Broker select (7))
Booking Number |[ ] -

. Ly
FedEx Retums ( Edit\View ) I:l Held at location (2)

Cargo Aircraft Only

I:l Dangerous goods i’}

Signature Services None specied V You can find dry ice, lithium batteries and non-standard packaging in
[ Broker Select Option Edit/View the package details section. If you can't find functionalities such as

[ Dangerous Goods Edit/Mew Importer of Record, Advisories and Prohibits, and ITAR (International
O Dry ke Edit/View Traffic in Arms Regulation), please contact us for assistance.

[ Hold at Location Edit/View

[ Lithium Batteries/Cells Edit/View

[J Mon Standard Packaging

oK || cancel
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9. Special options (Continued)

® Check the box for “Add references” and fillin SHIPMENT REFERENCE, P.O. NO., INVOICE NO.,

DEPARTMENT NO..

FSM Software

Shipment Details
Shipping Date | 26/06/2022 C] Shipment #
* Service | FedEx Intl Priority Express v| [ Special Handiing |
* Packaging | Your Packaging v [ ShipAlert ]

-

Packages |1 =

Dimension in cm - whole numbers only
L W | J
* Total Weight (0.00 ‘ Kilograms w |
Caniage Value |0.00 I US Dollars v |
* Customs Value |0.00 * Purpose of Shipment lSold v l
Shipment Reference | B Include Retum Label []
Department/Notes | B

FSM Online

Add references

SHIPMENT REFERENCE

P.O. NO.

INVOICE NO.

DEPARTMENT MNO.

e Check the box for “Additional email tracking notifications” and enter the email for the person

you would like notified. Click on “+ ADD ANOTHER EMAIL” to add another email to the tracking

notifications list. You may add up to three emails to receive tracking notifications.

FSM Software

Shipment Detailz

Shipping Date [26/06/2022 | [ Shipment # |

* Service Special Handling ]
* Packaging ShipAlert ]

FSM Online

Additional email tracking notifications

........

u FedEx ShipAlert %

FedEx ShipAlert

Email notifications can be sent to the sender, the recipient, the broker and two other people. Use the Shipment Notification option to send an email
when a shipment has been sent. Use the Delivery Motification option to send an email when a shipment has been delivered. Use the Exception
Maotification option to send an email when a clearance delay or a delivery exception occurs.

Select the appropriate "Notification’ checkboxes below

Shipment Exception Delivery
Email Address MNotffication Language natification natification notfication
Sender: | | |Eng|ish v| |:| |:| |:|
Recipient: | | |Eng|ish V| O O O
English
Other 1: | | |Eng|ish v| O O O
Other 2: | | |Eng|ish v| O O O

Add your own message

ok [ Cancel

LANGUAGE
English

SELECT NOTIFICATION EMAILS

Created Picked up
Estimated delivery Delivered

Exception

+ ADD ANOTHER EMAIL

N
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9. Special options (Continued)

e Click on “Email shipment label” if you would like to send a shipment label in .pdf format to

specified email address. Type in the email address of the recipient.

7 Package details JEEaGz)

. B PR - . i
PACKAGING * - I:‘ Purchase a higher limit _:ufllabllltyrrc-n'u FedEx (1) (] Billing and Tax IDs N
Your Packaging |:| Add package opticns (.'".-3
Transportation costs My account
DIMEMSIONS
PACKAGES * WEIGHT PER PACKAGE * .

[ ] Add service options
] kg ~ * * cm

+ ADD ANOTHER PACKAGE [ ] Addreferences

|:| Additional email tracking notifications

iLJi Email shipment label

EMAIL *

|:| Include a return label

Enter more information to get a rate and transit time (_"‘3

Shipping costs -
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. Final steps

e If you are not ready to ship, click “SAVE AS DRAFT” to store the shipment data in “SHIPMENTS”

in the left navigation menu for later shipping.

feit= FedEx Ship Manager Software

Save this shipment as...

