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Legal and Copyrights

Confidential and Proprietary

The information contained in this guide is confidential and proprietary to FedEx Corporate Services, Inc. and its affiliates
(collectively “FedEx”). No part of this guide may be distributed or disclosed in any form to any third party without written
permission of FedEx. This guide is provided to you and its use is subject to the terms and conditions of the FedEx Automation
Agreement. The information in this document may be changed at any time without notice. Any conflict between this guide,
the FedEx Automation Agreement and the FedEx Service Guide will be governed by the FedEx Automation Agreement and the
FedEx Service Guide, in that order.

© 2022-2023 FedEx. All rights reserved. FedEx and the FedEx logo, among others, are trademarks, service marks and trade
names of Federal Express Corporation. All other marks are the property of their respective owners.

Payment

You must remit payment in accordance with the FedEx Service Guide, tariff, service agreement or other terms or instructions
provided to you by FedEx from time to time. You may not withhold payment on any shipments because of equipment failure or
for the failure of FedEx to repair or replace any equipment.

Inaccurate Invoices

If you generate an inaccurate invoice, FedEx may bill or refund to you the difference according to the FedEx Service Guide, tariff
service agreement or other terms or instructions provided to you by FedEx from time to time. A request for refund on a FedEx
shipment must be made in accordance with the applicable Service Guide or terms or instructions provided by FedEx from time
to time. A shipment given to FedEx with incorrect information is not eligible for refund under any FedEx money-back guarantee.
FedEx may suspend any applicable money-back guarantee in the event of equipment failure or if it becomes inoperative.

Disclaimer
All Improper Transaction scenarios are for example only. They do not reflect all error condition scenarios.



Welcomel!

Whether you are new to FedEx Ship Manager® Software
or have been using it for years, you’ll appreciate that this
latest version has been designed to help you process
shipments more easily, quickly, and conveniently.

This User Guide is a complete reference to the features and
benefits of FedEx Ship Manager Software, and guides you
through everything it has to offer — from common tasks
such as shipping, tracking and reporting to more involved
operations, such as integrating your existing customer
database or shipping dangerous goods.

Simply follow the clickable navigation within this PDF for
quick and easy access to comprehensive information on

how to use FedEx Ship Manager Software to accomplish

your business shipping goals.

For support throughout your FedEx Ship Manager Soft-
ware experience, use the Help menu in the application,
click the fedex.com link available within the application
or contact your FedEx representative for additional assis-
tance.

Thank you for choosing FedEx Ship Manager Software.
Now, enjoy the experience of easier, faster, more
efficient shipping!




Before you begin

Minimum system recommendations

Intel®i5
8 GB RAM and 10 GB disk space
Desktop versions:

° Windows® 10
° Windows® 10 Pro
© Windows® 10 Enterprise
° Windows® 11
Server versions:

° Windows® Server 2016

FedEx Ship Manager is compatible with 32-bit and 64-bit
operating systems.

Microsoft .NET Framework 4.8 or later is a prerequisite for
software installation.

LAN or DSL internet access required.

TLS 1.3 communication enabled.

Available port if you are using thermal printer.
Laser and/or inkjet printer for reports and labels.

Supported browsers are Edge, Google Chrome 41 or higher, and
Mozilla Firefox 38 or higher.

Screen resolution of 1024 x 768 pixels minimum.
Adobe® Reader 8.1 or higher.

Note: A screen magnification of 100% is recommended for optimum viewing.

Technical support
In the U.S. and Canada, dial 1.877.339.2774.
Help links

Select Help Topics from the Help drop-down
menu or click underlined (hyperlinked) field
names.

FedEx Bulletin Board

Select Service Bulletin Board from the Utilities
drop-down menu to view messages from
FedEx.

FedEx website
For the latest information about FedEx, go to

www.FedEx.com/en-us/shipping/shipmanager/

software.html and click on any link to explore
the latest features and news from FedEx.



https://www.fedex.com/en-us/shipping/ship-manager/software.html
https://www.fedex.com/en-us/shipping/ship-manager/software.html

Benefits that fit your daily needs

Ship within U.S. and Canada Ship within U.S. and Canada Print Reports

Ship Internationally Ship Internationally Customize Reports
Meet International Requirements Track Bill Customers

Send Multiple Items in One Shipment Check Addresses Print Shipment Receipts
Store and Reuse Shipping Data Send Email Notifications Courtesy Rate Quotes
Reprint Labels Manage Returns

FedEx® Global Returns Email Return Labels Access to Shipping History

Customized Shipping Lists

View Transit Times



Essentiéls Advanced

Contents

Meet International Requiremen
Manage Returns .......ccccceeeeeverunnce. '
Generate Reports......ccevveeuenene.
Close at End-of-Day..................




Ship

Every shipment’s journey starts here. To ship within the U.S.
and Canada, or to an international destination, begin with
Shipment details. The following pages guide you through the
four main sections of the Shipment details screen:

Recipient information

Sender information

Package and shipment details
Billing details

In addition, these key features make shipping easier
and more accurate:

Address Book — Populates recipient information
automatically to save time and keystrokes.

Group Shipments — Speeds the shipping process
when you send the same type of package to multiple
recipients.

FedEx® Address Checker - Verifies street level
recipient address information.

Special Service Options — Convenient access to the
special services shortcut menu panel right from the
Shipment details page.

Custom Label Enhancements - Easily apply a logo,
image, barcode, promotional message, and more,
to your shipping labels.

Expert

View Transit Times — Look up the transit time when
creating a shipment to obtain the best shipping
method for your needs.

Customized Shipping Lists — Select what shipping
information you want to include on the final
shipping list.

LTL Freight Shipment Templates — Create, save, or
modify an entire or partially populated shipment
template for future use.

To prepare a return shipment, refer to the Manage
Returns section.

To create FedEx Freight shipping labels and the Bill
of Lading for FedEx Freight less-than-truckload
(LTL) shipments, refer to FedEx Freight.

To use keyboard shortcuts for a variety of FedEx
Ship Manager® Software functions, refer to
Function Keys at the end of this section.
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Recipient information

Start your shipment in the Recipient information section
on the Shipment details screen.

Required fields appear in bold type on the screen and
may vary depending upon your shipment details.

The following fields and options display in the Recipient
information section:

« Ship to group

e Include a Return Label

« Hold
« RecipientID
« Country

« Contact name | Company name

« Address 1| Address 2 | Address 3
« Postal code

« State/Province

. City

« Telephone | Ext

« Tax 1D/ EIN (International only)

« Location#
« Thisis a residential address

. Savein/update my address book
« Auto Track

Essentials Advanced Expert
"= FedEx Ship Manager | - u] b3
File Datgbases Customige Uilities  Integration [nbound  [Passport  fedexcom  Help
m LTLFresght  Track  Shipping list =  Address Book  Repoms  Close Mx_

Shipmeed detsls  Options  ShipMert  Retum shipment

Osenome  [] bche o Betum Label
Recgient 1D |
Country: U5 - Unted States
Cmnamr:
Company name. |
Address 1:[
Addresn 2.

Coliervile, TH 33017

Package and shipment detadls

Addl hardirg

_ Spacial Servces

View,Edt Special Service Data
Select Sgnature Opiions

Huabo Teack.
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Ship to group
Select the Ship to group check box when you ship the same
type of package to more than one recipient.

Refer to Group Shipments to prepare group shipments and
set group preferences.

Include a Return Label

Enable the checkbox to create the return shipment with
outbound.

Hold

Select the Hold check box to save a shipment in the Hold File
and ship it later. Refer to Hold File for detailed instructions on
using this feature.

Recipient ID

The Recipient ID is a unique identifier, such as a nickname

or customer number, assigned to a recipient, and saved

in your Address Book. When you select a Recipient ID, the
information from your address book automatically populates
the recipient fields.

Note: If Hold file lookup displays instead of Recipient ID, click the Hold file lookup
button to switch to Recipient ID.

To use a Recipient ID

1. Select an existing recipient from the Recipient ID menu.
A globe icon identifies international recipients. Refer to
Customize Recipient ID List to select the fields that display
in the Recipient ID menu.

2. To search for an existing recipient, click [44l.
3. Refer to the Address Book Search instructions.

Expert

To create a new recipient,

1. Enter a new ID in the Recipient ID field, up to 25
characters, or make changes to an existing recipient.

Refer to Add a Recipient when Shipping.

Note: The Save in/update my address book check box is selected
automatically when you use a Recipient ID. Deselect this option if you do not
want to save updated information to the Address Book.

Recipient information

Ship to group [ Include 8 Retum Label Hold

Group D

1

Description:
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Country

Select the destination country. This field is required for all
shipments.

Contact name | Company name

Enter the recipient’s contact or company name, up to 35
characters. All shipments require at least one of these fields.

Address 1| Address 2 | Address 3
1. Enter the recipient’s primary street on address line 1. This
field is required for all shipments.

2. Enter the information (e.g., suite number) on address line
2. This field is optional.

Note: Each address line contains up to 35 characters. Once you provide the
required recipient information, you can click the FedEx Address Checker
check mark beside the Address 1 field to verify the accuracy of the recipient’s
address. Refer to the FedEx Address Checker section for more information.

A message is displayed for shipments containing “PO Box” in the Address
Line. The message prompts for addresses if it includes or excludes spaces or
punctuation.

3. Enter additional address details on address line 3. This field
is optional.

Expert

Recipient information

(Jshiptogroup [ Include 3 Retum Label [0 Hod
Recipient ID: |AUTOUS v|h
Col..l'lf_\".. US - United States v|

Contact name: |CAFE Automation

Company name:
Address 1:|10 FedEx Parkway
Address 2-|Baliey Station Rd

Address 3:| | (Express Only}
Postal code: 32103 #4 State/Province! C4 |
City:|SAN DIEGO o

Telephone:[(901) 2639433 | Ba| |
ocaton 55|

[ This is a residential address Al-H1
@ Save in/update my address book

[] Auto Track
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Postal code requirement for postal aware countries

The postal code is required for international shipments if
the destination country supports postal codes. To access
the current postal code for your shipment’s destination
country, follow these steps:

1. Click binoculars icon #lnext to the Postal code field on
the Shipment details screen. The Valid Postal Code List
screen is displayed.

2. Select your shipment’s destination and click OK.
The current postal code for the selected destination
populates the Postal code field.

3. Enter the remaining required information to complete
your shipment. You can also manually enter the
recipient’s postal code, up to 15 characters. The
destination country you choose determines which field
name is displayed.

« A postal code is required for all U.S. and Canadian
recipients.

» A postal code is required for international
shipments if the destination country supports
postal codes.

If you do not enter a postal code for a postal aware country,
a warning displays that the recipient country is postal
aware and entry of a postal code is highly recommended.
Refer to the Postal Code Formats for a list of postal aware
countries and their postal code formats.

Expert

Auto-populate City and State/Province

To set your system to auto-populate the City and State/
Province fields for U.S. and Canadian recipients when you
enter a postal code, refer to System Settings.

The Auto Populate City/State option appears on the System
Settings screen under the 2-FedEx Customer Admin tab in
the Shipping Screen section. You can select this option at
any time during your shipping process without having to
restart the software.

State/Province

Select the recipient’s state or province, or enter the
2-character abbreviation.

« Stateis required for all U.S. destinations and optional
for international destinations.

« Province is required for all Canadian destinations and
optional for international destinations.

City
Select the recipient’s city, or enter manually, up to 35

characters. This field is required for all shipments.For all
international destinations, a telephone number is required.

Telephone | Ext
Enter the recipient’s telephone number, up to 15 characters.
You can include an optional extension number, up to 6
characters.
« For U.S. destinations, a telephone number may be
required for return shipments and certain special
service options, such as C.0.D. and Hold at Location.

« For allinternational destinations, a telephone number
is required.
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Tax ID/EIN (International only)

Enter the recipient’s Tax ID number, when required, up to 15
characters. This field is required for Brazilian destinations
and is optional for all other destinations.

Tax ID requirements for Brazil

Shipments to Brazil require a valid Brazilian Tax ID number
for customs clearance. Missing or incorrect information
stops your shipment before clearance. If correct information
is not provided within 5 working days after your shipment
arrives in Brazil, the shipment is returned at the shipper’s
expense.

Commercial shipments require a 14-digit Brazilian Tax ID
number. Residential shipments require an 11-digit Brazilian
Tax ID number.

FedEx Ship Manager Software provides a Tax ID validation
routine to determine if the number entered is in the correct
format.

Location #

Enter a store location number, up to 10 characters,
for FedEx Ground® shipments.

Although this field is available for all service types, it is only
used for FedEx Ground to help FedEx deliver packages

to the correct address when businesses have multiple
locations and a similar address.

Note: This field is called Recipient Location # in the menus on the Doc Tab
Configuration screen. To configure doc-tabs, refer to Customize Doc-Tabs.

Advanced Expert

This is a residential address

Select the This is a residential address check box if
you are shipping to a residential address.

Save in/update my address book

Select the save in/update my address book checkbox to save
or update recipient information in your

Address Book.

This check box is only available when using a Recipient ID and is
checked automatically by default.
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Postal code formats

FedEx recommends using the appropriate
postal code formats for the countries listed to
the right.

N = Numeric characters
A = Alphabetic characters

Note: Colombia has been supported as a postal aware country
in FedEx Ship Manager since September 29, 2014. The proper
6 digit postal code should be entered for any recipients with a
Colombia address.

Non-postal aware countries

When a non -postal country is selected in the
following screens, then City field displays a list
of cities in the dropdown.

Note: This feature is not applicable for the non-postal country
UAE.

« Shipment detail tab/recipient information
« Recipient view/edit

« Brokers view/edit

« Returns

« |IPD/IDF/IED IOR view/edit

« Sender Entry

If the dropdown list is not available, you can
enter city name manually in the City field text
box.

Code
AU

BE
BR
CA
CN
co
DK
FI
FR
DE
GR
ID
IN
T
JP
LU
MY
MX
NL
NO
PH
PR
PT
RU
SG
ZA
KR
ES
SE
CH
TH
TR
us
GB
GB
GB

GB

Country
Australia
Austria

Belgium

Brazil

Canada

China

Colombia
Denmark
Finland

France
Germany
Greece
Indonesia

India

Italy

Japan
Luxembourg
Malaysia

Mexico
Netherlands
Norway
Philippines
Puerto Rico
Portugal

Russia
Singapore
South Africa
South Korea
Spain

Sweden
Switzerland
Thailand

Turkey

United States
United Kingdom
United Kingdom
United Kingdom
United Kingdom
United Kingdom

# Characters

NoocouwuuubuuouupbrhoouuubrhbdbboubhNuououuuuuupshooooohbhDb

Expert

Format
NNNN
NNNN
NNNN
NNNNNNNN
ANA NAN
NNNNNN
NNNNNN
NNNN
NNNNN
NNNNN
NNNNN
NNNNN
NNNNN
NNNNNN
NNNNN
NNNNNNN
NNNN
NNNNN
NNNNN
NNNN
NNNN
NNNN
NNNNN
NNNN
NNNNNN
NNNNNN
NNNN
NNNNN
NNNNN
NNNNN
NNNN
NNNNN
NNNNN
NNNNN
ANNAA
ANNNAA
ANNNAA
ANNNAA
AANNNAA
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Automatic tracking (Auto Track)

This feature gives you the ability to request automatic tracking
updates be sent directly to your Shipment Details screen. With
the ability to Auto Track up to 25 shipments at a time, keeping

up with the status of your shipments has never been easier.

1. Click Ship | Shipment details tab.
2. Select Auto-Track checkbox. Shipments will then be

displayed at the bottom of the Shortcuts panel, below the
Special Services groupbox.

