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Notices

Notices

FedEx Ship Manager’ Software and all manuals and related documentation are proprietary and
confidential to Federal Express Corporation. No portion of the software, manuals, or
documentation may be reproduced, modified, transmitted, or disclosed to third parties by any
means without consent of Federal Express Corporation. All rights reserved.

This information is provided pursuant to, and its use is subject to, the FedEx Ship Manager
Software License Agreement you accepted to obtain FedEx Ship Manager® Software.

All Shipments send using the FedEx Ship Manager Software are subject to the Conditions of
Carriage. The Conditions of Carriage limit and in certain events exclude FedEx liability for loss,
destruction, damage, and delay and require claims to be made within strict time limits. The
Conditions of Carriage are incorporated herein by reference and are available at fedex.com.

Copyright

The following trademark and service marks are owned by Federal Express Corporation and
registered either in the U.S. Patent and Trademark Office, certain foreign countries, or both:
FedEx, International Priority® and International Priority® Freight.

Microsoft’ is a registered trademark of Microsoft Corporation.

All other trademarks and trade names are the property of their respective owners.
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Introduction

1 Introduction
1.1Introducing FedEx Ship Manager® Software

FedEx brings you FedEx Ship Manager® Software, a unique innovative solution in shipping
technology for fast, efficient, and cost-effective shipping. It is a stand-alone, user installable, and
Windows-based software package that is designed to allow you to quickly ship, track, and report
your daily shipping activities. With its rich features and user-friendly interface, it brings a
complete shipping solution to your PC. FedEx Ship Manager Software prints the following
shipping documents on your printer. Therefore, with less paperwork and no manual forms, your
office is more organized and tidier.

Documents within your reach include:

¢ International and domestic air waybills
e Commercialinvoices
e Customsdocuments

The software also keeps an inventory of your shipments for up to 40 days by default. From this
repository, you can:

e Copy and repeat shipments
¢ Modify and delete shipments
e Track packages

In addition to managing shipment information, you can also maintain sender and recipient
information and their document and commodity details, so that you can quickly retrieve the
necessary information for your shipments.

Another major feature of the software is the FedEx ShipAlert/ShipDelivery/ShipException
function. With this function, the recipient and the sender can be notified when a shipment has
started, delivered or if an exception has occurred.

Note: Since the FedEx Ship Manager® Software can be fully customized, it is possible that some of the
software options described in this manual differ from the options that are available on your screen. If
you have any questions on access to these options, please contact FedEx Customer Support
Representative.

1.2Using this manual

This manual is explicitly intended for end-users of the FedEx Ship Manager” Software, as opposed
to specialist users or users managing large accounts, who have access to advanced administrative
functions.

This manual covers the installation of the software, directions on how to use the software to
perform certain shipment-related tasks, and an outline of the menus and options available in the
software. More specifically, topics in this manual include:

e Installing FedEx Ship Manager® Software
e Setting up default values for shipping, tracking and pickup functions
e Preparing shipments

e Preparing return shipments
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Introduction

e Scheduling pickups

e Tracking shipments

e Generating shipping and export documents

¢ Modifying items in the Address Book and Commodities databases

e Creatingreports

1.2.1 Typographic Conventions

To use this manual, you should familiarize yourself with the following typographic conventions:
¢ Window, menu items, field, tab, button, option, and icon names in the application are
represented by bold type-face.

e Cross-references are in purple.

¢ Note notices begin with the word “Note.”

1.2.2 Required Knowledge and Skills

It is assumed that you are familiar with a graphical user interface, and you know how to:
¢ Navigate from one application to another.

e Access the various application components within an application.

Furthermore, you understand what is meant by selecting (for example, choosing an option),
clicking and double-clicking.

FedEx Ship Manager® Software Installation and User Guide, 2024 9
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1.3 Requirements

1.3.1 System Requirements

Before installing the FedEx Ship Manager® Software on your PC, ensure (or have your System or

Network Administrator verify) that your PC meets the following hardware and software

requirements.

1.3.1.1 Hardware requirements

Hardware Requirements

Specifications

Minimum

Recommended

Processor 32-bit (x86) or 64-bit (x64) processor or| Dual core 1.7Ghz
any processor able to run Microsoft Processor
Window 10.
Memory 2 GB RAM (32-bit) or 4 GBRAM (64- | 8GB
bit)
Hard Drive At least 20 GB At least 20 GB
Display Resolution 1024x768 1920x1080
Internet Connection| Required

1.3.1.2 Software requirements

Editions

Operating System
Windows® Server 2016

Windows® Server 2016 Essentials
Windows® Server 2016 Standard (with option
“Desktop Experience”)

Windows® Server 2016 Datacenter (with option
“Desktop Experience”)

Windows® 10 Home

Windows® 10 ¢
e Windows® 10 Pro
e Windows® 10 Enterprise
¢ Windows® 10 Education
Windows® 11 e Windows® 11

Windows® Server 2019

Windows® Server 2019

Windows® Server 2022

Windows® Server 2022

Windows® Server 2012 R2

Windows® Server 2012 R2 Standard
Windows® Server 2012 R2 Datacenter

Windows® 8.1

Windows® 8.1, 8.1 Pro, 8.1 Enterprise

Notes:

e Before you start the installation of the FedEx Ship Manager® Software, ensure that you have
the product key. Please contact FedEx Customer Support Representative to obtain a product

key.

e This software is intended to be distributed, installed, and used in the APAC, LAC, Europe and

MEISA regions only.
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1.3.2 Communication Requirements

For the FedEx Ship Manager® Software to function properly, it must be able to communicate with
the FedEx back-end servers. If the connection with FedEx does not work, follow these steps.