FSM Software

Template l [ Cancel

Save

Preview ’ Cancel l [ Ship ]

FSM Online

@ From Shipper Contact Name , Shipper Company Name - ~
SHANGHAV, China

@ To Recipient Contact Name ~
Recipient Company Name
Recipient Address 1
NEW YORK CITY, 10016, NY, United States

@ Package details ~
e —_— [ Purchase a higher limit of liability from FedEx (2)
~
FedEx Pak [ Add package options (2)
PACKAGES" WEIGHT PER PACKAGE *
1 05 kg

+ ADD ANOTHER PACKAGE

@ What are you shipping? ~
Q ttems @ Documents
TYPE OF DOCUMENT * - CUSTOMS VALUE e

Personal document (e.g. letter) 1

tainlan

With respect to ligible outbound shipments from

i China, it is recommended to submit necessary export

FedFx Online Declaration Tool

declarations information and/or documents througl

) Service nmuluzn

SHIP DATE*

~  sERVICE® ~
Fri, 08 Jul

> Pickup/drop off

PICKUP/DROP OFF * v
@ Billing and Tax IDs ~
Transportation costs My account

Duties, taxes and fees Recipient (906133261)

[] Add service options

[] Add references

[ Additional email tracking notifications
[] Email shipment abel

[ includea return abel

) . + time (2)
Enter more information to get a rate and transit time (2)

Shipping costs -

SAVE AS DRAF ALIZE CLEAR ALL

FedEx Ship Manager Shipments
VIEWING
£F  CREATE SHIPMENT 3/3 shipments €@ rurer
[]  commowosre  mrcoven  coweawy  meremmnce
m
_ O 2022-07-08
i 20220
ADDRESS BOOK o
(| 2022-06-23

£ SHIPMENT PROFILES

@ SETTINGS

> SWITCH VIEW

SHIPMENT TYPE  STATUS  SUBSTATUS SHIP DATE TRACKING ID
Outbound Draft Incomplete 2022-07-08

Outbound Draft Incomplete 2022-06-25

Qutound Draft Incomplete 202206
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10.

Final steps (Continued)

e Once you confirm the shipment contents and you are ready to ship, click the “FINALIZE” button

to submit your shipping order. The display will show expected delivery date/time, estimated

shipping charges, tracking number, and pickup confirmation number.

e To print out the shipping label and commercial invoice, please click “DOWNLOAD PDF” to select

a printer.

FSM Software

Shipment Conienis

~ Shipment contains
Generate Commercial Invoice/Profoma? (@) Yes

Blectronic Trade Docs

[ Post-Shipment

Documents Only 8 Commodities
No

[ Commercial Invoice Details ]

{ Add Documents l

I Retum Reason Type |[HEREY

- ‘

Retum Other Reason

Billing Details

= Address Book []

Account #
Account #

* Bill Duties and Taxes to I v|
Documents } [ Save ] Preview [

Cancel ] [ Ship

FSM Online

Personal document (e.g. letter)
Customs value: $1.00

Type of document:

TS CREATESHIPMENT
£ smipments

ADDRESS BOOK

EZ  SHIPMENT PROFILES

r@} SETTINGS

B SWITCHVIEW

[[] Add references
[ Additional email tracking notifications
[] Email shipment label

[ include a return label

Expected delivery: Monday, July 11, 2022 before 10:30 AM

Shipping costs $85.55

@ HELP
e . | sAVE As DRAFT CLEAR ALL
© Thank you for shipping with FedEx
Nesxt step: Expected delivery:

Download and print your documents

Shipment label
Attach shipment labels to the top of each package, making sure the barcode is
Clearly visible.

DOWNLOAD PDF

Transaction record

Print a detailed transaction record

DOWNLOAD PDF

CREATE NEW SHIPMENT

EDIT SHIPMENT

Monday, Jul 11 before
430 PM

Estimated shipping charges
$98.45

Tracking number

|
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11. Useful tip A: Reprint Label/Invoice, View and
Repeat shipment after finalizing shipment

e Go to the left navigation menu and select “SHIPMENTS”.

e Click on the : of the shipment you wish to perform. Choose “EDIT”, “PRINT LABEL”, “PRINT

INVOICE”, “TRANSACTION RECORD?”, “VIEW, REPEAT”

e Please note you may reprint the label only during the 12 hours immediately following the

creation of the air waybill.