[ Ship to aroup [ Include a Retum Label ] Hold
Recipiert ID: || AUTOUS | ¢4
Country: | US - United States |

Contact name: [CAFE Automation

|
Compary name:| |
Address 1:10 FedEx Parkway |
Address 2:[Baliey Station Rd ]

Address 3:[ | (Express Only)
Postal code:|32103- 4 State/Province] CA
Gity:[SAN DIEGO “|l¥
Telephone:|(301) 2639433 | Bx: | ]
Location #: |555
[] This is a residential address ALH1
[ Save infupdate my address book
[ Auto Track

Expert
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Sender information

The Sender information section on the Shipment details screen
displays the current sender and allows you to change the
sender and return address.

Save time and keystrokes when preparing
your shipments by assigning Shipping Profiles
to individual senders.

Note: Recipient preferences override sender preferences that have been selected in
Shipping Profiles for the same field.
Refer to Recipient Preferences for more information.

The following fields display in the Sender information section:
+ Current sender

« Change sender

« Change return address

Note: You can add, view, edit, and delete senders in the Sender database. You can
also print sender reports. To access the database, select Sender from the Databases
menu and refer to Database Functions.

For detailed instructions on importing and exporting senders,
refer to Databases.

To learn more about the enhanced search capabilities of the
data filters within the sender database refer to the information
on the Filter for Sender Database page.

Essentials Advanced Expert
Fit Desbases Cumomize \Rilties  Integration nbowund  Passpont  fedescom  Help
H UMl freight  Track  Shippinglt = AddressBock  Reperts  Close  fedecom MX-
Recipient information Package and shipment detais
Owiogme [ ke s Retun Label [ ok Special Senaces
Recpeent 0. | IETEH -~ |
Comtri| | o Cempary Cantazt [ Sate Provnce -
Contact rame:| 3 AuTorR: DASOA CAFE Automation Pata
Company name: | (8
Addresa 1:[1 | AUTOUS DASOA CAFE Automatin SAH DIEGD
Adwess 2[E | AUTOUS_RES DASOA CAFE Automation Collarvile ™
Aciess 3 B 1 asan asaan gl oty
Postal code:| 3. B e e ¥
Caty:[ 54N DIEGO | [
Telsghone: (3011 2635433 & |
® Ve /Edt Special Service Data
locon @ | 355 Sebect Signafure Cipbons
[ Thas is & resdential acdress ALHI
S T | .otk
0 Ao Tk Bill trarmpodtation lo: | Sekct 51 tem - Moot it
endernformation | ST N '
d Cuttomer rderence | [ il handing
Charge pender SENDERMIZE - Ramps B PO
rurter v
Clment sender. Mphass
addl
Cobervile. TH 33017
Change setum addesy: | Cunent sendst - Iveica ruber -
Virw/Eck Shigmert 1D hd
Mighasis
i

Sender information

Change sender:
Cument sender:

Chanage retum address: Current sender
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Current sender

The Current sender serves as the default sender in the
Sender database.

If the sender has a shipping profile, the profile preferences
are applied. Refer to Customize for information on setting
preferences and creating shipping profiles.

To assign the Current sender:

1. Select Sender from the Databases menu.
The View Senders screen is displayed.

2. Select the sender you want as the default
sender then click Current sender button
to the right of the list.

3. Click OK.

Change sender

If the current sender shown on the Shipment details screen
is not the actual sender, select the correct sender from the
Change sender menu.

Change return address

To print the return address information on the shipping
label, leave the default as Current sender or select a
different return address from the Change return address
menu.

Expert

Sender detals
Cortact name: NAME
Compary name: COMPANY

Address 1: ADDRI
Address 2: ADDR2
Ciy: COLLIERVILLE
State: TN
Zp: 3017
Courtry: Us
Telephone: (575) 6565656

This s a residertial address

View Senders ==

Current sender Retum address

NAME nAME

COMPANY comeany

ADDRI ADDRT

COLLIERVILLE, TN 38017 COLLIERVILLE. TN 38017
Sender it

Searchfor:  Sender 1D v Equabs
‘Sender ID Cortact name Company name Address Cay State/Province

(8| SENDER107102 | Sanchez My Company Address 1 CIUDAD JUAREZ T
85| SENDER526559 | Smith Address 1 MISSISSUAGA on L
54 14569 John Doe Adress 1 VERNON HILLS L 1
SENDER750230 COMPANY ADDRI COLLIERVILLE 4

Broker 1D,

Intemational
Transborder distrbution:

Customlabel profies
Custom shipping label:
Customerlabel

[ ok J[ Ak ][ Adibycuplcaion

J [ VewEdt ][ Deele ][

NAME

DEFAULT
DEFAULT
DEFAULT

Number of items: 5

To assign the default for Return address:
1. Select Sender from the Databases menu. The View

Senders screen is displayed.

2. Select Return address check box at the top right of

the screen.

3. Select the sender you want as the default sender for
the return address then click Return address to the
right of the list.

4. Click OK.
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Package and shipment details

Enter specific package and shipment information
— such as service type, package type, dimensions
and more — in the Package and shipment details
section.

Required fields appear in bold type on the
screen and may vary depending on your origin,
destination and other shipment details.

To save time by setting preferences such as
package type, dimensions and service type, refer
Recipient Preferences and Shipping Profiles.

Advanced Expert

=" FedEx Ship Manager | - o ®
file Datgbases Customige Uilities  Integration |nbound  Passport  fedex.com  Help
m LT Freight | Track | Shipping it = | Address Book || Reports | Close Fedtx.
Shpment detals  Options  ShipAlet  Retum shipment Lo
Recipient information Package and shipment details
O shoto aroup [ inchuge o Retym Label [ bl Special Servicet
Recpient ID: |[AUTOUS v
e I8 | e ot cackavms: TN et pachoges
Country: ¥, tabe: | f Y
L = Weight: | 5 | Manvh
Cortisct name: [CAFE Automation | ]
Company name: | { e
Address 1:[10 FedEx Paonay | Puckings Aaatia
Address 2 [Baley Sation R ] Ship date: [01/27/2023 (]
Ackresa 3 | Espress oot Dectaed vaue: [5 )
Postal code: (32103 |88 StatesProvince CA | :
Cy:[5AN DIEGO ][]
Telephone: [[901) 2638433 ] e ]
3 View,/Ede Special Service Data
ocation 5 [565 ] Select Sigrature Options
[ This is & residential sddress AlH1 -
et o
[ sdo Track Bill transportation to: | Select an tem. | Pogt 8
Department notes: | hd
Customes reference: | | Addihanding
PO, mumber: ~l
Additional references
v
< >

Clearfields | Delete/Modify shipment | Repeat shipment | Oyemide prefs | Rate Qu

cte a

nd Transit Times

Package and shipment details

Number of packages: |1

Weight: |12

Ibs

ldentical packages
Man Wi

Service type: | 1 - FedEx Prioity Overnight® v

Package type: [[IUERLTE 1= ]

Package dimensions: | Select anitem...

Ship date: |01/27/2023

=

Declared value: | $

| UsD -

Saturday
[ Delivery
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| Package and shipment details

Package contains: ' Document @ Commodity/Merchandise
ldentical packages

Weight - bz Man Wt

Package dimensions:

Ship date:; 11/03/2017
Total camiage value: $0.00 -

Package and shipment details

Package contains: @ Document (71 Commodity/Merchandise
|dertical packages

Weight Iz Man Wt

Package dimensions:

Ship date: 11/03/2017

Document Description: Select anitemn... -

Total camiage value:; 20.00 -

Total Customs Value: | 20.00

Expert

The following fields and options display in the Package

and shipment details section:
« Number of packages

« Identical packages

+ Weight

« Service type

« Package type

« Package dimensions

« Ship date
o Saturday Delivery

« Declared value

Additional fields are available for international
shipments:

« Package contains

« Document Description

e Currency type

o Total carriage value

« Total Customs Value
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Number of packages

1.

Enter 1 or more. If you are shipping multiple packages, refer
to Multiple-Piece Shipments (MPS) for instructions.

If you are shipping more than one package and all packages
have the same weight, service type, and package type,
select the Identical packages check box. You do not have

to use the Multiple-Piece Shipment Information screen for
identical packages.

Package contains (International only)
This field displays two options for international shipments.

Click Document when shipping documents (e.g., reports,
financial records, correspondence).

Click Commodity/Merchandise when shipping
commodities or merchandise. Commodities may be
assessed duties and taxes, as well as require a Commercial
Invoice.

Refer to Meet International Requirements for detailed
instructions on shipping documents and commodities/
merchandise and preparing customs documents.

Identical packages

Identical packages in an international shipment must also have
the same carriage value.

Expert

Weight
1. Enter the weight of the package.
2. If there is more than one package in the shipment,

enter the weight of the first package or the total
shipment weight.

3. If you are preparing an international shipment or an
intra-Canada shipment, select the weight type (Ibs or

kgs).

The weight limit on FedEx Home Delivery packages has been increased to 150
Ibs which helps you deliver larger packages with weight greater than 70 Ibs.,

@ Commodity/Merchandise

Package contains: (' Documert

|dentical packages

Weight - bz Man Wt

Package dimensions:
Ship date: 117032017

Total camiage valus: £0.00 -
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Service type

Select a FedEx® service from the Service type menu. In the
Service type drop-down menu on the Package and shipment
details screen, the U.S. services are displayed alphabetically in

ascending order. The available U.S. services listed depend on the

shipment’s destination ZIP code.

For FedEx service definitions and commitments, refer to the
FedEx Service Guide at fedex.com.

Package type
1. Select a FedEx package type or select 1-Your Packaging.

2. The Package type menu includes multiple package types to

meet clearance requirements for the following shipments:
« betweenthe U.S. and Canada
« fromthe U.S. to Puerto Rico
« from Puerto Rico to Canada

Package dimensions

The Package dimensions field activates when you select
1-Your Packaging as the Package type. You can select preset
dimensions or enter dimensions manually.

Note: To save preset dimensions in your Dimensions database, refer to Database
Functions.

Expert

« The minimum package dimensions are 1"x1"x1" for FedEx
Express® shipments.

« The order of the package dimensions is automatically
corrected before you receive a courtesy rate quote. FedEx
Ship Manager Software automatically assigns the largest
dimension to Length, the second largest to Width, and the
third largest to Height.

« Based on the dimensions provided, the dimensional weight
for the shipment is determined. If the dimensional weight
is more than the actual shipment weight, the dimensional
weight is displayed at the bottom of the ship screen next to
the rate quote amount.

Note: Shipping dimensions are no longer required for all international shipments.

Package and shipment details

Package contains: (® Document () Commodity/Merchandise
Number of packages- |1 |dentical packages
Weight: |1 [lbs ~| Manwa
Service type: | Z - FedEx International Priority® “
Packaage type- | Other Packaging v
Package dimensions: £ - Enter Dimens V|
Ship date: |06/30/20] Enter Dimensions
Document Description: :I
Total camiage value: |$0.00 Length: _I
Total Customs Value: | $0.00 Width: l:l
Height: l:l
Cancel
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Ship date

The Ship date is the date you give your package to
FedEx.

To change the ship date:

1. Click E2l calendar to select a future ship date. The
View/Edit Ship Date screen is displayed.

2. Select a future ship date and click OK. You can ship
FedEx Express up to 10 days from current date.
FedEx Ground allows any number of days in the
future as ship date. FedEx Home Delivery operates
7 days a week with deliveries to most residences
on Saturday and many on Sunday.

3. If you are shipping only one package with the
future ship date, select Apply to this package only.
The ship date automatically returns to the current
date when you complete the future shipment.

4. If you are shipping more than one package with a
future ship date, change the ship date back to the
current date after you ship each package with the
future date.

Saturday Delivery

Select Saturday Delivery to deliver your FedEx
Express shipment on Saturday, if applicable. This
option displays when available for your ship date,
service type, and destination.

Advanced Expert

Package and shipment details

Package containg: @ Document ) Commodity/Merchandise
Number of packages: 1 |dentical packages
Weight: 1 kgs = Man Wi
Service type: [IE=E A E G EREE N -
Package type: Other Packaging -
Package dimensions:
Ship date: 01/27/2017
Diocument Description: Select an item. . -
Total camage value: $0.00 Usb- -
Total Customs Value: £0.00 LSO -

Saturday
([ Delivery

Document Description (International only)

If you are shipping documents such as letters, statements,

or reports to an international destination, select a customs-
approved Document Description that best applies to your
document. If the appropriate description for your document
is not listed, enter your own description in the free-form field,
up to 135 characters.

The complete description prints on the Commercial Invoice
or the Proforma Invoice, and the first 60 characters print on
the shipping label.

Refer to Meet International Requirements for more
information on shipping single and multiple documents.
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Currency type

Select the currency type for the carriage value.

For FedEx Express shipments, the menu displays all currency
types allowed by the destination country.

Declared value

The FedEx limits of liability stated in the FedEx Service

Guide applies unless you enter a higher amount. There is an
additional fee to declare a higher value. Enter the declared
value for packages within the U.S. and Canada or the carriage
value for international shipments. If a FedEx Express or FedEx
Ground domestic shipment or a FedEx International Ground®
shipment contains more than one package and all packages
are identical, the declared value entered in this field is the
declared value for each individual package. If a FedEx Express
international shipment contains more than one package and
all packages are identical, the declared value entered in this
field is the total declared value for all of the packages.

Increased maximum declared value amount for FedEx
Ground and FedEx Home Delivery®

FedEx Ground and FedEx Home Delivery return shipments

of fragile or extraordinarily valuable items may now request
increased declared value of up to $1,000 for print, email and
manual PRP labels, and up to $50,000 for FedEx Ground® Call
Tag shipments.

Note: Currency type for Latvia (LV) and Lithuania (LT) is updated to the Euro (EUR).

.
Essentials Advanced Expert
= FedEx Ship Manager | o =) x
E Detabazes Customize Utiities  Integration  Inbound  Passport  fedexcom  Help
m LTLFreight Trsck Shipping list = Address Book Reports  Close Mx
Shipeert detsls  Options  Shipilert
Recipient information Package and shipment details

O aeteome [ ipshud: 2 Flctum Label
Recpient ID: |AUTOUS
Country: | LS - Ursted States
Cortact name: [CAFE Atomation

[ bald
-

Comgany name:
Address 1:|10 FedBx Patoway

Weight; | 12

Humbser of packages: | 1 dertical pack soe
Man Wt

Service type: [ 1 -Vei:-.hw O wrraght®

Pasckags tms; | 1 - Vo Packagng

Package dmensions: | Select an tem. ~|

Address 2 [Babey Station Rd Ship date: [ 1270672022
Acenn 3 gy et v, [T
Postal code: | 52103 # State/Province: T4 |
Gity:|SAN DIEGO |
Telephone: [1301) 263:9433 Be: | |
Location & | 535
[ This is a resicential aciress AlH1
[ Save inftpdate my address book Billing details
[ 2o Tracks Bill tranaportation ta: | 1 - Sendst
Department notes: | ~|
senderinformation | IN——
Change sendar [Ramya b PO, e
et s ::‘:’, Additional references
Colerille, TH 38017
Change sstum ackdress. | Cunent sendes - weice number: |
View Bt Srpmert 0
Mehass Package corterts 1 |
addl T
Coberrle, TH 35017 Package cortents 2|

[=]

Gpocial Services

[W] Aconoe Beverage
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Advanced Expert

Total carriage value

Enter the Total carriage value for your shipment. The carriage
value is the maximum liability of FedEx for loss, delay or
damage to the shipment.

For information about maximum carriage values, applicable
fees and terms governing FedEx liability, refer to the FedEx
Service Guide at fedex.com.