1. Contact your System or Network Administrator to set up this connection.

2. Ask your System or Network Administrator to verify that you have the necessary
privileges to enable and use this connection once you are logged on to your local
machine.

This type of communication requires a secure TCP/IP connection to the FedEx Tunnel
Gateway Server. This connection must be set up as follows:

Address: https://wprogip.ts.dmz.fedex.com, https://ws.fedex.com:443/web- services and
https://swd.gslb.fedex.com:443

Port: 443

Port 3000: It is used by the FedEx Software Distribution Service to communicate to the
integration libraries.

3. Contact your local Helpdesk.

Note: It is important that both the communications connection and your privileges are set up
properly before installing the FedEx Ship Manager® Software.

FedEx Ship Manager® Software Installation and User Guide, 2024 11
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Installation

2 Installation

2.10verview

This chapter includes all the following aspects of installing FedEx Ship Manager Software.
e Areminder of requirements to meet before you startinstalling.

¢ Installation steps along with pre-installation aspects.
e The software setup, including:

o Starting the setup

o Entering your settings

2.2Installing Software

This section will guide you through the installation of the FedEx Ship Manager® Software and
cover pre-installation aspects and the software installation procedure.

Note: Before you start the installation of the FedEx Ship Manager® Software, ensure that you have
complied with the pre-installation requirements as described in the Requirements section.

2.2.1 Pre-installation Steps

This installation is intended for end-users of the FedEx Ship Manager® Software. This implies that
when are prompted for the type of installation, you must select the Typical Install installation
option.

In addition, using the Typical Install installation option ensures that the software will run properly
as a stand-alone application, on a single computer.

Note: Before you start the installation of the FedEx Ship Manager Software, ensure that you have the
product key. Please contact FedEx Customer Support Representative to obtain a product key.

Prior to installation, if the device is unable to communicate with IIS web server, then the installation is
aborted with the below error message.

“To successfully install or upgrade software, Port 443 must be open, and URL
https://swd.gslb.fedex.com must be allowed and accessible from this workstation. For further
assistance, please call Customer Service.”

2.2.2 Installation of FedEx Ship Manager® Software
To install the FedEx Ship Manager® Software, perform the following steps:
1. Double click the setup.exe file.

2. Onthe Select the Language screen, select your preferred language and click OK.

FedEx Ship Manager® Software Installation and User Guide, 2024 12
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edEx Ship Manager Software - InstallShield Wizard 4

. Select the language for the installation from the choices below.

English (United States) o

Ok Cancel

Figure 1: Language Selection Screen

Notes:

e Theinstallation outlined here uses English as the installation language. As a result, the
illustrations in this manual may differ from what you actually see on your screen.

e The available languages are Chinese (Simplified), Chinese (Traditional), Czech, Dutch,
English (United States), Finnish, French (Standard), German, Hungarian, Indonesian,
Italian, Japanese, Korean, Polish, Portuguese (Brazil), Portuguese (Standard), Russian,
Slovak, Spanish, Swedish, Thai, and Turkish.

3. AnInstallShield Wizard screen will pop up. It may take several minutes to extract all
necessary components for theinstallation.

=YW FedEx Ship Manager Software Setup is preparing the InstallShield
Wizard, which will guide you through the program setup process.
Please wait.

Extracting: FedEx Ship Manager Software.msi

I Cancel

Figure 2: Extraction Screen

4. After extracting all the components, the Welcome screen appears. Click Next.

Welcome to the InstallShield Wizard for FedEx
Ship Manager Software v16.00.0072

FedEx Ship Manager Software Setup is preparing the
InstallShield Wizard which will guide you through the program
setup process. Please wait.

Figure 3: Welcome Screen

FedEx Ship Manager® Software Installation and User Guide, 2024 13
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5. The Installation Country Selection screen appears. Select your country and click
Next.

i

Installation Country [ Territory Selection
Please select the Country [/ Territary in which the software will be Mx
installed :

Trinidad & Tobago -
Tunesia

Turkey

Turkmenistan

Turks & Caicos Islands

Tuvalu

LLA.E.

.54,

ganda

Lkraine

United Kingdom

Uruguay

Uzbekistan

Vanuatu

Venezuela

Vietnam

Virgin Islands h

[nztallshield

Figure 4: Country Selection Screen

6. The License Agreement screen appears. Please read and accept the License
Agreement and Declaration of Consent. Click Next.

License Agreement
Please read the following license agreement carefully. Mx b

FEDEX END-USER LICENSE AGREEMENT "
(Distributed Product)

This introduction uses terms defined in the section entitled “Key
Definitions” below. Please confer with that section when reading this
introduction.

THIS FEDEX END USER LICENSE AGREEMENT (“EULA") GIVES EACH OF
US CERTAIN RIGHTS AND RESPONSIBILITIES. THIS EULA

IMTANMNGINATES DV NCrCOCKTC ATUCH TCOAMC AN SOkMOITIAK O

(®) I accept the terms in the license agreement Print
()1 do not accept the terms in the license agreement
Declaration of Consent
Yes, I consent to the collection, processing and use of my data as described in the FedEx Ship
Manager End User License Agreement.
InstallShield

Figure 5: End-User License Agreement Screen
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7. The Customer Information screen appears. Enter your information and click Next.