FedEx Ship Manager Shipments
VIEWING
£3  CREATESHIPMENT 3/3 shipments

O

IEB SHIPMENTS I

O
i ADDRESS BOOK D
[

<
== SHIPMENT PROFILES

CREATION DATE

2022-07-08

2022-06-25

2022-06-23

@ R

RECEIVER

COMPANY

REFERENCE

SHIPMENT TYPE

Outbound

Outbound

Outbound

STATUS

Dra

Dra

Dra

ft

ft

ft

SUBSTATUS

Incomplete

Incomplete

Incomplete

SHIP DATE TRACKING ID

2022-07-08

2022-06-25

2022-06-23
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12. Useful tip B: Speed up your shipment

preparation using Shipment profiles

¢ In the left navigation menu, click “SHIPMENT PROFILES” and click “CREATE SHIPMENT
PROFILE”.

FedEx Ship Manager Shipment profiles

$3 CREATESHIPMENT
Ship faster with shipment profiles

Set up templates for your recurring shipments.

EB. SHIPMENTS

CREATE SHIPMENT PROFILE

ADDRESS BOOK

VIEWING
5/5 shipment profiles

(0

SHIPMENT PROFILES I:l SHIPMENT PROFILE NAME
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12. Useful tip B: Speed up your shipment
preparation using Shipment profiles

(Continued)

e Enter your shipment data in the required fields, type a “SHIPMENT PROFILE NAME” then click
the “SAVE SHIPMENT PROFILE” button.

FedEx Ship Manager Shipment profiles » Create shipment profile

$3  CREATE SHIPMENT
SHIPMENT PROFILE NAME * I:l Set as default @
shipment profile A shipment profile
@1 SHIPMENTS
From
ADDRESS BOOK
SEARCH IN ADDRESS BOOK Q
< SHIPMENT PROFILES
Address Contact
COUNTRY/TERRITORY - CONTACT NAME
qOp  SETTINGS China CONTACT NAME
ADDRESS LINE 1 COMPANY
¢E%  SWITCH VIEW ADDRESS LINE 1 COMPANY
ADDRESS LINE 2 CONTACT REFERENCE
@ HELP
POSTAL CODE PHONE NUMBER
201106 1
Package details D Add service options
Q SHIPMENTS
PACKAGING
Your Packaging A4 I:l Purchase a higher limit of liability from @ I:l Add references

FedEx

ADDRESS BOOK
D Add package options @

|:| Additional email tracking notifications

DIMENSIONS
WEIGHT PER
£ SHIPMENT PROFILES N PACKAGE LxWxH
|:| Email shipment label
1 kg s X X cm
@ SETTINGS
+ ADD ANOTHER PACKAGE [] Include a return label

<E> SWITCHVIEW

@ HELP SAVE SHIPMENT PROFILE
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12.

Useful tip B: Speed up your shipment

preparation using Shipment profiles

(Continued)

e Toretrieve a saved profile when creating a shipment, clickon ~ beside “SELECT SHIPMENT

PROFILE” to see a dropdown list of available profiles and select the profile you would like

assigned to your shipment.

FedEx Ship Manager

CREATE SHIPMENT

SHIPMENTS

ADDRESS BOOK

SHIPMENT PROFILES

SETTINGS

SWITCH VIEW

Create new » Create shipment

SELECT SHIPMENT PROFILE
Shipment Profile A

Shipment Profile A

@ From TESTING, FEDEX - SHANGHAI, China

~

© To L

SEARCH IN ADDRESS BOOK C)\
Address Contact
COUNTRY/TERRITORY * AV CONTACT NAME *

Outbound shipment My Account-261

© service

SHIP DATE *

~ SERVICE * N
Thu, 14 Jul

©) Pickup/drop off

PICKUP/DROP OFF * N
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13. Useful tip C: Manage your accounts as a

Ship Administrator — Add multiple accounts

under your fedex.com user ID (only

available on the U.S. site)

Step 1: Go to www.fedex.com/en-us
Step 2: Login with your fedex.com user ID

Step 3: Select “My profile” from the “Account” menu

& > C @& fedexcom/en-us/home.html e vy ®» 0O

Shipping v Tracking v Design & Print v/ Locations v Support v

Ship, manage, track, deliver

<> >>
ST R ©
RATE & SHIP TRACK LOCATIONS

Step 4: Select “Account Management” from the left menu

Fed Shipping v Tracking v Design & Print v Locations v Support v

My Profile

Login & Security

Contact Information Log | n & SeC U rlty

Account Management

Manage your login information and security settings.