Total customs value (International only)

Enter the Total Customs Value for international document
shipments.

The minimum customs value is US/CAN $1 for shipments to
Armenia, Australia, Azerbaijan, Belarus, Canada, China, Czech
Republic, Georgia, Indonesia, Japan, Kyrgyzstan, Moldova,
New Caledonia, New Zealand, Papua New Guinea, Philippines,
Russia, Slovak Republic, Turkmenistan, and Uzbekistan.

FedEx Ship Manager Software expands the FedEx® Third Party
Consignee chargeable special service to Vietnam allowing you
to mask the carriage and customs values on the air waybill and
have the Commercial Invoice detached from the shipments.

FedEx Ship Manager Software expands the FedEx Third

Party Consignee service option globally to include Canada

and the Europe, Middle East and Africa region. The software
also enhances the FedEx Third Party Consignee features of
service by matching them to the international express services
Features of Service.

For more information about customs value, refer to the FedEx
Service Guide at fedex.com.
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Billing details

The Billing details section of the Shipment details
screen offers comprehensive and flexible features to
facilitate easier billing.

Required fields appear in bold type on the screen.
Save time and keystrokes by setting your billing
preferences. Refer to Recipient Preferences and
Shipping Profiles for detailed instructions.

The following fields display in the Billing details section

Bill transportation to | Acct #
Bill duties/taxes/fees | Acct # (International

only)

Department notes

Customer reference
Add’l handling

Expert

File Databases Customize Utilities Integration Inbound fedexcor

LTL Freight  Track Shippinglist = AddressBook Reports  Close

hipment details | Options | ShipAlet | Retum shipmert

F Recipient information

Address 1: 10 FedEx Parkway
Address 2: Baliey Station Rd

Postal cade: 52103 84 State/Province: c&
Gity: SAN DIEGO -
Telephone: (301) 263:8433 e

Logation #: (555

in/update my address book

m  Help

fedex.com

7] Ship to group. [ Include 3 Retum Label [F] Hoid
Number of packages: 1
Country: US - United States - Senvice toc: BT
Cortact name: Package type: | ©
Company reme: [ NN Package dmensions: | 5

Ship date: 11/02/2017

Declared vaiue: §

Depar

F.O. number:

Invoice ruml ber.

ok
. . 5
Sender information

Customer reference:

Change sender: -

Curent sender
Change refum address:  Current sender -
View/Edit

‘Shipment 1D

Package and shipment details

Identical packages

Man Vi

UsD

0] This s & residential address ALHT | E—— Auto Tk

Bill transportation to: Select an item. v Acc i

~ [ Addhanding

Additional references

Special Senices

View/Edit Special Service Data
Select Signature Options

Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times

Multiple-pice shipment

Thursday, November 02, 2017 3:24 PM I

Billing details

Custamer referen

Bill shipment tu:|3-BiIIThird Faty =| Acct #:|123455?39 v|

Department notes: I

=]

ce:l

BEMA Mumber: |‘|23.-1.5

™ Link to Outhound
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Bill transportation to | Acct #

Select the account to bill for the shipment. Enter the FedEx
billing account number if the Acct # field does not populate
automatically.

Note: For multiple-piece shipments, complete the required billing information

before you enter information on the Multiple-Piece Shipment Information
screen.

Bill duties/taxes/fees | Acct # (International only)

Select the account to bill for the shipment’s duties, taxes
and fees for international commodity shipments. Enter the
FedEx billing account number if the Acct # field does not
populate automatically.

Department notes

FedEx Ship Manager Software allows you to assign billing
for your shipments to a specific department of your
company.

To assign a department:

1. Enter or select a Department ID from the Department
notes menu.
Note: You can add, view, edit, and delete departments in the Department
database. You can also print department reports. To access the database,

select Department/Notes from the Databases menu and refer to Database

Functions.

2. If you enter a new Department ID in the text field, the
View/Edit Department screen displays.

3. Enter Department Name.
4. Click OK to save the new department in the database.

Note: To change the Department notes field name, refer to Customize
Fields.

Expert

Reference fields

Enter or select reference information, such as Customer
reference and P.O. number, to print on the shipping label. This
information can also be used to track packages.

For U.S. shipments — Customer reference and one
additional reference field are available. Additional
reference fields are available on the Options screen.

For international shipments and intra-Canada shipments
— Customer reference is available. Additional reference
fields are available on the Options screen.

Note: You can add, view, edit and delete references in the Reference database.
You can also print reference reports. To access the database, select Reference
from the Databases menu and refer to Database Functions. To customize the
reference field names, refer to Customize Fields.

Additional handling

1. Click Additional handling to override your handling charge
defaults. The Additional handling charges screen displays.
Note: This option activates only if you have set handling charge defaults in your
shipping profiles. Refer to Shipping Profiles.

2. Make changes to the fixed and variable amounts
as necessary for your shipment.

3. Click OK to save your changes.

Additional handling charges (===
[ Fixed amourt 50.00 usD
[¥] Variable amount 20 EA B 1y shipping charges and surcharges -
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Address book

Save time and automate shipping by creating a unique
Recipient ID for each recipient in the Address Book.

You can add, view, edit, and delete recipients in the
Address Book. You can also print recipient reports.

To access the Address Book, click the Address Book tab
or select Recipient from the Databases menu.

For detailed instructions on importing and exporting
recipients, refer to Databases.

Refer to the following information in this section to:

« Add a Recipient when Shipping

« Address Book Search

» Setting Recipient Preferences

« Address Checker

Essentials

Advanced

Expert

View Address Book
Recipient ist

Searchfor:  Contact Name

~  Containg ~ = John Doe

=

AC Status Recipiert ID Company name Corttact Name

Address 1 Ciy

State Zip/Postal  Country

US Company

123 Main Street Collierville

@ Checked ® Pending

Company name: US Company
Address 1: 123 Main Street

Third party billing account rumbers
Eill shipmenit account number.

Bill duties.taxes.fees account number:

International information

Address 2
Lot State Tax ID
Cty: Colievile el
Site: TN Zp: 38017 froker D:
The shipper and recipiert are related parties
Telephone: (301) 2639423 Ext
Emal Address: john doe@mycompany com FodE x Shiphl®
Netfication Language: Enlsh Emal address
Faxrumber: ) - Other 1:john doe@mycompany.com
Accourt rumber: Other 2
This s 2 residertial adchess
This is 2 Braziian residert
ok | [ Shpto | [Rewmfom | [ Add | [ Addbydupicaton | [ View/Edn | [ Delete | [ Pt

Notfication Langusge
Engish
Engish

Mumber of items: 1 .-
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Add a recipient when shipping

You can save a new recipient to the Address Book on
the Shipment details screen.

1. Enter a new Recipient ID in the text field in the
Recipient information section on the Shipment
details screen.

Note: The Save in/update my address book option is checked
automatically when you enter a new Recipient ID.

2. Enter the required recipient information.

3. Enter the remaining required information for your
shipment.

4. The new recipient is saved in your Address Book
when you process the shipment.

Advanced Expert

Recipient information

[] Ship to group
Recipient |D:
Country:
Contact name:
Company name:
Address 1:
Address 2:

Address 3:
Postal code:

City:
Telephone:

[] Include a Retum Label [ Hold
AUTOUS v 3%

US - United States v
CAFE Automation

10 FedEx Parkway

Baliey Station Rd

(Express Only)
92103 | #& State/Province: C&
SAN DIEGO v«
(901) 263-9433 Ext:
Location #; 555

[] Thisis a residential address Al-H1
] Save in/update my address book
[ Auto Track
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Advanced Expert

Address book search

Search for your recipient in one of two ways: — e
Enter search critesia Searchtips
« Search when Shipping Recpient d: | Use  compinaion o sy ofth search
Country: [ Select an tem.. i ’
L4 Sea rCh the Add reSS BOOk Contact name: Use the asterisk wild character () to search for partial
Compary name: e T
Address 1: field.Fields are not case-sensitive
City:
Search when shipping Ste/Province: .
. . . . Zip/Postal code:
1. On the Shipment details screen, click binoculars —

next to the Recipient ID field. The Search Address
Book screen is displayed.

Searchresults [Matches found 0]

Zip/Postal

Recipient Id Compary name Contact name Address City State/Provir code Country

2. Enter your search criteria in any field or select from
the Country and State/Province menus.

3. Select the maximum results you want displayed
and click Search. The search results and number of
matches display.

4. To ship to arecipient from the search, select the Shpto

recipient and click Ship to. The Shipment details
screen automatically populates with the recipient
information.

5. Enter the remaining required information to complete
your shipment.
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Search the address book

1. Click Address Book tab or select Recipient from the
Databases menu. The View Address Book screen
displays.

2. Select afield from the Search for menu (e.g., City)
and enter the search criteria in the text box (e.g.,
Memphis).

3. Click Search. The first occurrence of a recipient that
meets your search criteria appears on the Recipient
list.

4. To ship to arecipient from the search, select the
recipient and click Ship to. The Shipment details
screen automatically populates with the recipient
information.

5. Enter the remaining required information to
complete your shipment.

Using wild card characters

For more powerful search capabilities, enter wild card
characters (such as an asterisk*) in any text field(s) on
the Search Address Book screen.

« Searches are not case-sensitive. For example, if you
enter M* in the City field, all recipient cities that
begin with either M or m are returned by the search.

« Any field left blank or unselected is not included in
the search criteria.

Advanced Expert

View Address Book (=
Recipient kst

Searchfor Contact Name + Cortains v = John Doe

AC Status Recipient D Company name Cortact Name Address 1 City State: Zp/Postal  Country
P UsGmey e ke ol
@ Checked ® Pending

Recipient detals
Country: US Third party billing account numbess.
Corttact name: John Doe Bill shipmert account number:
Company riame: US Company Bil duties axes fees accourt number:
Address 1: 123 Main Street
Address 2
Location #:
City: Collervile
State: TN Zp:  38017-
Telephone: (301) 263-9433 Ext:
Emai Address: john doe@mycompary com AL
Notfication Language: English el o —
Facnumber: () - QOther 1 john.doe@mycompany.com Engish
Account number: Other 2: English

This is a residential address
This is & Brazilian resident

International informabion
State Tax D
TaxID
Broker ID!

The shipper and recipient are related parties

oKk | [ stipte | [Reumiom | [ Add ][ Addbydupicaton | [ VewEdt | [ Deete | [ Pt

MNumber of items: 1
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Setting recipient preferences

You can customize recipient preferences in your Address
Book and set shipping preferences for details such as service

Note: Recipient preferences override sender preferences
that have been selected in Shipping Profiles for the
same field.

type, package type, and payment type.

To set recipient shipping preferences:

1.

Click Address Book tab or select Recipient from the
Databases menu. The View Address Book screen
displays.

For an existing recipient, select the recipient, and click
View/Edit. The View/Edit Recipient screen displays.

For a new recipient, click Add. The Add Recipient screen
displays.

On either screen, click Recipient preferences. The View/
Edit Recipient Shipping Preferences screen is displayed

Click 1-Domestic field prefs for U.S. and Canada
domestic recipients or 2-International field prefs for
international recipients.

Select the field to set a preference, such as FedEx
Express Package Type.

Click Constant as the Behavior and select a field value,
such as 4-FedEx Box. This value automatically populates
this field on the Shipment details screen when you select
this recipient. You can press F11 to override this value

Click OK to save your recipient preferences.

View/Edit Recipient

Enter recipient infomabon

Recipient ID: | US
Country: US - Urited States
Contact name: John Doe
Company name: US Company
Address 1: 122 Main Street
Address 2:
Location #:
City: Coliervile
State/Province: TN - Tennssses
Zip/Postal: 38017~
Telephone: (901) 263-5433 Ext
Email Address: john.doe@mycomparny.com
Notffication Language: English
Faxnumber: ( ) -
Account number:

] Thisis a residertial address

‘Skip address checking

OK | [ Recipient preferences | [ Cancel

Third party billing account numbers

Bill shipment accourt number:

Bil duties taxes fees account number:

International information

Tax ID:
Broker ID:
The shipper and recipient are related parties
FedE x ShipAled®
Email address Notffication Langusge
Other 1:  iohn.doe@mycompany.cor  English

Cther 2, English
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FedEx Ground and FedEx Home Delivery
enhancements (U.S. Addresses Only)

Expert

File Datsbases Customize Utilities Integration Inbound fedex.com  Help

FedEx Ground and FedEx Home Delivery enhancements

and address validation improvements (U.S. addresses only) St e ] ] e

offer you business and residential classification for your
shipments, and provide visibility specifically into FedEx Ground

special service options available for your designated delivery D . S

Corttact name: Packaae type:

d d company name: [ Package dimensions:
a resses. Address 1: 10 FedEx Parkway Ship date: 11/02/2017
Address 2: Baliey Station Rd Declared value: § UsD

Key enhancements include: Pl code

Gity: SAN DIEGO
Telephone: (901) 2639433

o Address Checker enhancements.

Sender information

records.

« Visibility to applicable special service options for both

[ shotogow [ Include @ Retum Label [C] Hold

Package and shipment details Shorteuts

Special Services

FedEx.

Number of packages: 1 Idertical packages

State/Province: C
View/Edit Spex

Location &: 555 Select Signature Options

« Business/residential classification based on our available ey Billanspotaionto; Séecmien.. - Acsd

Department notes: -
Customer reference - Add1 handing
PO number ~

Additional references

cial Service Data

FedEx Ground and FedEx Home Delivery. ez B

+ FedEx® Collect on Delivery (C.0.D.), Hold at FedEx Location
and hazardous materials shipments are allowed via FedEx s Doty i
Ground residential service. (Hazardous material shipments
are not for Canada domestic/international or international
direct distribution).

+ These services return the estimated delivery date as a
calendar date.

« The weight limit on FedEx Home Delivery packages has
been increased to 150 Ibs., which helps you deliver larger
packages that weigh more than 70 Ibs.

+ FedEx home delivery operates 7 days a week with deliveries
to most residences on Saturday and many on Sunday.

Errors/Messages
The Recipient address was not found by the address checking service

Recipient Address Results

Differences in the results and the address you erered are noted in purple.
You Entered Suggested

02, 2017 3:24 PM

Contact CAFE Automation CAFE Automation
Company DASGA DASQA
Phone 3012639433 9012639433
Address 1 Address Lins 1 2 ADDRESS LINE
Address 2 Address Line2
Ciy: Toronto TORONTO
State/Province oN oN
Postal Code MIM 1M1 MiM M1
Country: cA cA
Type BUSINESS

Keep Original Use Suggested

Please Note:

- Results provided bythe FedEx Address Cheeker are belived to be reliable, but not guaranteed, Comect completion of
shipping documents is the respansibilty of the customer, If the delivery address is later idertiied as residential, you could
receive a residertial surcharge

+ FedEx Address Checker does not support or recognize individual /personial names. but may check an address by
matching company names that comespond to street addresses,

+ For details on how FedEx Address Checker checks your address and other important information, see the help menu.

Click on the « symbol to access the address checker screen.
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Address book conversion solution

FedEx Ship Manager Software provides a simple and
seamless solution for you to convert, import, and
share address book information between FedEx Ship

Manager Software and FedEx Ship Manager® at fedex.

com applications, and from competitors’ shipping
applications.

When importing and exporting address book
databases, you must use a template to define the file
layout of the source file. Before you import or export
a database, select a template, and carefully view the
contents.

FedEx Ship Manager Software contains the following
templates:

« Import templates from FedEx Ship Manager at
fedex.com, UPS.com and UPS WorldShip® into
FedEx Ship Manager Software.

+ Export template from FedEx Ship Manager
Software into a FedEx Ship Manager at fedex.
com format.