Customer Information M
Please enter your information, x
User Mame:

Organization:
[n=tallShizld
< Back Mext = | Cancel

Figure 6: Customer Information Screen

8. The Setup Type screen appears. If no option is selected, select the Typical option and
click Next.

&

Choose the setup type that best suits your needs, x

Please select a setup type.

(®) Typical

The most common application features will be installed. This option is
recommended for most users,

D Custom

Choose which program features you want installed and where they
will be installed. Recommended for advanced users.

nstallshield

< Back | Mext = | Cancel

Figure 7: Setup Type Selection Screen
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9. The Destination Folder screen appears. Select a destination and click Next.

ﬁ FedEx Ship Manager Software - InstallShield Wizard

Destination Folder
folder.

Install FedEx Ship Manager Software to:
_,../ C:\Program Files (x88)\FedEx\GSMWY

InstallShield

< Back

Click Mext to install to this folder, or dick Change to install to a different

Mext =

pod

Fedtx.

Cancel

Figure 8: Destination Folder Screen

10. The Start Installation screen appears. Click Install.

Ready to Install the Program
The wizard is ready to begin installation,

Click Install to begin the installation.

exit the wizard.

InstallShield

< Back

1‘.% FedEx Ship Manager Software - InstallShield Wizard

FedEx.

If you want to review or change any of your installation settings, dick Back, Click Cancel to

Install Cancel

Figure 9: Start Installation Screen

FedEx Ship Manager® Software Installation and User Guide, 2024
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11. The Installing screen appears. Click Next.

Please wait while the InstaliShield Wizard installs FedEx Ship Manager
Software. This may take several minutes.

Status:

InstallShield -

< Back Next > Cancel

45! FedEx Ship Manager Software - InstallShield Wizard - O X
Installing FedEx Ship Manager Software v14.0x
The program features you selected are being installed. Mx ®

Figure 10: Installation Progress Screen

12. At the end of the automatic installation, the Installation Complete screen appears.

Click Finish.

ﬁ FedEx Ship Manager Software - InstallShield Wizard

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed FedEx Ship

[J show the Windows Installer log

Manager Software v16.00.0072. Click Finish to exit the wizard.

< Back Finish Cancel

Figure 11: Installation Complete Screen

FedEx Ship Manager® Software Installation and User Guide, 2024
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13. After clicking Finish you will receive a restart prompt after an upgrade of GSM.

to restart later,

Yes

jﬂ FedEx Ship Manager Software Installer Information

You must restart your system for the configuration
changes made to FedEx Ship Manager Software to
take effect. Clidk Yes to restart now or Mo if you plan

Mo

Figure 12: Restart Prompt Screen

FedEx Ship Manager® Software Installation and User Guide, 2024
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2.3Setting up the Software

2.3.1 Starting Setup

The first time you start up the application, it launches the Setup screen. You must first complete
this setup before you can use FedEx Ship Manager Software to process your shipments. The steps
in the sections below demonstrate how to launch and setup the FedEx Ship Manager Software.
To launch Setup screen, proceed as follows:

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to
launch the software and display the Setup screen.

Notes:

e You can also launch FedEx Ship Manager Software by double-clicking the FedEx Ship
Manager Software icon on your Windows Desktop.

e Inthis manual, all examples use Belgium as the country of installation. Therefore,
illustrations and settings may differ from your own.

rt Setup x

Communication
LAM connection

[] Use browser settings

[] Use proxy server

Printer

Intl./Domestic Shipping Printer | Windows default printer w

Installation

Country/Temitary | Belaium

D load
Location 1D I:I Ses

Tracking Numbers

FedEx account# I:l Rate Information

Routing Information

Policies

Download | ¥ HAL Information

o J[ oo ]

Figure 13: Communication Setup Screen

2. Continue with the setup as described in the next section (Communications settings).
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2.3.2 Communications Settings

This section describes how to set up FedEx Ship Manager Software in case you are using:
e Local Area Network (LAN).

2.3.2.1 Communication Settings for a LAN Connection
To enter the communication settings for a LAN connection.

1. Select Use Browser Settings option if you wish to use your browser settings to
connect to the FedEx system. If your browser uses a proxy server to connect to the
Internet, the proxy server’s details will be filled automatically, except for the User ID
and password.

Note: If you only wish to specify your proxy server settings, continue with the below steps. If you wish to
use neither of the two options, continue with the steps in the Download Tracking, Service, and Routing
details section.

et Setup >

Communication
LAN connection

] Use browser settings

] Use proxy server

Printer

Intl./Domestic Shipping Printer | Windows default printer w

Installation

Country/Temtory | Belgium

D load
Location 1D I:I ownloa
v Tracking Mumbers
FedEx account# I:I

Rate Information

Paolicies

v
v Routing Information
v
v

Download | HAL Information

[ oK || cancel

Figure 14: LAN Connection Settings Screen

2. If youselect Use Proxy Server option, then in the Address field, enter the proxy
server’s address and in the Port field, specify your port settings.

In the User field, enter the username with which you log on to your proxy server.

4. Inthe Password field, enter the password for your proxy server.
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5. Proceed with the steps outlined in Entering your Settings.