FedEx Delivery Manager

Shipping Administration

Login information EDIT

Preferences
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13. Useful tip C: Manage your accounts as a

Ship Administrator - Add multiple accounts

under your fedex.com user ID (only available

on the U.S. site) (Continued)

Step 5: Click “Add an account” and fill in required information

My Profile

© Login & Security

© Contact Information

© Account Management

© FedEx Delivery Manager
© Shipping Administration

© Preferences

2 Help

Account Management

View and edit all of your account information.
Accounts

You have the following accounts

Search in | Nickname v m Sort by Nickname v PerPage 5 v Page 1 v of1

Nickname » Account Number
My Account-" View/Edit
My Account- View/Edit

2 Records of 2 Displayed

£3 Add an account

e |f you would like to create shipment with a different saved account, you can click ~ from the

account list on the top right-hand side of the “Create Shipment” screen, then select the desired

account from the list as the sender account.

| ® From Test, TestTest ~

ERS

SEARCH IN ADDRESS BOOK Q + ENTER NEW CONTACT

Outbound shipment EMyAccount-261 v

I/__\ -
) Service > \\.\_/./I Se rVIce

N SERVICE * N

SHIP DATE *
Mon, 03 Oct

SHIP DATE *

N SERVICE *
Thu, 14 Jul

Dinliimfdvnm ~ik NN

- | & My Account-784
Outbound shipment My account-261 Vv My Account-261
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14. Customer Assistance

® Click HELP at the bottom of the left navigation menu to request guidance for navigating the

options and pages of FSM.

FedEx Ship Manager

&
)

(«

N

CREATE SHIPMENT

SHIPMENTS

ADDRESS BOOK

SHIPMENT PROFILES

SETTINGS

SWITCH VIEW

HELP

Help » FedEx Ship Manager » Get started

FedEx Ship Manager

Get started
Creating shipments
Sender and recipient
Shipment details and customs
Service options
Service and pickup
Billing
Keyboard shortcuts

Shipment overview

Manage shipments

Get started

New and improved FedEx Ship Manager ©
An upgraded version of FedEx Ship Manager is now available with multiple enhancements and
improvements. This 'Help' section guides you through the new features and how to use them.

Shipment profiles

You can create and use shipment profiles when you need to send the same type of shipment often. All the
information in a shipment profile is pre-filled, so you do not need to enter the details each time you ship.

The following are examples of shipment profiles that you can create:
* For your regular outbound business. You can save and reuse the collection address, for
o For your recurring shipments. You can save the sender and recipient address and

= For specific requirements. For example, you can save the **Recipient pays**
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14. Reference of field positions

FSM software

FSM online (compact view)

Field

Location

Ship Date

Service

Service

Service

N/A

*Shipment AWB no. will only
be displayed after the
shipment is finalized

Packaging

Package Details

Packages

Package Details

Dimensions

Package Details

Weight Per Package

Package Details

Carriage Value

Package Details-> Check
“Purchase a higher limit of
liability from FedEx”

Customs Value

Declare customs value at
package level in What are you

shipping?

Shipment Reference

Add Reference

DEPARTMENT NO.

Add Reference

P.O. NO.

Add Reference

INVOICE NO.

Add Reference

Include a Return Label

Include a Return Label

N/A

Return Options (RMA
NO.)

Return Details

View Return Details

Include a Return Label

Signature Option

Add Service Option

Broker Select

Add Service Option

Dangerous Goods

Add Service Option

Dry Ice

Package Details-> Add
package options

Hold at Location

Add Service Option

Lithium batteries

Package Details-> Add
package options

Non-Standard Packaging

Package Details-> Add
package options

Additional email tracking
notifications

Additional email tracking
notifications

SENDER TAX ID/EORI NO.

Billing and Tax IDs

RECIPIENT TAX ID/EORI
NO.

Billing and Tax IDs