Note: FedEx Ship Manager Software requires each address record to
have a unique identifier and phone number. If this information is missing
from the address book file being imported, the import templates create
a unique record identifier and default the missing phone number to

ten 1s. You must update the address records with the correct phone
number.

Expert

Key considerations

Some important aspects of the Address Book Conversion
Solution are:

Export a UPS.com or UPS WorldShip address book
database using the .csv file format.

Do not open any exported address book file before
importing it into FedEx Ship Manager Software.

Note the location of your exported address book file
(e.g., desktop) before you import it into FedEx Ship
Manager Software.
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Converting FedEx Ship Manager at fedex.com address
book to FedEx Ship Manager software

To convert your recipient address book from FedEx Ship
Manager at fedex.com:

+ Export your address book from FedEx Ship Manager at
fedex.com.

+ Import the FedEx Ship Manager at fedex.com address
book into FedEx Ship Manager Software. Follow the
instructions below to perform the conversion.

Importing FedEx Ship Manager at fedex.com address

book into FedEx Ship Manager software

1. Export your FedEx Ship Manager at fedex.com address
book to your computer. Note the location where this file
is saved on your system.

2. Toimport the FedEx Ship Manager at fedex.com address
book into FedEx Ship Manager Software, launch FedEx
Ship Manager Software.

3. Select File Maintenance | Import from the Databases
drop-down menu. The File Maintenance — Import screen
is displayed.

4. Select the appropriate template from the Templates
drop-down menu.

5. Click Browse and locate the file you saved on your
computer.

6. Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File name
drop-down menu.

7. Click Open and then click OK.

Advanced Expert

Converting UPS.com address book to FedEx Ship
Manager software

To convert your recipient address book from UPS.com:
+ Export your address book from UPS.com.

« Import the UPS.com address book into FedEx Ship
Manager Software. Follow the instructions below to
perform the conversion.

Importing UPS.com address book into FedEx Ship

Manager software

1. Export your UPS.com address book to your computer.
Note the location where this file is saved on your
system.

2. Toimport the UPS.com address book into FedEx
Ship Manager Software, launch FedEx Ship Manager
Software.

3. Select File Maintenance | Import from the Databases
drop-down menu. The File Maintenance — Import
screen is displayed.

4. Select the appropriate template from the Templates
drop-down menu.

5. Click Browse and locate the file you saved on your
computer.

6. Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File
name drop-down menu.

7. Click Open and then click OK.
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To convert your recipient address book from UPS
WorldShip:

Export your address book from UPS WorldShip.

Import the UPS WorldShip address book into FedEx
Ship Manager Software. Follow the instructions below to
perform the conversion.

Importing UPS WorldShip address book into FedEx Ship
Manager software

1.

Export your UPS WorldShip address book to your
computer. Note the location where this file is saved on
your system.

To import the UPS WorldShip address book into FedEx
Ship Manager Software, launch FedEx Ship Manager
Software.

Select File Maintenance | Import from the Databases
drop-down menu. The File Maintenance — Import screen is
displayed.

Select the appropriate template from the Templates
drop-down menu.

Click Browse and locate the file you saved on your
computer.

Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File name
drop-down menu.

Click Open and then click OK.

Expert

Converting UPS WorldShip 2011 address book to
FedEx Ship Manager software

To convert your recipient address book from UPS
WorldShip 2011:

+ Export your address book from UPS WorldShip 2011.

« Import the UPS WorldShip 2011 address book into
FedEx Ship Manager Software. Follow the instructions
below to perform the conversion.

Importing UPS WorldShip 2011 address book into

FedExShip Manager software

1. Export your UPS WorldShip 2011 address book to
your computer. Note the location where this file is
saved on your system.

2. Toimport the UPS WorldShip 2011 address book into
FedEx Ship Manager Software, launch FedEx Ship
Manager Software.

3. Select File Maintenance > Import from the Databases
drop-down menu. The File Maintenance — Import
screen is displayed.

4. Select the appropriate template from the Templates
drop-down menu.

5. Click Browse and locate the file you saved on your
computer.

6. Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File
name drop-down menu.

7. Click Open and then click OK.
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Converting FedEx Ship Manager software address
book to FedEx Ship Manager at fedex.com

To convert your recipient address book from FedEx Ship
Manager Software to FedEx Ship Manager at fedex.com:

+ Export your address book from FedEx Ship Manager
Software.

+ Import the FedEx Ship Manager Software address book
into FedEx Ship Manager at fedex.com. Follow the
instructions below to perform the conversion.

Exporting address book from FedEx Ship Manager
software
1. Launch FedEx Ship Manager Software.

2. Select File Maintenance > Export from the Databases
drop-down menu. The File Maintenance — Export screen
is displayed.

3. Select FEDEX.COMRECEXP from the Templates drop-
down menu.

4. Click Browse and determine the location where you
want to save your file. Note the location of the exported
file.

5. Inthe Output file field, name your file.

6. Click Open. Your file is saved with the default extension
*.CSV.

7. Go to fedex.com.

8. Select Create Shipment from the Ship drop-down menu
and login to FedEx Ship Manager at fedex.com. The Ship
screen is displayed.

Advanced Expert

9. Select Address Book from the My Lists drop-down
menu. The Address Book main screen is displayed.

10.Select Import/Export from the Import/Export drop-
down menu. The resulting Address Book screen is
displayed.

11.In the Choose action section, select Replace address
book check box for your import option if you want to
replace an existing address book. Otherwise, accept the
default, which is Add to existing address book.

12.In the Import as section, select Recipient as the
import type.

13.In the File to import section, click Browse to find the
filename of the address book you exported in the
Exporting Address Book from FedEx Ship Manager
Software section described above.

14.Select FedEx Ship Manager Software (.CSV file) from the
Select file type drop-down menu.

15.Click Import at the bottom of the screen.

Note: If you have any questions about these solutions or need assistance using
FedEx Ship Manager Software, please call the FedEx Ship Manager Technical
Support Center at 1.877.FDX Assist 1.877.339.2774. Since this system is voice-
activated, say “FedEx Ship Manager Software” when prompted. Use of this new
software version is subject to the terms of the FedEx Automation Agreement you
executed to receive FedEx Ship Manager®.
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Group shipments

When you ship to a group of recipients, enter shipping
information once and FedEx Ship Manager Software
automatically prints shipping labels for each recipient.

The Service type, Package type, and Ship date must be
the same for each recipient in a group. All recipients must
already be saved in the Address Book.

Note: When you send a multiple-piece shipment to a group, you receive
multiple shipping labels for each recipient. Refer to M ultiple-Piece
Shipments (MPS) for details.

Refer to the following information in this section to:
« Ship to an Existing Group

« ShiptoaTemporary Group
« Add a Group when Shipping

o Setting Group Preferences

Note: You can add, view, edit, and delete groups in the Groups database. You
can also print group reports. To access the database, select Groups from the
Databases menu or refer to Database Functions.

Expert

File Databases Customize Utilities Integration Inbound

fedexcom  Help

LN LTLFreight Track | Shippinglist = Address Book | Reports  Close  fedex.com

Shipmert details | Options | ShipAlert
Recipient information

[ Include & Retum Lebel Hold

Shipto aroup.

Group 1D -

Description

Sender information

Change sender. -
Curent sender:

Change retum address:  Curment sender -

Package and shipment details

Number of packages: dentioal packages
Weight : Ibs Man Wt
Service type:
Package type:
Package dmensions
Ship date: 11/02/2017

Declared valus: $0.00

Billing details
Bill transportation to: Select an item. - #H:
Department notes: -

Customer reference - Add1 handling

Additional references

Invoice number: -

Shipment ID: -

Shortcuts

FedEx

Special Services

View/Edit Special Service Data
Select Signature Options

Auto Track

Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times

Multiple-piece shipment

Thursday, November 02, 2017 3:27 PM |
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Ship to an existing group
1. Select Ship to group check box on the Shipment details
screen.

2. Select the group from the Group ID menu.

3. Enter the remaining required information to complete
the shipment.

4. Click Ship to process the group shipment.

Ship to a temporary group
1. Select Ship to group check box on the Shipment details
screen.

2. Select Create/Modify a temporary group
from the Group ID menu. The View/Edit
Group screen is displayed.

3. Click the group filter: Domestic or International.

4. Select the recipients from the Recipients available for
this group list and click Add, or click Add all to add all
recipients to the group.

5. Click OK after you select all recipients for the group.
The Shipment details screen displays with the
temporary group information.

6. Enter the remaining required information to complete
the shipment.

7. Click Ship to process the group shipment.

Note: Temporary groups are not saved in the Group database.

Essentials Advanced Expert
File Databases Customize Utilities Integration Inbound fedexcom  Help
00 LTLFreight Track Shipping list ~ Address Book | Reports  Close  fedex.com Mx
Recipient information Package and shipment details Shortcuts

W] Ship to aroup

[ Include a Retum Label

Deserbton: [ Groun o

Croate/Modiy & temporaw goup

Held

aroup 10: | I -

Group

Special Services

Number of packages-
Weicht- Ihs: Man Wi

Identical packages

Name

Change sender.
Curent sender:

Change retum address: ~ Cument sender

sender information

Fackage dimensions

Ship date: 11/02/2017 -
Declared value: $0.00

View/Edt Special Service Data
Select Signature Options

Billing details
Bill transportation to: Select an tem hd E:
Department notes: -

Auto Track.

Customer reference - Add handiing

Additional references

Invoice number: -

Shipment ID: -

Clear fields | Delete/Modify shipment | Repeat shipment

Override prefs | Rate Quote and Transit Times

Multiple-piece shipment

Thursday, November 02, 2017 3:25 PM |
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Add a group when shipping
. Select Ship to group check box on the Shipment details

screen.
2. Enter anew Group ID in the Recipient ID field and press e =
Tab. The View/Edit Group screen is displayed. Enter oo
3. Enter a description for your group. Gum 0 [EN F":';:"IE,:;';;‘!’C'”I‘““’““““
4. Click the group filter: Domestic or International. R
5. Select the recipients from the Recipients available for T
this group list and click Add, or click Add all to add all ";j:f:‘“”‘a*'""“’“ — “;j:::"“"’““ —
reCipients to the group' A‘ETOLIS CC:FZasJ:n:on ;:.:CEIA 8 e o
6. Click OK after you select all recipients in the group. i
The Shipment details screen displays with the group
information.
7. Enter the remaining required information to complete the
shipment.
8. Click Ship to process the group shipment. q—— ' g—r— '
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Setting group preferences

If a standard or special service option is not available for a S =
recipient in a group shipment, an error label prints for that Shipping Profle Code: | DEFAULT
recipient. To prevent this error, set group preferences in your
shipping profiles.

Description: | Defautt Domestic Shipping Profile

= =

- FedE = Shipalert/Motification Preferences | 5 - Ground Preferences | E - SmartPost Preferences |

- Field Preferences | 2 - FedEx Express Preferences i3 - Group Shipping Preferences |

1. Select Shipping Profiles from the Customize menu. 5:':::99':'1:’3“79&f«Fafxﬁmsm
edE x Standard Ovemight
2. Select the shipping profile you want to modify and click © Upgradsto Fedx Prrty Ovemight
VleW/Edlt () Downgrade to FedEx 2-Day
) @ Mone
3. Click 3-Group Shipping Preferences tab. ThusdoFedE 2 DaptorSobyDebey
4. Select to upgrade or downgrade services automatically for ) DonmarseoFecEx e o Hendey el

an indiViduaI reCipient in a group Shipment' Friday FedE x Priority Overnight for Sabuday Delvery

. . . . . () Downgrade to FedEx Priority Ovemight for Monday Delives
« Upgrade - If a service is not available for a recipient, ® Moo s
click Upgrade to assist in getting the package to arrive
on time. In most cases, an upgrade costs more than

the service selected for the group shipment.

FedEx Home Delivery

. . . . . _ Change to FedEx Home Delivery/Change to FedEx Ground (Home Delivery Special
° DOanrade —_ H: a service iIs not ava”able for a reC|p|ent, izir:riggj: Appointment Delivery, Signature Service, Evening Delivery & Date Certain, will be
click Downgrade to avoid incurring an additional fee ® None

to upgrade the service. In most cases, the package is

delivered one or two days after the service selected for
the group shipment.

« None-Click None if you do not want to upgrade or
downgrade a service.

5. Click OK to save your group preferences.

Page 39



Manual reconcile

The Manual Reconcile feature allows you to perform a system
reconcile on the FedEx Ship Manager at your convenience.

To perform manual reconcile:

1. Click Utilities and select Manual Reconcile.

2. The software now starts the reconcile process and gives you
the updated information once the process is completed.

FedEx Address checker

FedEx Address checker enables you to validate the accuracy of
recipient address information for all FedEx services.
With FedEx Address checker you can:

« Check recipient addresses and provide alternatives for
incorrect addresses.

« Determine whether our records indicate a U.S. address is
commercial or residential.

 Check U.S,, Canadian, and Puerto Rican addresses.

Refer to the following instructions to use the FedEx Address
Checker:

« Set Preferences

« CheckIndividual Recipients

Expert
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File Databases Customize Utilities Integration Inbound fedexcom Help

LTL Freight | Track | Shippinglist ~ AddressBook Reports | Close | fedex.com

Shipmert details | Options | ShipAlert | Retum shipment

! Recipient information Package and shipment details

[ Ship to aroup [ Include a Retum Label [T Hold

Save in/update my address bok

- Number of packages: 1
AUTOUS - Weidh- =
Country: US -Unked States - Senvice hype:
Contact name: Package bype:
Company neme: [ Package dimensions.
Address 1: 10 FedEx Parkoway Ship date: 11/02/2017
Address 2: Baliey Station Rd Declared valve: $
Postal code: 92103- [#8] State/Province: 4 -
City: SAN DIEGO -
Telephone: (301) 2635433 Bt
Location #: 555

] Auto Track Bill transportation to: Select an item
. . Depatmert not
Sender information
er
Change sender -
Curent sender
Change refum adéress:  Current sender - nvoice number.

[7] Thig iz a residertial address AlH1 | Ty

v Acctit

+ [ Addihanding

shorteuts

FedEx

View/Edt Special Senvic Data
Select Signature Options

Auto Track

Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Time:
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Set preferences
To select FedEx Address Checker preferences:
Select FedEx Address Checker from the Utilities menu.

Select Preferences from the secondary menu. The
Customize Address Checker screen is displayed.

Select one of the following options to validate your address
selection:

1.
2.

Display possible addresses if a match is not found A
maximum of 3 address results display at one time on
the FedEx Address Checker Results screen. Choose to
keep the original address, use the new address data, or
cancel the results and return to the origination screen.

Display addresses in upper and lower case (e.g., 100
Main St.).

Automatically accept postal standardization changes
— This option allows you to check addresses with little
impact to your shipping process. For example, if the
street name is misspelled, you do not have to accept
the change. FedEx automatically corrects the spelling.

Note: FedEx Address Checker does not support or recognize individual or personal
names, but may check an address by matching business names that correspond to

street addresses.