2.3.3 Entering your Settings
To enter the installation, identification, and printer settings:

1. Inthe Printer section, select the printer from drop-down list which you wish to use for
your international/domestic shipments and for your return shipments. All paperwork
generated by the application will be printed on this Printer.

s Setup X

Communication
LAN connection

[] Use browser settings

[] Use proxy server

Printer

Intl.#Domestic Shipping Printer |Windows default printer w

Installation

Country/ Temtory | Belgium
Download

v

Location 1D

Tracking Numbers

FedEx accourt# ¥ Rate Information
¥ Routing Information
¥ Policies

Download ¥ HAL Information

_I il

oK || Cancal |

Figure 15: Printer Settings Screen
2. Inthe FedEx Account # field, enter your customized, nine-digit FedEx account number.

3. The Location ID will be retrieved automatically when completing steps outlined in the
Download Tracking, Services and Routing details section.

2.3.4 Download Tracking, Service and Routing details

1. Verify that all your setup details are correct.
Note: A product key is required to be able to use the software. Please contact FedEx Customer Service
to obtain a product key.

2. Click Download and the Sender information screen will appear. Provide your data.
Information on how to obtain a Product Key is provided in the Product Key section.
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Sender 1D |

Comparty Name |

Contact Name |

Country/Temitory | Belgium

Address Line 1 |

Address Line 2 |

Ciy |

Postal Code | |

First Phone # | |

Signature |

VAT/Customs ID/EIN # | |

Use Logo 5 No Logo image
v [ Comanylooo has been uploaded

yet

. Sender Information x
Details
Product Key |
FedEx Account # Second Phone # |

Faxl

Email |

Department |

Bank Account # |

Trade # |

Sender will be available to |P«II Users v|

Digital Signature on FedEx C|

Mo signature image
has been uploaded

|[ Browse... ]?Et

oK | cancel

Figure 16: Sender Information Screen

3. Press OK to start downloading essential shipping data such as tracking numbers,
service rates and routing information. This data is required for using the FedEx Ship

Manager Software.

~
Communication Status

Starting To Communicate With FedEx Backend

Figure 17: Starting to Communicate Screen

4. Once the download is completed the Communication Status window will disappear.

The Setup screen will show a red flag to the left of the data that has been successfully
downloaded. To perform a download again (For example, when certain data is missing), you can
double-click one of the check marks on the left of the downloaded data. You can download the

data in question by clicking Download.

5. Onthe Setup screen, click OKto complete your setup.

FedEx Ship Manager® Software Installation and User Guide, 2024
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Communication

=t Setup >

LAN connection
[] Use browser settings

[] Use proxy server

Printer

Intl /Domestic Shipping Printer | Windows default printer w

Installation

Country/Temtory | Belgium

D load
Location 1D I:I gwhroa

v Tracking Numbers
FedEx account# |:| ¥ Rate Information
v Routing Information
¥ Policies
¥ HAL Information
[ oK ] l Cancel

Figure 18: Setup Screen

A prompt window will show Terms and Conditions screen for FedEx Electronic Trade

documents. Please read carefully the Terms of Use. Click OK and I Accept to continue.

7. Note: When Processing a shipment via GUI, the language is set to one of the supported
languages and the Terms and Conditions are printed in the language you choose.

Terms and Conditions

FedEx® Electronic Trade Documents
Terms of Use

THE FOLLOWING TERMS OF USE GOVERN YOUR USE OF FEDEX® ELECTRONIC
TRADE DOCUMENTS. YOUR VIEWING OR USE OF THIS SITE CONSTITUTE
YOUR AGREEMENT, ON BEHALF OF YOURSELF AND THE ENTITY YOU
REPRESENT (HEREINAFTER "YOU™ OR "YOUR"). TO ALL OF THE TERMS AND
CONDITIONS PROVIDED BELOW.

FEDEX MAY MAKE FUTURE CHANGES OR MODIFICATIONS TO SUCH TERMS
AND CONDITIONS AT ANY TIME WITHOUT NOTICE. AND YOUR SUBSEQUENT
VIEWING OR USE OF THIS SITEWILL CONSTITUTE YOUR AGREEMENT TO THE
CHANGES AND MODIFICATIONS.

1. Acknowledgement of Agreement with FedEx Software or Web-based Shipping
Platform End User License Agreement or Terms of Use and Conditions of Carriage.
Prior to accessing FedEx® Electronic Trade Documents, You acknowledge that You
have accepted the Terms of Use orthe End User License Agreement for the applicable
FedEx internet-based shipping application or FedEx shipping software, including but
notlimited to FedEx Ship Manager Software, FedEx Ship Manager Server, FedEx Ship

ol lmmel inmmmn D e T T W Sy | o B U S S Fgr T

I Accept I e [ IDecline |

Manager atfedex.com, and FedEx Web Services, and agree with said Terms of Use or _

Figure 19: FedEx Electronic Trade Documents Terms and Conditions Screen

8. You have successfully completed the installation and setup of the FedEx Ship Manager

Software.
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2.3.4.1 Update Tracking, Service and Routing details

If you need to update tracking, service, and/or routing details (for example, certain data is

missing), you can double-click one of the red flags to the left of the downloaded data. This will
make thered flag disappear. You can now re-download the data in question by clicking Download.

Notes:
e Ifyou wish to update the current service rates, you must re-download the service information.

You can easily return to the Setup screen by clicking Setup in the Setup drop- down list.

2.3.4.2 Product Key

In FedEx Ship Manager Software, you will need a Product Key to execute a new install, which is
requested in the Sender Information screen. Please contact your Customer Technology Field
representative or FedEx Customer Service for assistance.