Expert

Customize Address Checker @

[T Automatically accept postal standardization changes
[ Automatically check addresses on Ship screen
[] Automatically check addresses on LTL Freight screen
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Check individual recipients

FedEx Address Checker allows you to check individual h FedE>:
recipient addresses. Look for the FedEx Address Checker
Recipient information

check mark | to the right of the Address 1 field on the o i om v

Shipment details screen and on the Add Recipient and View/ 2] I Pty

Edit Recipient screens in the Address Book. | T

Cempary rzme: [ NN Fackage dmensions:
Select a recipient in one of the following ways: s e i
. . . . .. Postal code: 52103 sme/hovirm:m -
« Select an existing Recipient ID or enter new recipient L — ) -
information on the Shipment details screen. ERTTI i [

Save in/update my address ook uto Track
Dr’-‘ma'ﬁack Bill transportation to: Select an item. ~ Acct #:

+ Select an existing recipient in the Address Book and Fie At S s =
click View/Edit, or click Add to enter new recipient e
information. B

2. Click Address Checker check mark | i —

You Entered Suggested
3. FedEx Ship Manager Software checks the address AT o SATE A e s
and returns results based on the preferences you have o lhene: Jonzsasass | Soizesean
selected to validate your address selection. e b ToronTo
4. Select one of the options on the Results screen: P N e

Type: BUSINESS

« To keep the original recipient information, click Keep

Original Please Note:
.

* Results provided bythe FedBx Address Checker are believed to be reliable, but not guarantee: Cormrect completion of
shipping documents is the responsibility of the customer. K the delivery address is later aermf ed as residential, you could
receive a residertial 5ur|:harge

+ Touse aresult returned by the FedEx Address S ——

matching company names that comespond to street addre:

C h ec ke r, C I iC k th e b utto nn eXt to th ea d d ress yO u + For details on how FedEx Address Checker checks your addisss and other important information. ses the help menu

want to use and click Use Selection. The data
automatically populates the recipient fields on the
origination screen.

« To cancel the results and return to the origination
screen, click Cancel.
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Accessing special options

FedEx Ship Manager Software increased screen
resolution from 800 x 600 pixels to 1024 x 768 pixels to
accommodate additional shipping features. The increased
screen size allows you to easily select special options and
additional reference fields all from the Shipment details
screen.

The special options are displayed on the Shipment details
screen or Return shipment details screen reflect the available
special options for the service you select.

Note: The secondary special options grid that displays on the Options screen or
Return options screen specifically for FedEx Ground® shipments is not reflected
on the Shipment details screen or the Return shipment details screen. All other
screens and dialog boxes are expanded and fields are spaced according to the
available new space.

You can access the Options screen from the Shipment details
screen in two ways:

» Click Options tab or

« Click View/Edit Special Service Data Select Signature
Options.

The resulting Options screen reflects the available special
options for the service you selected on the Shipment details
screen.

Essentials Advanced Expert
=" FedEx Ship Manager | - n} x
bile  Databases Customige  Utilities integration  Inbound  Passport  fedex.com  Help
m UMLFreight  Track  Shippinglist = Address Book  Reports  Close Mx.

FedEx Express Special Services FedEx InSights ~
]| Acohobc Beverage View/Edit St orterty
]| Cobect On Debivesy 1000) Vw Bt (Supement level detad fior FedEx InSapht customens arly )
| Dangerus Goods View/Edit o
Bock Shpment Dty
L1 orics e {Prohibt the recipiert snd third party payer from wiewsng infommation about this shipment )
D - - |
[ Lthim Batienes Tely Virw Edit
[t St fokaoee e
[ Prismacy Detvery L] Pt r
| Retum
[]| Saburcay Delrery
Signature Options
[— - F
| Hor 1pecitmd
& | Mo signature teguised *
earfields | Delece/M AR T Y N 1 ot Tienes 52076 | Dim Welght 1215 | Lfitple-picce piprmet [
LA sigpshure requred |
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Customized shipping labels

Increase the visibility of your brand, maximize

your sales efforts and more with our easy-to-use,
customizable label options. Now, FedEx Ship Manager
Software offers custom label options that include
adding a barcode, logo, images, and text.

This feature allows the common label to remain
unaltered and provides you with a 2” area at the top of

the label that is customizable with text and/or graphics.

Additional benefits of this feature include new barcode
types, supported for the custom portion of thermal
shipping labels as well as the larger thermal label stock

(8” and 9”) supported by FedEx Ship Manager Software.

Advanced Expert

Instructions and process

Any image intended for printing on the shipping label
as part of the FedEx Custom Label program must be
approved by FedEx.

Proposed logos, meter number and contact information
must be submitted to image approval@fedex.com for
review.

If approved, you will receive a password via email
allowing you to upload the approved logo. The
password must be used within the same business day
that it was received.

Review typically occurs within 48 hours of submission.
Any images that are uploaded or used without approval
may result in your shipping privileges being revoked.
FedEx reserves the right to remove any logo at any
time for any reason. You are solely responsible for

the content of your logo and your use of any logo
constitutes your agreement to indemnify and hold
harmless FedEx for any claims resulting from such use.
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Adding a Custom Label Profile Custom shipping label proﬁlﬁe

To add a custom label profile, follow these steps:

Pt [ ® Coton Sl O Gl
2 Lt o 4675 o o G T -Fomt 354~

1. Select Custom Label Profiles from the Customize
drop-down menu. The Custom Labels screen is displayed.

2. Click Add and select Custom shipping label profile or
Customer label profile. The selected label configuration
screen will be displayed.

- e ens s - i .

XQYBYA ™

3. Enter the required information and customize your
label by adding a barcode, box, grid, image, text and/or
message. Click OK.

4. Click Print Test Label. If the test label prints correctly,
click OK.

Pt oo
Coer
Lot

—_— Tt (18 (Sanete o S

Editing a Custom Label Profile

To edit a custom label profile, follow these steps:

1. Select Custom Label Profiles from the Customize
drop-down menu. The custom Labels screen is displayed.

2. Select your custom label profile code and click View/Edit.
The custom Label Configuration screen is displayed.

3. Enter your changes and click OK.
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Selecting a custom label profile during shipment
preparation
1. Complete shipping information on the shipment details tab.

2. Click Options tab.
3. Select which customs label profile you would like to apply to
this shipment.

Note: This field will be defaulted to what is set in the sender database and can also
be edited at ship time.

Updating shipping profiles for custom labels
To customize shipping profiles:

1. Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen is displayed.

« To customize an existing or default profile, select the
profile, and click View/Edit.

« To create a new profile, click Add.

« To duplicate an existing or default profile, select the
profile, and click Add by duplication.

2. The Label Format / Label Stock selection appears in the
following Shipping Profile Tabs under the Label Format
group box:

« Domestic Shipping Profile - 2 - FedEx Express
Preferences tab

« Domestic Shipping Profile - 5 - FedEx Ground
Preferences tab

« Domestic Shipping Profile - 6 - FedEx FedEx
SmartPost® Preferences tab

+ International Shipping Profile - 2 - FedEx Express
Preferences tab

Expert

+ International Shipping Profile - 4 - FedEx Ground
Preferences tab

« LTL Freight Shipping Profile - 2 - FedEx LTL Freight
Preferences tab

« International Direct Distribution Shipping Profile - 2 -
FedEx Express Preferences tab

+ International Direct Distribution Shipping Profile - 4 -
FedEx Ground Preferences tab

3. Select the appropriate service/tab and update/select

Label Format according to the labels being used for
Custom Labels. Available options are:

« 4x8 Thermal Label without Doc Tab - Format 434
« 4x9 Thermal Label with Doc Tab - Format 434

« 4x8.5 Thermal Tire with Doc Tab

+ 4x10.5 Thermal Tire with Doc Tab

4. Once selections are made, click OK to go back to the

shipping screen.

Applying custom labels to senders in your address book

1.

Before you create a custom shipping label for your
shipment, select Sender from the Databases drop-down
menu. The View Senders screen is displayed.

Select a contact that you would like to include custom

labels for and click View/Edit. The View/Edit Sender screen

is displayed.

In the Custom label profiles section, select your custom
label profile from the Custom label drop-down menu.

Click OK.
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View Transit Times

Research a transit time for your shipments quickly and
easily. View and compare shipping rates to obtain the
best price and most expedient service for your needs to
ensure that all of your packages get to their destination
on time.

To generate a transit time, follow these steps:

1. Click Ship tab.

Click Shipment details tab.

Complete Recipient Information fields.

Complete Sender Information fields

s Wi

In Package and Shipment Details enter number of
packages, weight, select service and package type
from the drop down menu, and enter ship date.

6. To getrate quotes and transit times select 1-Sender
in the “Bill transportation to” field located on the drop
down menu in the Billing details section of the screen.

7. Click Rate Quote and Transit Times button at the
bottom of the Shipment Details page.

8. After a successful completion of the web service call,
the Transit Times dialog box displays, featuring a
group box with available options.

9. Click View All Services button to display additional
options.

Expert

Note:

The maximum transit time is used when calculating the transit time for FedEx
SmartPost ® shipments. Transit times for FedEx Express® Freight shipments will
only be available for display if a valid weight of 151 Ibs. or more is entered and the
number of packages is equal to 1 or more. Transit Time option is available for all the
payment types even when rate quotes are not requested or not available for your
shipment. if delivery date is not valid nor available for the postal code selected, an
error message “Delivery date unavailable” is displayed.

Ble Databases Customige  Utilities
m LTL Freight | Track  Shipping list ~
Shipment detsls Options  ShipAlet

Oswwowe [ ke a Retum Label
Reciient ID: [AUTOUS
Country: | US - Unted State
Cartact name: [CAFE Adomation
Company narme: |
Address 1:[10 FedEx Patway
Address 2| Baley Ration Rd

Colliervile, TH 38017

Integration  Inbound Passport  fedexcom Help

Address Book: || Reports || Close Mx .

Package and shipment details

] Had Special Servicas
| Acohobc Beverage |
- | ¢ - T T ] Coliect On Debvery (COD)
= Number of packages dertical packages 0o oG
Weight: |12 ] Man W L] Dy ke
Service type: 1 - FodEx Proriy Overgio® B | Reateam,

| Transit Times X

Transil Times [ abes o in USD)

Address %[ Select  Service Deliver By Your Rate
Postal code:[32103 8 s | O [FessFre ovemigne Manday Jarwary 30. 2023 800 AM
Gity:[SAN DIEGO O |FedEx Piorty Ovemigh® Monday Jarmary 30. 2023 10:30 AM
T 1501}253—9-133 O |FedEx Standard Oremight® Monday Jarwary 30. 2023 4:30PM 519515 Wiew Rate Detal
= | 0 |FedEx 2Day® AM Tuesday January 31, 2023 10:30 AM 5149.75 Miew Rate Detal
O Trai amedeniladd || 2 _|FedEx 2Der® Tuesday Jorueey 31, 2023430 PM $12037 | iew Rote Detad
[ Save infupdate my add O |FedEx Express Saver® Wednesday February 1, 2023 4:30 PM 55474 ‘iew Rate Detal
[ tuto Track
Change sandar: [ SENDER
Cument sander: Mphass
2dd1
View Al Services

| FadEx devary tmes and conmaments are subvect t change wihout retice and to the temns of shippngfound in the FedEx Senvice Gusde. the evert of
3 confict b the FedEx 5 de and thy y ded shove, the tems of the FedEx 5 Guide gowemn. Net al b
shown due 1o dangerous goods. hazardous materials, or dry ice vickabions on your account.

T
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Note: The rate quote detail will not display all rate quotes for selected options
if the service type is filled in. In case of 0.0 rates, FedEx Ship Manager will not
process the shipment and will prompt to download the rates manually. This
message will be displayed only if you have configured to display the message

on Customize User Prompt screen.

When the One Rate rate is the lowest among the rates displayed, an asterisk
is displayed to the right of the One Rate rate.

Essentials Advanced Expert
Transit Times X
Transit Times (R ates are in USD)
Select  Service Deliver By Your Rate
Q _FedEx First Ovemight® Monday January 30. 2023 8:00 AM $261.78 View Rate Detal

FedEx Priority Ovemight®
FedEx Standard Ovemight®

Q
(o]
O | FedEx 2Day® AM
o
@]

FedEx 2Day®
FedEx Express Saver®

Meonday January 30, 2023 10:30 AM
Monday January 30, 2023 4:30 PM
Tuesday January 31, 2023 10:30 AM
Tuesday January 31, 2023 4:30 PM
Wednesday February 1, 2023 430 PM

(522923 | View Rate Detal

$170.19 ‘View Rate Detal
$143.48 ‘View Rate Detal
$109.47 View Rate Detal

View All Services

ok ][ comes

FedEx delivery times and commitments are subject to change without notice and to the tems: of shipping found in the FedEx Service Guide. In the event of a conflict
between the FedEx Service Guide and the delivery time provided above, the terms of the FedEx Service Guide govem. Not all services may be shown due to dangerous

goods, hazardous materials, or dry ice violations on your account,
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Customized Shipping lists

Provide your customers with the vital information that they
need such as tracking numbers, shipping dates, recipient
company, city, and more as part of the shipping list
customization functionality that is available with FedEx

Ship Manager. Select from a list of shipping attributes that
you would like to see as part of your final shipping list. Then
simply drag and drop columns, from left to right, in the order
that you want the information displayed in.

To customize a shipping list, follow these steps:

1. Click Shipping List on the ship tab.

2. Click International or Domestic.

3. Click Customize to reveal the customization screen.
4

Select the information fields that you would like to be
displayed in your final shipping list from the “Fields
Available for Display” listing on the left side, and click
“Add>”, or you may click on the “Add all>>" button to
move all of the available information fields to the “Fields
Displayed” column on the right.

5. You may also use the “<Remove” or “<<Remove all”
button to revise your selections.

6. Click OK.

Note: Recipient Contact Name field can now be added in the Domestic Shipping
List.

E tial Ad d E t
B o | Toce [sipping i -| Adaes S | Report | Close fedeccom FedFx.
fetails i
[¢8] State/Province: 0N~
- [v]
Telephone: (01) 2639, View Shipped List - Domestic =
Tax ID/EIN: Shipment Type Packages Shpped
N
e [¥] FedEx Ground FedEx Ground: 0 0 0
[¥] FedEx SmanPost FedEx SmartPost: 0 0 0
Enter Tracking Number and press Search or highight in st [T Show Master Tracking # Only
] ] Srow dted shmerts [ o]
T T— T — T ——
g T P T CIEeeer)
Tt
Fields Available for Display:
oK
Restore Defout Settings Cancel
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LTL Freight shipment templates

To create an LTL Freight Shipment Template, follow these
easy to use steps:

1. Click LTL Freight tab.

2. Fill out Origin/Destination, Shipment Details, Options/
Instructions, Ship Alert and Pickup information.

3. Click Save As LTL Freight Template button at the bottom
of the LTL Freight details page.

4. Create LTL Freight Template ID for future use.

5. You can use your LTL Freight Template by accessing
the LTL Freight Template ID drop down menu from the
Origin/Destination page for LTL Freight.

Note: This feature is located using the bottom navigation tabs under the LTL
Freight tab. But once saved, you can easily select a saved template from the
Origin/Destination tab to quickly auto-populate all fields saved in the template.

Expert

"= FedEx Ship Manager | - o x

File Datgbases Customize Utilities Integration Inbound Passport fedex.com Help

ship Tack Snippinglst = AddressBook Reports  Close FedEx.
Origin/Destination  Shipmert Detals Options/Instructions  ShipAlet  Pickup. &
LTL Freight Template ID: | Select an tem v Shortcuts

Auto Track

Account: v| O Hoid Service Type: | FecEx Freighi Prioity v|

Guaranteed Service: | None |
BOL Type: | Stsght -

Payment Type: | Shiper || MewrEa
Payment Tems: |Frepsid -

Shipper information Consignee information

M Consignee: [ALTOUS Ty
Country: | US - Urated States ~

Contact name: |CAFE Automation
Company name:
Address 1: 10 FedBx Perkway
Address 2:[Babey Station Rd ]
Postal Code: [32103- State/Province: |4 -C -
7 Ciy:[saNDEE0 | |
(121) 2556413 Telophone: |B01) 2635433 Bt | |

———

[ Thisis 2 residential address

[ Savein/update my address book
[ futo Track

Clear fields | Repest Shipment

Quernde prefs | Save As LTL Freight Template | Rate Quote and Transit Times Ship

LTL Freight Template Name - O X

LTL Freight Template |0 Name: |FRE1GHTTEMPLATE1|

[[seve ]| Conce
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Consignee information

To create Consignee information in LTL Freight Shipment
Template, follow the below steps:

1.

Select Payment Type as Shipper. The Consignee
information column is enabled.

Specify the Consignee, Country, Contact name,
Company name, Address 1, Address 2, and Postal
code.

On entering postal code, you can choose the state and
city names from the dropdown list.

=" FedEx Ship Manager | - o x
Ele  Datgbazes Customge UMilties  lstegrstion  |abound  Passpont  fedegcom  Help

Y . RS- Fedx.
Payment Typs: | Shoper || e Bk Guawatend Seroe. | Norm \ a

Emmont Tomma: | Prepad -

* Consignes: [AUTOUS .
Country: | % - Unied Stafes
Cortact name: |CAFE Automation

Company name: |
Address 1: |10 FedEx Padoway
Address & |Baley Staon Rd
t Postal Code: | 36017
v Cey: | I |
Teeshone: 23 L.

ensienes 10 (]
0 Thia in & ressertial srens
[ Save mugate wy ddress bosi

O st Tk

201

<
Clearfilds | Fepest Shupment | Opemide prefs | Save As LTL Freighn Ternplaze | Rate Custe and Transit Tames EX
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Shipper information

To create Shipper information in LTL Freight Shipment
Template, follow the below steps:

1.

Select Payment Type as Consignee. The Shipper
information column is enabled.

Specify the Shipper, Country, Contact name, Company
name, Address 1, Address 2, and Postal code.

On entering postal code, you can choose the state and
city names from the dropdown list.

=" FedEx Ship Manager| - o x
Eile  Dotpbases Cuttomige  \tilties Integration  jnbound  Passport  fedexcom  Help
ship URGEPCH Tack Shippinglit *  AddressBook  Repors  Close Mx
Paymerd Tyar: | Corvignes v || M Bt Gurantesd Senves. | Mo -
Parymend Torme: | Collect BOL Type: | Swaght
Consignee information
Sheper | ALUTOUS |

Courtry: |US -Urded Slales
Contactname: |CAFE Automation

Ackiress 1: |10 FedEx Padoway
Address 2 |Babey Station Rd

FISHERVILLE
gy [PPERTON B
[0 Thias & resdertia scdress
[ Save miupdiate my address ook

<
Chewt fiekds | Repest Shipmant | Oyeride prefs | Save A UTL Fraight Template | Rabe Quote and Fansit Timet [ stip |
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LTL Freight
FedEx Freight is changing the less-than-truckload (LTL) For LTL Freight shipment, perform the following steps:
industry by making it easy to ship fast-transit and economical 1. Click LTL Freight.

freight within one streamlined LTL network. With all-points

coverage, individual-handling unit tracking numbers, one 2. Add Shipper, consignee, Handling Unit Details.

invoice statement and one pickup and delivery, FedEx Freight 3. Select/enter Special Services/Options, Notification, Pick
is creating a whole new future for LTL. You can rely on FedEx up details, if needed.
Freight® Priority when speed is critical to meet your supply 4. Click Ship.

chain needs or FedEx Freight® Economy when you can trade
time for savings. FedEx Freight is committed to delivering an
easier way to ship LTL.

Now you can create FedEx Freight® enterprise shipping labels
for international, intra-U.S,, intra-Canada, and intra-Mexico
shipments. And to simplify the total shipping experience even
more, you can prepare and manage FedEx Freight shipments

with the same solutions used for FedEx Express and FedEx L = B
Ground shipments. B A FockEx.
Origr/Destination | Shigment Detsls  Optiors/Istauctions | Shiplled | Pickup =
. . . Saeaa \ T
FedEx Freight now allocates unique tracking numbers and e — — o
provides FedEx enterprise shipping labels for each of the ot T [Grges s PR
shipment units, such as pallets, crates and barrels— plus the — - -
ability to rate, track, and schedule pickups — and gives you - & m
. . . . . Country: | US - United States v y E
electronic efficiency for larger, heavier shipments. P
Company name:
Address 1: |10 FedEx Paicway
When speed is critical to meet your supply chain needs, count i e—
on FedEx Freight Priority for your fast transit needs with the oo o E— — v
reliability you expect from FedEx. S — s —
[ Save mnvupdate my address baok Save iuipdsl
For economical shipping to meet your budget, count on B
FedEx Freight® Economy for your basic shipping needs with |
the reliability you expect from FedEx. s | Bt S | O s | S ot | Bt o ok S

For detailed FedEx Freight shipping information, please refer
to the FedEx Freight Guide. To download a PDF copy, go to
fedex.com/us/ship-manager/software/resources/support/
user-guide.html

1
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FedEx Ship Manager supports a new Over Length value for
FedEx Freight shipments.

Over Length service applies to shipments containing any
shipping unit with a dimension equal to or greater than 8
feetin length and less than 12 feet in length.

Click LTL Freight | Options/Instructions screen to select the
new special services “Over Length” checkbox.

tabases  Customize  Utilities  Integration  Inbound  Passport fedex.com  Help

O Litaste ot delivery | Prepaid
O coo View/Edit

O Custom Delivery | View/Edit

Number of Labels 7=
fper uni): s

O Print BOL

FedEx Freight now utilizes the FedEx enterprise label and
tracking numbers. You can now assign a tracking number,
customer service notifications and invoice formatting to
each unit in your shipment.

This new, fully electronic FedEx Freight functionality is
provided via FedEx Web Services. For information about
new FedEx Freight transactions, see the Developer
Resource Center at fedex.com/developer.

Expert

FedEx offers email notifications for shipment creation,
estimated delivery, and when shipment is tendered to
FedEx. You can use any or all of these notification types.
Recipient emails can be specified within the shipment
request. The Sender and Recipient email address field
supports up to 250 characters.

When the thermal printer is set as the label printer in the
printer setup screen, the BOL and label column checkboxes
are disabled.

=7 FedEx Ship Mansger | - o x

File Datzbases Customize \Ukilities Integration nbound Passport  federcom  Help

Ship Track Shipping list ~ AddressBook Reports  Close Mx_
Origin/Destination  Shipment Detads  Optior [ShipHet | Customs  Pickup. )
FedEx ShipAlert®
Pick
o Delivery Solimaled Tinde Oiver DiverEn Diver [Deiver
) ) Shipmert Tendered Exception Defivery BOL  Label Docyments gsoned  Fos  Amved Depated
Shipper. Fomat |Emad HTML | | O O O O O O O O O O O
M 1 L
Notification Engich =
Consgree: Fommat [EnaiHTML) O O O O O O O m| O O o od
Emaladdoss | \
onguaga, [Eroh ]
Boker  fomat [EmslHTMLL - ] m} ] m| O m] a (] a o O 0O
i addeny
¢
llhwm Engich o
Oherl  Fomst [EmsiHTMU ] O o O O O O O O O O o o
Sl addess | ]
Notfication [
Engish v
Oher2  Fomat [EmadHTML | ] a O O O m] a &} [w] O 0O 0O
Emadaddrass |
Notficaticn | 1
longooge. | Engish v
Add personal |
message
< | >
Clearfields | Repest Shipment | Oyeride prefs | Save As LTL Freight Template | Rate Quote and Transit Times El
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To obtain unique tracking number for individual
handling unit in LTL Freight shipment, you have to
perform the following steps.

1. Click LTL Freight | Shipment Details.
2. Add Handling Unit Details.

Note: When you add the commodity to a handling unit, the Hazmat checkbox is
checked automatically if the previously added commodity is Hazmat. The Hazmat
checkbox is unchecked if the added commodity is non-Hazmat.

When you add a commodity to a handling unit, the package type dropdown
is not disabled. Click Ship after entering Origin/Destination details. A popup
window appears providing the tracking number for the handling unit.

If a shipment has more than 50 handling units, an error message stating ”You
have exceeded the maximum number of handling units per shipment.”

When a shipment has more than 25 handling units, a message stating “You will
not receive an emailed copy of your Bill of Lading, label or trade documents
because your shipment has over 25 handling units. These documents will still be
printed for your use.” is displayed.

The Print BOL checkbox is disabled by default and the Bill of Lading is not
automatically printed. To set your preference to always print the Bill of Lading,
you must enable the Print BOL checkbox manually.

If one or more packages are designated as HazMat, the Print BOL checkbox is
enabled automatically and the Bill of Lading is printed.

.
Essentials Advanced Expert
[ == Fedkx ship Mensger| - g x
File  Datgbases Customige Utilities Integration |nbound Passport fedey.com Help
{CEU Tiack  Shippinglist = Address Book Reports  Close Mx
Origin/Desination | Shpment Detals | Cptior ShipAlet  Cor ¥ Customs  Pickup 2

Handling Unit Details Summary
EoLE |
_ Pieces Handing Vokume
o Hoding Ut Packaging (o0, Class ooy, HaMat NMFC S0, Dimernsi
L | uni)
[ identical Handling Unts 7 =
[ Handling | I |
POz | Unit Weight. - L |
Package Type: | Selectantem. | Dimensions: | Select an fem...
Pieces (per | ] : [Selectant v |
et | | Qm.. an tem. |
[ HazMat NMFC. | < 5 S
Traider 10: [ 1 add o m
L 1 Handing ‘otal Handing Uns
- View/Edt Delete
T e
Pt e . (01 [ oo
Goods: () New () Used or Recondeioned You may request a pickup for this shipment now while creating the BOL or retum fo the Pickup tab to
- schedule & pickup later.
Excass Lisbity: [$0.00
L Schedule a pickup now
Pickup date =
Destination Control Statement (DCS) Ready time
DCS Type: [ Not Speciied | Close time:
: Contact name
Contact phone:
| v
| < >
Clear fields | Repest Shipment | Oyeride prefs | Save As LTL Freight Template | Rate Quote and Transit Times | sio B

To obtain unique tracking number for individual
handling unit in LTL Freight shipment, you have to
perform the following steps.

1. Click LTL Freight | Shipment Details.

2. Add Handling Unit Details.

3. Click Ship after entering Origin/Destination details. A
pop-up window appears providing the tracking number
for the handling unit.
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International LTL Freight shipment

During an International LTL Freight Shipment, a broker
inclusive dialog box is displayed with the following
message: “Please ensure the following to assist with timely
clearance:

Provide customs documentation to the driver at the time
of pickup or notate on the Bill of Lading if sent direct to

the customs broker and/or FedEx Freight International
Services (FIS). This may include Commercial Invoice, USMCA
Certification of Origin, or other documents based on
commodity.

Notate customs broker name and contact information on
the Bill of Lading.

*For future shipments*

If you are or would like to act as the Importer of Record
(payor of customs brokerage, duties & taxes), broker-
inclusive service is available. To learn more contact your
Sales Representative or FIS at fis@fedex.com (mailto:fis@
fedex.com).”

H | Ohos Service Type: [FecExFreightPioty 9]

Payment Type: Shioper | ViwEdt = v
Poyment Terms: Fepoc g BOL Type: [Sreight V]
Shipper information Consignee information
n Consignee: Py
0 Please ensure he folloving 0 ossst with imely learance:
= ustom andi USHCA
Gertfcaton of O, or ohr documens bsed on conmiy.
v
“For fuure shipmenis’
i Fear o
& s
] Do not shotis message agein E

[

Broker information

Import Broker | Selectanfem. v

»
Essentials Advanced Expert
ile Customize ~ Utilities  Integration Inbound  Passport  fedexcom  Help
Ship & Shipping st »  Address Book | Reports Close | fedexcom
Origin/esti ‘Shipment Details Options/instuctions ShipAlett: CommodityMerchandise Customs  Pickup
LTL Freight Template ID: [Sctn e v

Auto Treck
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Advanced Expert

FedEx Freight
Any shipment over 150 Ibs. is considered freight. Freight

. . . . oy [= FedEx Ship Manager - o X
shipping is the transportation of goods, commodities and R R P s . i
cargo in bulk by ship, aircraft, truck or intermodal via train and Bl sees s suppngin - agsssook figons cioe FedEx.
road. It can be transported domestically or internationally by | St - Co—
land, air or sea. B a0 ; ~
L - ad| Weight: | 151 Man i
Conkich o IS Nieon Sevvice 1y [T
. . Compary name: | Automaton | - 2 Dverright® Fre

FedEx Freight - Domestic Abdes 110735 P | s p—

. . . .. . M&-uz:msmm ] Ship date |2 FodEx Doy Fie
FedEx Express® Freight services offer time-definite delivery. a3 T S '

. . . Postal code: 52103 ale. wince | w
You can choose a freight service based on your delivery Cor{SRUDED ol
requirements. FedEx Freight offers 1, 2 or 3 business days e e T
A . bocation |35 Select Sgnature Options
delivery to most U.S. locations. e, ™ ez
[ Ao Temck Bl tronsporation to: Acct i

. . . Sender information Do emat cbes -] . >
To create a domestic Freight Shipment, you have to perform ey | [—— | Lty
the following steps. Ry

Collervile, TH 32017
1. Click Ship. Qe gt G v 7 s e g
View/Edt Shipmert 10 ¥

2. Add Recipient & Sender Details. o :
3. In Package & Shipment details section, add the following ofds oaehiedtypmert st Gundepets fae e and oot s e B

details: Number of Packages, weight > 151 Ibs. .

4. Select the Freight service from the Service Type drop
down.

5. Select the packaging type from the Package Type
dropdown.

Enter the Freight Package dimensions.

Enter Declared value.

In Billing details section, Select the Bill Transportation To.
Click Ship.

© O N O
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FedEx Freight - International

For international shipments, FedEx Freight offers you two easy
service options: FedEx Freight® Priority for speed, and FedEx
Freight® Economy for savings. The change in services allows
FedEx to offer you two levels of service, priority or economy
freight, in one fully integrated, nationwide pickup and delivery
network.

Choose fast-transit FedEx Freight Priority to meet your supply
chain needs. Our all-points coverage and on-time reliability
make FedEx Freight Priority the perfect choice for your
time-sensitive shipments. FedEx Freight® Priority focuses on
regional next-day and second-day services that provide the
benefit of fast-cycle logistics. Delivery is typically in 1 or 2
business days by 5 p.m. for U.S. shipments. Use this service
when speed is critical to meet your supply chain needs.

With FedEx Freight Economy, you get reliable, economical
delivery to meet your freight shipping needs and budget. All-
points coverage and on-time reliability make FedEx Freight

Economy the ideal service when you can trade time for savings.

FedEx Freight® Economy provides long-haul service for
planned inventory replenishment, with multiple service options
to meet your needs. Delivery is typically in 3-5 business days
for U.S. shipments. Use this service when you have the option
to trade time for savings.

Expert

To create an international Freight Shipment, you have to
perform the following steps.

1.
2.
3.

Click Ship.
Add Recipient & Sender Details.

In Package & Shipment details section, add the following
details: Number of Packages, weight > 151 Ibs. .

Select the Freight service from the Service Type drop
down. Freight Options window is displayed.

Freight Options X

Freight Opbons

Number of skids/pallets: [0 |
L e ROUE LR LG ER TG Il Diop-0ff - Hold at Location (ATA) v

Hold At Location Phone Number: |(901) 263-9433 |

Booking Number

This service requires booking.

Please enter your booking reference number: \:’

Call the FedEx Freight Services desk at 1.800.332.0807. to ensure timely movement
of your shipment. Advanced approval is required for your shipment if the shipment
weight exceeds 2,200 Ibs. or 1000 kgs.
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Advanced Expert

Note: For Drop-off -Hold at Location (ATA) and Hold at Location
(DTA), a phone number is required. Recipient number is auto-filled

5. Enter the number of skids/pallets.

6. Inthe Select the service option desired dropdown, select

. . and can be modified.
the service required.