Once the Product Key is entered, a check is performed and in case the provided key is not valid,
the software will remain locked for usage.

The Product key will be prompted for all types of FedEx Ship Manager Software installs (stand-
alone, client/server and client/server on same machine).

2.3.4.3 Auto Upgrade Options

If a new download is detected and the End User License Agreement check is completed, users will
have 14 calendar days to upgrade their FedEx Ship Manager Software to the new version. During
the 14 calendar days, since the upgrade was detected, the application will display a pop-up
window that enables you to upgrade your software. FedEx Ship Manager Software offers the
following options to download and install the software upgrades.

FedEx Ship Manager Software
g A new FSM Software version GSMW5050 is available. Your software will expire in 14 days.[1~14]

Estimated download and installation time is about 30 minutes. Download and installation time vary depending on your intemet
connection and hardware configuration respectively.

@ Download and install now

‘You can continue using the application while downloading the software

Download and install later

Start download and install after 1 Hrs [ Mins.

Remind me later
‘You'l be reminded again to update your software next time.

Restart options

Your computer needs to be restarted to complete the installation. Would you like to

@ Manually restart your computer
Automatically restart your computer.

Automatically shut down your computer after installation.

Figure 20: Auto Upgrade Pop-up Window

e Download and Install Now: This option enables you to download the software upgrades
and perform the installation immediately. You can continue using the application while
downloading the software.
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Download and Install Later: This option enables you to download the software upgrades;
however, the installation will take place after XX Hrs. XX Mins.

Remind me later: By selecting this option, you will be reminded again to update your
software next time.

Once the installation is completed, you will need to restart your system.
When a new full release of FSM software or a patch is staged for customers who currently have
the “stand-alone” version of the software installed:

An option to schedule this upgrade to happen within a 24 hours timeframe will be
presented.

The End User License Agreement (EULA) belonging to the staged FSM software full release
must be approved before the staged release can be downloaded (if different from last
approved EULA version). This does not apply for a software patch.

o They will have the possibility to continue shipping during the download of the staged
release.

o The download and installation will run automatically without any further manual
intervention.

There are 3 different reboot options:

Manually: You will be prompted to reboot. You could select not to reboot but we advise to
not use GSM before you have rebooted

Automatically: After the upgrade is complete, your system will automatically reboot
Shutdown: After the upgrade is complete, your system will automatically shutdown.
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2.4Launching FedEx Ship Manager Software

FedEx Ship Manager Software will launch automatically after completing the setup, or you can
launch it by clicking Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software.
The sender details entered during Setup will automatically be displayed in the Sender Information

screen.

Sender Information

re= FedEx Ship Manager Software - m} X
File Edit Ship Transaction Processing Track /History Pickup Databases Reports Setup Message Adwvanced Setup System Help

Mx ‘ Track/History H Pickup M Export Documents H Data Reports 1

Return ‘ | Shipments in Progress || Mailroom Processing | ‘ IPD/IED/IDF | | Shipment History ‘ | Upload Data | ® Quick Help

Shipment Detailg

Recipient ID

* Sender ID |FRID ‘ E] [ Edit ] Shipping Date | 19/06/2020 E Shipment #
Company Name [TEST ONLY DO NOT SHIF * Senvice | Select Service -
Contact Name | TEST ONLY DO NOT SHIP * Packaging | Select Packaging . v
First Phone # Packages |1 =
Country/Temtory |France
FedEx Account #
* Total Weight [0.00 Kiogams |
Recipientin a @ Singe O Grow Camizge Valus |0.00 Select Cumency .. v|
* Customs Value [0.00 * Purpose of Shipment ‘ Sold ~ |

T T— | =

Company MName

Cortact Name

* Courtry/Temtory

* Address 1

Address 2

Address 3

~ City / Postal code

State

“ First Phone

VAT /Customs ID/EIN #
[ ShipAlert email to

TEST ONLY DO NOT SHIP

TEST ONLY DO NOT SHIP

Shipment Reference

LJ

Department /MNotes

Include Retum Label [7]

LJ

Shipment Contents

USA ~

TEST ONLY DO NOT SHIP

TEST ONLY DO NOT SHIP

Collivems

Tennessee, TN

Shipment contains
Generate Commercial Invoice,/Proforma?

8 Documents Only Commodities
fes No

Commodity . * Description

= Origin of
* Manufacture

Select Country/... |~

Ham. Code

L]

Electronic Trade Docs

[] Post-Shipment

Add Documents

Retum Reason Type |(Nong)

~

Retum Cther Reason

Save n/Undate Add Book [] Billing Details
ave in. e Address Bool p
? * Bill shipment to  |(Nane) v Account #
* Bill Duties and Taxesto | (None) w Account #
* Please Complete the Mandatory Fields
[ Carry info aver to next shipment l Documents ] l Save Preview Cancel ] l Ship
Figure 21: Sender Information on Ship Screen
FedEx
ESM

Alternatively, you can click the FedEx Ship Manager Software logo w2 on your desktop.
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3 Configuration

3.10verview

This chapter describes the following configuration steps and the data you need to provide before
processing shipments with the FedEx Ship Manager Software.

e Setting the system parameters
e Creating a database backup

e Setting your preferences

3.2System Parameters

After installing the application with your specific details, you can set the system parameters.
These are required to ensure smooth entering and processing of shipment details and to maintain
the information for a specific period.