7. Based on the selection made in this dropdown, the Special
Services are checked in the special services section.

8. Select the packaging type from the Package Type

dropdown. Special Services

9. Enter the Freight Package dimensions. (] Alcoholic Beverage '

[ ] Collect On Delivery (COD)
[ ] Dangerous Goods

10.Enter Declared value.

11.In Billing details section, select the Bill Transportation To [] DropOff
12.Add a Commodity. E 51:@ .

. . at Location
The below table gives information on the special services [] Inside Pickup

|:| Lithium Batteres/Cells

selected for each selection made in the Select the service
[] Non Standard Packaging

option desired dropdown.

Service Option selected

Special Services

Drop off- Hold at Location
(ATA)

Drop off and Hold at
Location

Hold at Location (DTA) Hold at Location View/Edt Special Service Data
Select Signature Options

Drop off (ATD) Drop off

Door-to-Door None
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Changing the order of FedEx services

FedEx Ship Manager Software has rearranged the
order of FedEx services in the Service type drop-
down menu on the Shipment details screen, to
enable you to select the appropriate service for
international and intra-Canada shipments by speed
of service (transit time).

While this feature applies to U.S. and Canada
outbound international shipments and intra-Canada
shipments, the sort order for FedEx services within
the FedEx®

Integration Assistant screens has not changed.

Expert

fedeccom  Help

File Databases Customize Utilities Integration Inbound
Bl LTLFreight  Track  Shippinglist - AddressBook  Reports | Close | fedexcom
Shipment details | Options | ShipAlett|

Recipient information

[] Ship to group. D Include a Retum Label [ Hold
Country- US - United States -

Cortact name: CAFE Automation
Company name: DASQA
Address 1: 10 FedEx Parkway
Address 2: Baliey Station Rd
Postal code: 52103 #4] State/Province- .+
City: SAN DIEGO -
Telephone: (301) 263-9433 Bt
Location & (555
[T Thisis a residential address ATHI
Save in/update my address book
[ Auto Track

Sender information

Chanage sender. -
Current sender:

Change retum address:  Current sender -

Package and shipment details

Number of packages: 1 Identical packages
Weicht- 10 Ibs Man Wit

Service type:

Package dmensions: 2 Fo
Ship date- F - FedEs 2Day 4M
3-FedEx 2Day
Declared value: 7. FedEx Epress Saver
- FedEx First Dvemnight Freight

4-FedEx 1Day Freight
5. FedEx 2Day Freight
8- FedEx ay Freight

Shortcuts

Special Sevices

Bill transportation to: Select an ftem - Acct it
Depatment notes: -
Customer reference: - Add handiing

P.O. number: v
Additional references

Invoice number: -

Shipment 1D: -
Package corterts 12
Package coters 2.

View/Edit Special Service Data
Select Signature Options

Auto Track

Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times

Multiple-picce shipment ﬁ

Thursday, November 02, 2017 3:21 PM |

Page 59



Save time before you ship

FedEx Ship Manager Software can do more of the work
saving you time and keystrokes as well as making the
information on the screen easier to read.

Setting shipping preferences

You may set shipping preferences for references, package
type, package weight and dimensions, service type

and more. FedEx Ship Manager Software automatically
populates the associated fields, based on the recipient and
sender selected for the shipment.

Refer to the Recipient Preferences instructions under

Address Book or Shipping Profiles for detailed instructions.

Note: Recipient preferences override sender preferences.

Essentials Advanced Expert
= FedEx Ship Manager | - o X
File Datbases Customige Utilities Integration Inbound Passport fedex.com Help
BTN LTL Freight Track  Shipping list -  Address Book Reports  Close Mx i
Shpment detals  Options  ShipAlert  Retum shipment
Oshiotogmo [ Incude a Retum Label [ told Special Services -
Recipient ID: || <4
= - Number of packages: | Mentica L
Country: | US - United States v .
C""""’“’“’ | Package type:
Addross 1: ) Package dmensicns:
Address 2| J Ship date: 12/06/2022 =
Address 3 (Express Only| Declared value: |§
Postal code | ¢4 State/Province -
“ v
View/Edt Special Service Data
| Select Signature Ointions
Biling details Auto Track
Bill transportation to: | Select an tem.. h Aot B
Department notes: | >
Customer reference: ] | Addhanding
L = | P.O. number: | ~
Cument sender .
=y
2dd1
Coliervibe, TN 38017
c:m_-nm;twmam V' Inveice mumber: :
View/Edt Shipment 1D '
Mphasis
add1

Coliervile. TN 32017
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Remove Scale Time-out
To further streamline your shipping experience, you have
the option to configure the length of time you need to
process a shipment before an error is displayed. There are
5 options that you may choose from.
To access scale time out functionality, follow these steps:
1. Click Customize.
2. Click System Setting.
3. Click Modify.
4. Onthe Scale Time-out, choose from the following
options:

+ 15seconds

+ 30seconds

+ 60 seconds

+ 5 minutes

 Never

Courtesy Rate Quote report

Generate a report of past shipments that includes the
courtesy rate. This feature will allow you to obtain a
breakout of charges (including surcharges, any special
service charges, shipping rate, discount etc.)

Advanced Expert

To generate a courtesy rate quote report, follow these
steps:
1. Click Reports tab.

2. Select Courtesy Rate Quote Report.

3. Select Screen or Print to generate the report. A
Courtesy Rate Quote Report displays outlining the
details of your quote.

Note: Courtesy Rates are displayed to correspond with the currency of the
country of the origin meter. The List Rate column shall only display if either
Domestic and/or International List Rates are enabled within System Settings.

= FedEx Ship Manage - [m)
File Datsbases Customize Utilities  Integration  Inbound  Passport  fedex.com  Help

Ship  LTLFreight Track | Shippinglist ~ AddressBook [LETES Close Mx

%\:‘mm\ze 1-Shipment |2+ FedEx Express Invaice | 3-ShipLog | 4 - FedEx Grownd Maniest | 5+ Document Reprin |
ent
Renorts Shipment Reports

HIGRIE | | tecy Rate Quote Report (1 of 1) u] x
Customize oD shi
Database Commod| 12/20/2022 - 12/20/2022 Courtesy Rate Quote Report ~
Reports.
i)

are not included in this report.
GROSS CHG DISCOUNT  SigFee

ol
5
4

TRACEING § SHIP DATE  Service Type Desc

Customize
forms

426051638776 12/20/2022 FedEx Priori
426051638780 12/20/2022 FedEx
426051638790 12/20/2022 FedEx Express Saver:

1.00 94,70 o.00 0.0
1.00 8L.04 o.00 o.00
1.00 30,96 o.00 o.o0

oroeogoenmi 584

Refresh all

lists GRAND TOTALS
TOTAL CUSTOMER CHARGE 217.04
TOTAL VEIGHT(OF LES) 300
TOTAL WEIGHT[OF KGS) 0.00
PACKAGE COTNT 3

gegEifafddddd
ERRalalnld:gudugululyy

5
Ei

ERFEE T e = T=T=T=]
= R e
=

Ed

3 H
BT

~

v

oK Print Saveto File Zoom In Zoom Out

Owenide include
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Increase the screen font size

You have the option of increasing the standard screen
font size to two additional magnifications: large or
larger allowing you to read screens with more ease.

To increase the screen font size, follow these steps:
1. Click Customize on the Ship tab menu bar.

2. Scroll down to System Settings on the pull-down
menu and click modify.

3. Click Font Size in the Interface Preferences menu
and select your preferred size from the Standard,
Larger or Largest font size options on the pull-down
menu and click OK.

FedEx Ship Manager will now restart and the font size
shall be applied to all screens.

Note: The selected font size will be saved across all backups, restarts and
upgrades. When applied to a network client configuration, the setting
shall be saved independently for each client server.

If larger font sizes are selected, you will have the ability to scroll up and
down the screen.

While the font size will impact all screens, some items such as check boxes,
radio buttons, and calendar controls will not be impacted by the change.

Essentials Advanced Expert
= FedEx Ship Manager | - o0 x
Eile  Datgbases | Custemige Utilities  Integration  |nbound  Passport  fedescom  Help
P cFreight | Active System/Account b+ oy | Recors | Close Mx
Sromertcasts o SHPPING Profles - I =
Custom Label Profiles - Package and shipment details
0 LTL Freight Templates 1 b Spocial Sen
Rocoiert 5| T8 Customize Fields & Package containg; () Documert  (8) Commodty/ Merchandse
poem 1@ Custonize Uses Prompts == Mumber of packages: | | | identical packages
ny v
87 Recipient List Weight:
Contact nam
ey StEmSettings Service bpe.
Conpany | [ Package type:
. | Language b F 1 feniage . 1
o = 3 0172772023 2]
oo RS ] s | St L -
Addrmes = [ [stal comane vahue: [$0.00 v
Postal code: I awmtl
- ] argest
cay:| e
Telephane: || | - ] et
Tax 1D/ [ | Losaen s | e/ e S D
] Thisis a residential addmess
Save in/update my address book Billing details Aubo Track

0 tuto Track

Sender information

Changs sendar. |Remps

Currert sender: Mphasis
addl
Coliervile. TN 38017

Changs ratum address; | Curert sender

addl
Coliervile, TN 38017

View/Edit

Bill transportation to: | Select an tem | Aoct #:
B duties taxes fees; | Sebect an kem. bl
Department notes: | hd ||

Customes reference: | ~]

-~k

Addiendeg |
P.O. rumber- | -]

Fvoice number: | -]
Stipment ID: | -
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Access to Shipping History

Save time and operate more efficiently when researching
the details of previously processed shipments with the
new settings options in FedEx Ship Manager Software. You
may now search and retrieve shipping history for closed
shipments, based on the time frame you set up to keep
past shipment information, without having to create an
additional report. For example, if you set your shipment
database to purge after 120 days, then shipments will only
be available to view up to 120 days. This functionality only
applies to data collected after you have installed FedEx
Ship Manager v.2900 or later software.

To access shipping history, follow these steps:
1. Click Shipping List on Ship tab.

2. Scroll down to Ship History on the Shipping List drop
down menu.

3. A new dialogue box will display the following values:
Search by any of the following criteria and click OK:

+ RecipientID

« Recipient Contact Name
« Recipient Company

+ Recipient City

« Tracking #

« Customer Reference 3
« Invoice #

- PO.#

« ShipmentID

« Equals

« Begins with

+ Ends with

+ Contains

Advanced Expert

Note: FedEx Ship Manager will search for all closed shipments within the
database that match the selected field, search condition, field value (case
insensitive), and optional ship date range. Previous ship results shall not be saved
or displayed.

Wildcard functionality is not supported in the search field.

You can now track shipments by clicking on Track button from Ship History
screen which provides a faster and convenient option to track your shipments.

Your deleted shipments will not be displayed in the shipping history, by default.

File Databases Customize Utilies Integration Inbound fedeccom  Help

Bl LTLFreight | Track | Shippinglist ~| Address Book | Reports | Close | fedex.com MX

Cshptoaop [ incld

Country: US -U

Cortact name: CAFE.

Package dimensions
Address 1: 10 FedEx Parkway Ship date: 11/02/2017
Address 2: Baliey Stafion Rd Declared value: § UsD

(el

Postal code: 92103-
Giy: SAN DIEGO
Telephone: (301) 2633434

P g™ BEY Searn_ G Souon
Searchdaterange: Fom 0622017 ([ Tor 067222017

Camer  Tockng®  MastrTk#  SwDdte  Sevce  Vieght  RecpentD  Recpert Contact Name, Recpent Conpany _ Recpiet Gty

[ Thisis ares
‘Save in/up)

Clearfields | Delete/Modify ship
« H lem
[ Bepeat | [ View shpmert deta Trock Concel
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Create Return shipment from Shipping History

« Click Shipping List on Ship tab.
« Scroll down to Ship History on the Shipping List drop
down menu.

« Search for the shipment using Search by and Search
date parameters.

« Select the required shipment and then click the
Create Return button to enter the return shipment

details.
Ship History X
Search by: | Recipient 1D ~ | Equals | -3 | Search Clear
Searchdate pom: [12/01/2022 ||  To: [12/01/2022 |
Camier Tracking# + Master Trk # Ship Date Service Weight Recipient |D Recipie
Express 426051638675 | 426051638675 | 12/01/2022 AUTOCA \FE /
Express 426051638664 | 426051638664  (12/01/2022 |2P 12 AUTOCA CAFE Aul
Express 426051638653 | 426051638653  |12/01/2022 | FedEx Pricrity Ovemight | 1 AUTOUS CAFE Aul
£ >
Repeat Create Retum | | View shipment detail Track Auto Track Cancel

Expert
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Visibility of earned discounts

Based on your shipping volume and the terms of your
FedEx contract, you may benefit from earned discounts.
FedEx Ship Manager Software clearly displays your
bundled and earned discount rates automatically and
includes them in your courtesy rate quotes. This feature
also provides the option to display your earned discounts
on your doc-tabs (thermal labels) and reports and enables
export integration capabilities. In addition, you can group
accounts the way you choose: by nine-digit number, by
subgroup or by nationality.

For new earned discount customers, FedEx Ship Manager
Software even lists earned discounts separately from

the grace discounts you receive until your exact earned
discount rate has been computed. Discounts are
automatically downloaded to your system.

To download your earned discounts manually, follow these
steps:

1. Select Download from the Utilities menu. The Demand
Download screen is displayed.

2. Click plus symbols (+) to expand the Rates section and
the Tracking Numbers section, as needed.

3. Select Express Earned and Bonus Discounts
check box and the Ground Earned Discounts check box,
as applicable.

4. Click OK to download your earned discounts.

Expert

Note: You can also select the appropriate check boxes for software updates
and tables (as applicable) in the first section.

File Databases Customize Utilities Integration Inbound fedexcom  Help

LTLFreight Track Shipping list * AddressBook Reports Close | fedecom MX
Package and shipment details

Recipient information

Special Sarvices

"] Ship to aroup. [£] Include 3 Retum Label [7] Hold

[RecipentiD: | AUTOUS | Demand Dawnload X
Country: US -Urited § i
Please select filefs] to download
Contact name:
Company name: I [ Software Update ** Check for update
Address 1: 10 FedEx Pa [] Express URSA Table
Address 2: Baliey Station [ Mairtenance Fies
Postal code: 92103 [ Service Bulletin Board
City= SAN DIEGO [[] IATA Table
Telephone: (801) 263843 [] HazMat Table e
[ Hold & Location Table Select Signaure Options
[[] Curency Conversion Table toTrack
N = [ Rates
o
SErrETiniorat] ] Express Domestic Discounts
(0] Express Eamed and Bonus Discounts
Chence sender [] Express Intemational List Rates and Discounts
Coert sender [0 Ground Discounts

[ Ground Eamed Discounts
Changs retum address:  Curent se [ Gther Rates

[ Tracking Numbers

Clearfields | Delete/Modify ships

* Software update may not be combined with any other download selection

Select Al Unselect Al Cancel
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Applying List Rates to FedEx® Collect on Delivery (C.O.D.)

FedEx Ship Manager Software enables you to apply

list rates for FedEx Collect on Delivery (C.O0.D.) amounts for
FedEx Express and FedEx Ground shipments. This feature
applies to single-piece shipments and multiple-piece shipments
(MPS), but does not apply for shipments to Mexico.

Note: The FedEx Collect on Delivery (C.O.D.) option is not
available for FedEx Express service in Canada.