3.2.1 Setting System Parameters

This section outlines the steps to set your system parameters.
To access the System Parametersscreen

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to launch
the software.

2. From the Setup menu, select System Parameters.

3.2.1.1 Setup Parameters

1. On the System Parameters screen, click the Setup tab.

- System Parameters X
Setup  Shipping Upload Pickup Labels Tracking Message
Country/Temtory of install | Australia
Location ID | ADLA
Decimal |
Date Format

Language

Thai
Turk
Vietnamese

Figure 22: Setup Parameters Screen

2. Inthe Country/Territory of install field, select the Country/Territory from the
dropdown list.
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N o U bk

In the Location ID field, enter the Location ID to retain your shipping history
information.

In the Decimal field, select the desired decimal from the dropdown list.
In the Date Format field, select the desired format of the date from the dropdown list.
In the Language field, select the language from the dropdown list.

Click OK.

3.2.1.2 Shipping Parameters

1.

2.

On the System Parameters screen, click the Shipping tab.

r=t. System Parameters X

Setup | SNIPPING § Upload Pickup  Labels Tracking Message
Shipping history retention period |40 1+ days

# of extra commercial invoice copies |0

Rate Quote

Electronic Trade Document Upload (ETD]

Prirter for ADR Shippers Declaration for DG report [Windows defaut printer

Require Dimensions [

o

Figure 23: Shipping Parameters Screen

In the Shipping history retention period field, enter the number of days that you wish
to retain your shipping history information.

Note: The default number is 40. This is the recommended value. With this value, you cover at least
one month plus nine days, which enables you to generate monthly reports.

3.

In the # of extra commercial invoice copies (Int./Domestic Shipping) field, enter the
number of copies that you wish to print of each commercial invoice of your
International/Domestic shipments.

In the # of extra India commercial Invoice copies field, enter the number of copies that
you wish to print of each commercial invoice of your domestic shipments in India.

In the Printer for ADR Shippers Declaration for DG report field, select the desired
printer from the dropdown list.

Select the Require Dimensions checkbox.

Click OK.
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3.2.1.3 Upload Parameters

1. Onthe System Parameters screen, click the Upload tab.

- System Parameters
Setup  Shipping Upload  Pickup  Labels Tracking Message

Automatic DB Backup |7 =] days
Upload | Domestic and Intemational Shipments
Piirt courier report on upload

Electronic Trade Document upload option

Blectronic Trade Document Upload at Ship Time (@)
Electronic Trade Document Batch Upload (J)

-

Figure 24: Upload Parameter Screen

2. From the Upload drop-down list, select the Upload option of your choice.

3. Select the Print courier report on upload checkbox.

4. In Electronic Trade Document upload option, select one of the below options as

required.

e Electronic Trade Document Upload at Ship Time

e Electronic Trade Document Batch Upload

5. Click OK.

3.2.1.4 Pickup Parameters

1. Onthe System Parameters screen, click the Pickup tab.

- Systern Parameters X

Setup Shipping Upload Pickup  Labels Tracking Message

Fickup history retertion period [1 [ ]|days

o
Figure 25: Pickup Parameters Screen

2. Inthe Pickup History Retention Period field, enter the number of days that you wish to

keep your pickup history information.

3. Click OK.
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3.2.1.5 Labels Parameters

1. On the System Parameters screen, click the Labels tab.

#+- System Parameters

Setup Shipping Upload Pickup Labels Tracking Message

Label copies for shipmenis

Exira FedEx AWB copies |0

Label copies for return shipments

Extra copies for retum shipments |0

Label Format

FedEx Bxpress Label Fomat

Fomat 354 - 10,16 cm x 17,145 om with Doc Tab

Figure 26: Labels Parameters Screen

2. Inthe Label copies for shipments field, enter the number of Extra FedEx AWB copies

you wish to generate.

Note: The default number is set per country of installation. This default number is the minimum value

for your origin country.

3. Inthe Label copies for return shipments field, enter the required number of Extra

copies for return shipment you wish to generate.

Note: The default number is set per country of installation. This default number is the minimum value

for your origin country.

4. Inthe Label Format field, leave the format as default “Format 354 - 10.16 cm x 17.145

cm with Doc Tab”.

5. Click OK.

3.2.1.6 Tracking Parameters

1. On the System Parameters screen, click the Tracking tab.

=+ System Parameters

Setup Shipping Upload Pickup Labels | Tracking | Message

Retertion period for packages manualy entered fortracking |32 |3 days

Include Associated Retum Shipments in Tracking Requests []

Can

el

Figure 27: Tracking Parameters Screen

FedEx Ship Manager® Software Installation and User Guide, 2024

30



Configuration

2. Inthe Retention period for packages manually entered for tracking field, enter the
required number of days.

Note: The default numberis 32.

3. Select the Include Associated Return Shipments in Tracking Requests checkbox if
you want to include Associated Return Shipments in Tracking Requests.

4. Click OK.

3.2.1.7 Message Parameters

1. Onthe System Parameters screen, click the Message tab.

- System Parameters x

Setup Shipping Upload Pickup Labels Tracking Message

Mesasge history retertion period [180 2] days

=
Figure 28: Message Parameters Screen

2. Inthe Message history retention period field, enter the required number of days.
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3.3 Notifications

This menu allows to control the notification message you see in the application when performing
an action. For example: When you create a shipment and click on the Ship button, a Rate Quote
warning pop-up is displayed to indicate a warning on the rates applied for the shipment. The Rate
Quote warning pop-up displays only when the notification message checkbox is enabled in the
Notifications screen. If you do not wish to see the message in the application, then you can disable
the notification message checkbox any time.

Note: In the Notifications screen, by default all the checkboxes are enabled however you can disable
them anytime if not required.

3.3.1 Enable/disable the notification message
To access the Notifications screen,

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to
launch the software.

From the Setup menu, select Notifications.
Mouse hover on the description to view the first 100 characters of the message.
Click Show Message button to view the complete message.

Enable/disable the checkbox for the respective description.

o v M W N

Click OK to save the settings.

- Notifications *

Description Enable/Disable ™
Tax number required Show message
Commercial invoice required for retum shipments Show message
Max character count exceeded Show message
CHN DDP payment option
ETD PSDU waming

FedEx UK Defaults

Show message
Show message
Show message
More documents required Show message
Company logo required Show message
Minimum billable weight Show message
Reminder for mixed Freight Multi Fiece Shipment Show message

Rate Quote Waming

KR EERE AR EEA A

Show message A

| OK [ concel

Figure 29: Notifications screen

Note: You can disable the notification when the message is displayed in the application when an
action is performed. For example: If you enable the Rate Quote Warning checkbox in the
Notification screen and when the shipment is created, a prompt message displays on the rate
quote as shown in Figure 29. If you wish not to receive the warning message on rate quote, select
the Do not show this message again checkbox in the pop-up window and you will not receive the
message on the rate quote henceforth.
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Sender Information

Shipment Details

- O
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
Return | ‘ Shiprents in Progress | ‘ Shipment History || Upload Data | ® Quick Help

Company Name

name

If you need further assistance, please contact your local FedEx Customer Service for more details.

* Sender D [kl | (][ e ] Shipping Date [08/12/2022 | [..] Shipment # 424558999813
Company Name |ssss " Service | FedEx Intemational Priority ~ Specizl Handling
Contact Name |sss * Packaging | Your Packaging ~ Shipdlert
First Phone & |901111111111111 Fackages |1 =
Courtry/Temitary |United Kingdom Dimension in em - whole numhers ank
FedEx Accourt # 610024882 ™= Rate quote warning X (-] Transt Time
o - Rates shown here are estimates and are based upan information provided by you, but final rates and service charges
RecipientInformation may vary from these rates based upon the characterstics of the shipment actually tendered to us, including but not - Rat 111.02 UKL
(® Single limited to dimensional weight and various surcharges applicable to the shipment. We are not liable for, nor will any e -
adjustment, refund or credit or any kind be made, as a resutt of any discrepancy in the rates shown here and the rates  Sold b ‘
Recipient 1D [us and other charges that we invoice to you. Rates shown here do not guarantee your ability to ship.

Include Retum Label []

=
=

Only (@ Commodities
® No

Contact Name |name
* Country,/ Tenitory |U.5.A. [] Da not show this message again
“ Address 1 |add1 Manage your notfications under "Setup/Motifications’.
Address 2 (3447
Address 3

* City / Postal code |Memphis | 38116 Commeodity Details
State | Tennessee, TH V| [] Blectroric Trade Docs Add Documents
* First Phone | 3012635454 Ed |_| Retum Reason Type ||'N|:|r|e) V|
WAT/Customs ID/EIN # [111111111111111111 Retum Other Reason
[ ShipAlert email to
S TUpdote Address Book [ Billing Details
ave in e Address Bool
’ * Bill shipment to | Sender ~ Account #
* Bill Duties and Taxesto | Sender ~ Account #

* Please Complete the Mandatory Fields -
[ Cany info over ta next shipment [ Documents ] [ Save ] [ Preview ] [ Cancel ] [ Ship

Figure 30: Rate Quote warning pop-up

3.4Database Backup

To ensure the integrity of your shipping data, FedEx Ship Manager Software performs a backup.

This automatic backup will be performed every 7 days upon upload of data to the FedEx system.

manual backup can be performed whenever needed to ensure that the most recent shipping
information is always available.

3.4.1 Setting up Database Backup
This section describes the necessary steps to setup a database backup.

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to launch
to the software.

2. Select Database Backup from the Setup menu. The Database Backup screen will
appear.
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#. Database Backup &J

If the backup path is located on a remote machine then please provide your remote login details

. Browse

Backup Directory :
User Id :
Domain :

Password :

[ Backup ] [ Apply ] [ Close

Figure 31: Database Backup Screen

3. The default backup location entered in the Backup Directoryfield will be as follows:
\\ProgramData\FedEx\GSMW\DATABASE\FedEx_Backup

4. To change the backup location, click the Browse button to browse through your
computer or your local area network for a location in which to store the backup files.

5. Enter the necessary details in the User ID, Domain and Password fields if the backup
path is located on a remote machine.

6. Select Backup to perform a backup of your shipping data to the backup location.

7. Click Apply to save the backup location you have entered without performing a
backup.

8. Click Close to exit the Database Backup screen without saving any changes.

Note It is not possible to use the FedEx Ship Manager Software to perform a shipment while
executing a backup.

3.5Label Printer Selection

FedEx Ship Manager Software enables you to configure the default label and the corresponding
Printer type to print your shipment details. Now, you can create thermal label layout in a 4x6 PDF
format.
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3.5.1 Setting up Label Printer Selection

This section describes the necessary steps to configure the default labels and printer settings.

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to launch
to the software.

2. From the Setup menu, select Label Printer Selection. The Label Printer Selection
screen will appear. It contains the Intl/Domestic and the Return tabs.

a) Label printers selection X
Intl./Domestic Retum
Detaultthermal labels

Master label type: Prnter [(Noe) ]
MPS/CRN label type m Pinter [(Nore} ~

Defaultlaser labels

Master label type: Pinter [Create PNG image ~]
MPS/CRNlabeltype [Laser MPSCRN  ~ Pinter [Create PNG image: ]

Label type selection

Printer type:

Master Arr Waybils Print temporary label | Never ~
MPS/CRN labels Printfirst [AWB Copy Labels ]

PDF and PNGfile location

Fie Location |C\ProgramData’ Fed Ex\PRINTY | Browse |

OK Cancel

Figure 32: Label Printer Selection Screen

3. Onthe Intl/Domestic tab, in the Default Thermal labels section, from the drop-down
list, select the required label types and the Printer options.

4. Inthe Default Laser labels section, from the drop-down list, select the required label
types and the Printer details.

5. Inthe Laser Type Selection section, from the drop-down list, select the required
Printer type for Master Air Waybills and MPS/CRN labels. Also, select the other
necessary settings.

6. Inthe PDF and PNG file location section, in the File Location text box, browse and
locate the file and click OK.

a2 Label printers selection ”
Intl./Domestic | Retum |

Defaultthermal labels

Masterlabel type |(None) - Prrter | (Nore) ]
Defaultlaserlabels
Master abel type Printer [Create PNG image ]
Label type seleclion
Priter type:
Master Air Waybils Prit temporary label [Never ~]

Print first [AWE Copy Labels “]

Defaultreturn instruction:

Priter [Create PNG image ]

PDF and PNG file location

File Location |C \ProgramData‘\FedEx\PRINT\ ‘ [ Browse

o e

Figure 33: Return Tab in Label Printer Selection Screen
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7. Similarly, you can provide the details in the Return tab and click OK.

3.6 Preferences
. FedEx Ship Manager Software - O x
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
Mx
Preferences
Pickup Shipping Retum  ShipAlet Retum Noffications
Contact Name |
Sender 1D ]
Company Name
Country/Terory
Address Line 1
cay
Postal Code
Closing Time ||
Commeris | |
Pickups wil be vistle to

Figure 34: Preferences Screen

If you process many shipments with similar characteristics, you can set the default values for your
shipments so that you need not provide the same information again.

3.6.1 Categories of Preferences

Selecting the main Preferences tab in the main screen provides access to the lower-level
Preferences tabs:

e Pickup: Preferences related to scheduling courier pickups for your packages.
e Shipping: Preferences related to the processing of your shipments.
¢ Return: Preferences related to return shipments.

e ShipAlert: Preferences related to the FedEx Ship Manager Software FedEx ShipAlert email
notification feature.

e Return Notifications: Preferences related to the management of notifications on return
shipments.

3.6.2 Levels of Preferences

FedEx Ship Manager Software enables you to set your shipping and FedEx ShipAlert defaults on 3
levels:

e Application-wide defaults that denotes the default values for every shipment made with
your installation of FedEx Ship Manager Software. These defaults are discussed in this
chapter.
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Defaults for shipments made by a specific sender. For more information about sender
defaults, see the sections To specify defaults for shipments made by a sender - Shipping and To

specify defaults for shipments made to a recipient - ShipAlert.

Defaults for shipments made to a specific recipient. For more information about recipient
defaults, see the sections To specify defaults for shipments made to a recipient - Shipping and

To specify defaults for shipments made to a recipient - ShipAlert.

Note Both sender and recipient defaults override the application-wide defaults. When specifying
sender or recipient defaults, the last one specified will override.

3.6.3 Setting Preferences

3.6.3.1 To Set the Pickup Preferences

1.

2.

Click the lower-level Pickup tab.

< FedEx Ship Manager Software - o X

File Edit Ship Track/History Pickup Databases Reports Seiup Message Help

() Quick Helg

Pickup | Stipping | Refum  ShipAlert | Refum Nolifications

Contact Name [

Sender ID ]

Company Name

Courtry/Tenttory
Address Line 1

ay

Fostal Code

Closing Tme | _:_|

Comments |

Pickups wil be visile to

Figure 35: Pickup Preferences Screen

Enter the pickup location details or from the Sender ID list, select a sender.

Note: Senders have to be added to the address book before you can select them from the Sender ID
list. See Managing sender for more information on how to add senders to the address book.

3.
4.

In the Closing Time field, enter the latest possible time for pickups.

If necessary, use the Comments field to enter special instructions for the FedEx
Express courier who will pick up your packages.

In the Pickups will be visible to field, select one of the threefollowing options: All
Users, My Group, or Only Myself.

Click Save.
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3.6.3.2 To Set Shipping Preferences

1.

5.

Click the lower-level Shipping tab. The items in the preferences list correspond to the

input fields you need to complete when entering a shipment.

ne FedEx Ship Manager Software - O X
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
Mx
Preferences
Pickup Shipping  Retum ShipAlert Retum Notifications
~
Skip Cany
w0 ] | [E] |
Sender Contact Name
Recipiert ID [] O ‘ ‘C]‘ |
Recipiert Contact Name
Recipient Country./