To enable and apply list rates for FedEx Collect on Delivery
(C.0.D.), follow these steps:

1.

Select System Settings from the Customize menu. The
System Settings — System/Account screen displays.

Select the appropriate System # and click Modify. The
System Settings screen displays.

Click 2 —= FedEx Customer Admin tab.

Select Use Domestic List Rates and Use International List
Rates check boxes. When the resulting popup displays, click
Yes.

Click OK to close the System Settings screen.

Enter the required information for your shipment on the
Shipment details screen.

Click Options tab. The Options screen displays.

Select C.O.D. check box. The C.O.D. (Collect on Delivery)
Information screen displays.

Enter an amount (e.g., $1.00) in the Amount field.

Advanced Expert

10.Select the appropriate option in the “Freight charges
to add to C.0.D. amount” drop-down menu.

11.Click OK. If you have entered all shipping information,
click Ship to process your shipment.
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Downloading International List rates

FedEx Ship Manager Software now allows you to
download FedEx Express international list rates, FedEx
Express U.S. list rates, FedEx Ground list rates and FedEx®
International Direct Distribution list rates.

Note: The List option displays when you select the Use Domestic List Rates or
Use International List Rates check box. You can select both check boxes, as
needed.

Dynamic Rate Quote Improvements for FedEx Ground Multiweight®
enhancement allows FedEx Ship Manager to display FedEx Ground Multiweight

You can display/return these rates via the courtesy rate rate in the dynamic rate preview when multiweight is the lowest rate.

quote, doc-tabs, validator labels and reporting functions. You can set the default setting of the Dynamic Rate Preview dropdown to

And you can add fields to customize reports and doc- ‘Lowest’ in System Settings.

tabs. FedEx Express international list rates are available 7. Click OK to save your changes.

for Canada and Latin America and the Caribbean. 8. Select Download from the Utilities drop-down menu.

Canada-origin shippers can also download list rates for 9. Click plus symbol (+) to expand the Rates section.

FedEx CoI[ect on Delivery (C.0.D.) amounts for FedEx 10.Select Express Domestic List Rates, Express

Ground shipments. International List Rates and Ground List Rates check
boxes.

To download international list rates, follow these steps:

1. Select System Settings from the Customize menu. The
System Settings — System/Account screen displays.

11.Click OK to download your selected rates.

2. Select the appropriate System # and click Modify. The e ‘ ‘
System Settings screen displays. Aot - - :

3. Click 2 - FedEx Customer Admin tab.
4. In the Exclude From My Shipping Charges section,

select the appropriate check boxes. mmee O e
5. Select Use Domestic List Rates or Use International roercesirme] | Bz S——
List Rates check box. When the resulting popup - | O o
displays, click Yes. R R o
6. Select Never, Discount or List from the Display O cmastuatseseiony | T e —_— =
Dynamic Rate Preview drop-down menu. s : — =
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FedEx International Ground

FedEx understands that your time is valuable and you
need easy, accessible services that will streamline the often
complicated international shipping process.

For shipments between the U.S. and Canada, FedEx
International Ground® service includes:

« Brokerage-inclusive service — This service gives you
one point of contact, and initiates regulatory clearance
while packages are en route to speed up the entire
process.

« Broker select option (BSO) - If you prefer to use
your own broker, you can add, and store your broker
information for subsequent shipments. Select Brokers
from the Databases menu and refer to Database
Functions.

+ Flexible billing solutions — You have the option to bill
duties, taxes, and ancillary fees to the sender, recipient
or third party.

« Resolution of customs delays — FedEx Customer
Service has full visibility into customs-clearance
cases, allowing improved shipment status.

« Money-back guarantee — FedEx will credit or refund
your transportation charges if we fail to deliver your
Brokerage-Inclusive shipments on the scheduled
delivery day.

« Door-to-door service - FedEx Ground is the only U.S.
carrier that provides door-to-door ground service
to every business and residential addressin all 10
Canadian provinces, plus the Yukon, Northwest
Territories, and Nunavut.

Advanced Expert

Function keys

You can use the following function keys within FedEx Ship
Manager Software:

F2 Shipping — Ship domestic and international packages.

F3 Receive - Enter inbound packages and print Inbound
and Receiving reports.

F4 Choice List — Displays a list of choices for the field.
F5 Tracking — Track the status of your FedEx packages.
F6 Reports — Print or view reports.

F7 FedEx Express Close — Close FedEx Express shipments
at the end of the day.

F10 Ship Package — Process a shipment and print shipping
labels.

F11 Override Preferences — Override (ignore) shipping
preferences for your current shipment.

F12 Delete/Modify a Package — Cancel or modify one of
today’s shipments.
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Information security standards — masking account
numbers on shipping labels

FedEx is committed to promoting a safe and secure environment
in which to conduct business and deliver superior service to our
customers. To that end, the company has implemented specific
information security standards to prevent incidents which

could affect a company’s ability to do business or undermine its
reputation.

The scope of the information security standards is to reduce
risk for FedEx and FedEx customers by protecting confidential
information that is entrusted to FedEx, and its direct or indirect
subsidiaries.

FedEx is extending these standards to further protect customer
account numbers from unauthorized use. As part of this effort,
FedEx is limiting the exposure of shipper account numbers

on shipping labels. The safeguards outlined in this document
provide direction to help customers avoid the inadvertent
release of confidential account information and minimize risks to
FedEx and our customers.

Go to the Customer Protection Center website fedex.com/us/
security/ to learn more about how FedEx works to help protect
you and how you can protect yourself.

FedEx Ship Manager Software and hardware now hide or mask
your account number on the shipping labels. For international
shipments, duties/taxes/fees print on the shipping label.

For international shipments, FedEx Ship Manager Software
removes customer account numbers from the air waybill copy.
Customer account numbers are embedded in the 2D barcode for
data retrieval activities via scan.

Expert
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http://Package and Shipment Details, 
continued
http://Package and Shipment Details, 
continued

Track

FedEx Ship Manager® Software can track your package
online and provide the current status on U.S., Canadian,
international, and return shipments.

You can continue using FedEx Ship Manager Software
while tracking the status of a package. A message
displays when the tracking results are available.

Refer to the information in this section to track your
shipments:

« Track by numbers and references
» Track from shipping history

o Track results

Expert

File Databases Customize Utilities Integration Inbound

fedex.com  Help

| Ship | LTLFreight \| Shipping list *  AddressBook  Reports  Close | fedex.com |

Track by numbers and references | Track from shipping history | Track resuts |

Fedtx.

Enter any FedExtracking or Door Tag racking number
Tracking Number: [
Track allretums

Track shipment(s) by reference

Select one for the following reference type

Service -

Reference type -
Reference

Account number. 263610420 -

Ship date: 11/02/2017
(Ppproximate ship date +/- 15 days)

Destination Courtry:  Select courty. -
(Required # account no. not entered)

Destination postal
{Required if destination country supports pstal codes)

kTrack shipment(s) by number Track using the following criteria
=y

Tracking Number

Delete Delete Al

Select Al

|

Thursday, November 02, 2017 3:36 PM _:
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Track by numbers and references

File Databases Customize Utiities Integration Inbound fedeccom Help

\ Shipping list ~ | Address Book  Reports  Close  fedex.com wa

| Ship | LTLFreight

Use the following fields to track outbound and return

shipments with either the tracking or Door Tag number.

1.

Click Track tab at the top of the screen. Then, click
the Track by numbers and references tab.

Enter the tracking, Door Tag or shipping reference
number in the Tracking Number field.

« Totrack an outbound shipment processed
along with a return shipment, enter the
outbound tracking number.

« For multiple-piece shipments, enter the master
tracking number or the tracking number for an
individual package in the MPS.

Click Add after entering each tracking number.

Click Track at the bottom of the screen to begin.
When tracking is complete, a message displays that
your tracking information is available for viewing

Click Track results tab to view the results on your
screen, print or save the results to a file. Refer to the

Track Results section for more information.

Right-click and copy the tracking number with the
computer mouse and paste it as required.

Track shipment(s) by reference
Select one for the following reference type
Seee: =
Reference type: .
Reference
Account number. 260610430

Ship date: 11/02°2017
(Approximate ship date +/- 15 days)
Destination Country:  Selest courtry. -
(Required f account no. not entered)

Destination postal
{Required if destination country supports postal codes)

:
—

= FadEx Ship Manages

File Datgbases Customige  Untilities  Integration  Inbound  Passport  fedexcom Help
Ship  LTL Freight -mh' Address Book  Repons  Close 10D =

Track by rumbers and rfeences  Track from shippng history  Track resuts

| ShomDests | Pmt Sove flmotiofle | | View excestons code |
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Follow these steps to track the status of outbound and return
shipments by using shipment references.

1. Click Track tab at the top of the screen. Then, click Track by
numbers and references tab.

2. Select or enter one or more of the following references:
» Service - Select All Services or a specific service type.

» Reference type | Reference - If you assigned unique
references when you created your shipment, select the
Reference type. Enter the exact reference information in
the Reference field.

« Account number - Enter or select the FedEx® account
number you want to track.

« Ship date - Click calendar =& to select the approximate
ship date. The tracking search feature searches 15 days
before and after the selected date.

« Destination Country —Select the destination country. This
field is required if you did not enter an account number.

« Destination postal - Enter the destination postal code.
This field is required if the destination country supports
postal codes.

3. Click Add after you have entered all shipment references.

4. Click Track at the bottom of the screen. When tracking
completes, a message displays that your tracking
information is available.

5. Click Track results tab to view the results on your screen,
print or save the results to a file. Refer to the Track Results
section for more information.

Advanced Expert

File Databases Customize Utilities Integration Inbound

fedeccom  Help

Ship | LTL Freight Shipping list - AddressBook Reports | Close | fedex.com Fe&x
Track by numbers and references | Track from shipping history | Track resuts |
ing Nur ce ce Nu ce Value count

Enter any FedEx tracking or Door Tag fracking number.
Tracking tuunber: N
Track al retums
Track shipment(s) by reference

Select one for the following reference type

Service: -

Reference type =

Reference

Aecount number: 268610480 -
Ship date: 11/02/2017
(Approximate ship date +/- 15 days)
Destination Courtry:  Select courtry. -
(Required if account ne. net entered)

Destination postal
{Required f destination courtry suppors postal codes)

« I 3

[ Deete | [ Deleten | select | ||

Thursday, Movember 02, 2017 3:36 PM |
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Track from Shipping History

Enter shipping history criteria to single out the
package(s) you want to track.

Follow these steps to track from shipment history:

1. Click Track tab. Then click Track from shipping
history tab.

2. Include as many search criteria as possible to narrow
your search:

- Date Range

« References

« Recipient information

+ Sender information

« Package content

+ Special service options

« Multiple-piece tracking #
« CODreturn

3. Click Search for shipments. The shipments found will
be displayed in the Shipment search results table.

4. Select the shipments you want to track in one of the
following ways:

+ Click only one result.
e Ctrl+click to select more than one result.
+ Click Select All to select all results.

Advanced Expert

5. Click Track to submit the selected records. A message is
displayed when your track results are available.

6. Click Track results tab to view the results on your screen,
print or save the results to a file. Refer to the Track
Results section for more information.

File Databases Customize Utilities Integration Inbound fedexcom  Help

Fhip LTL Freight Shipping list =  Address Book | Reports Close  fedex.com w
Track by numbers and references | Track from stipping histery | Track resuts |
1. Track shipment(s) from ship history 2. Shipment search results
Use any or al of the following criteria to track shipmentis)
Dete Range: 110172017 T2 Tracking Numiber Date Courtry  Company  Reference  Track Retu

Customer reference:

Invoice number:
P.O. Number:
Shipmert ID:
RMAnumber:
Recipient courtry:  Select courtry hd
Recipient company or contact
Recipiert Ciy:
Recipiert State/Provinee: | Zip/Postal code
Sender company or ortact

Sender ID: Select sender... -
Departmert:

Recipient |D: M
Package content

Special services Select special service: hd
Wult piece tracking &

Track COD retum Track all retums

| Searchforshipments | [ Cear

< I 3

[ Dete | [ Detcar | [ select | |

Thursday, November 02, 2017 3:38 PM
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Track results

;/clfgve ?]/our tracking search results on the Track results O e FedEx

Track by numbers and references | Track from shipping history | Track results |

.
1. Click Track results tab at the top of the Track screen. e

2. If desired, select the check box to display Exceptions
only or Undelivered packages only.

3. To show the track result details such as shipment
activity and location, select a tracking number and
click Show Details.

4. To print the tracking results, select one or more
tracking numbers and click Print.

5. To save the track results, select one or more tracking
numbers and click Save Report to File. Then enter the
file destination and name and click OK.

6. To view a list of FedEx Express and FedEx Ground
exception codes, click View exceptions code.

Date/Time.

4 i1} o
[ showDetais | [ Pit || SaveReporttoFie | [ Viewexceptionscode | Delete

Thursday, November 02, 2017 3:39 PM

7. To delete one or more tracking numbers from the
Track results list, select the number(s) and click
Delete, or click Delete All to delete all tracking
numbers listed. This only deletes the number(s) from
the list. It does not delete the shipment(s) from your
system.
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Meet international requirements

FedEx provides reliable, customs-cleared shipping
to more than 220 countries and territories. FedEx
Ship Manager Software makes shipping to these
international destinations easy and efficient.

International requirements for shipments outside of
the U.S. and Canada may require detailed commodity
information, customs documentation, Electronic
Export Information (EEI) filing, Canada Export
Declaration filing, and other information.

This section guides you through the steps to meet
international shipping requirements:

« Document Shipments

« Commodity/Merchandise Shipments
« Destination Control Statement (DCS) (U.S. only)
e Customs Information

Save time and keystrokes when preparing your
international shipments by setting shipping
preferences for USMCA/T-MEC/CUSMA statements,
terms of sale, shipment purpose and more. The
associated fields populate automatically based on the
recipient and sender selected for the shipment.

Refer to Recipient Preferences or Shipping Profiles
for detailed instructions.

Essentials Advanced Expert
Eie  Dutghases Cistomige  UMilties  Integration  |nbound  Fawiport  fedex.com 2 Mxﬁ

ﬂmsw Tack Shippinglist + Addeess Book  Regarts  Close

S Code Leskap

Virw Bkt et
A Commercial Irvosce must scoompary the shpment
Bt Bogae Tupes: | Sabect spancn. v
Figtum Cthes Tt

SIB4ET  Dim Weight 12 s [0
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Document shipments

A document shipment includes letters, statements,
applications, and other types of correspondence.

If your shipment contains only one type of document,
refer to the Single Document section.

If your shipment contains more than one type of
document, follow steps 1 through 9 in the Single
Document section, then refer to the Multiple
Documents section.

Note: If your shipment contains more than one package, refer to

Multiple-Piece Shipments (MPS) for detailed instructions on preparing

multiple-piece shipments.

=" FedEx Ship Manager |

File Doatgbases Customige Utilities  Integration  Inbound  Passport  fedex.com  Help
LTL Freight Trsck Shippinglist = AddressBock Reports  Close

Shipmert detsls  Options  Shipflet  Document  Custems:
Dacument information

<

Etirth Cartificate:
Bonds

Budget Statements/Reparts
Checks [Completed]
Claam Filez:

Clozing Statements
Conferercs Raports
Coniracts

Cont E thmates
Cot Transerpls
Credit Applcations

Franchine Rieports

Holel Reservations
Imevigrasion Papers
IPociome: S1atmimert:

| | Clearfiebds | Delete/Modify shiprment ~ Repeat shipment

Crowrrice prefs.

Dociment Summary

Rate Quote and Transit Times

$186.72 | Dim Weight 12 Ibs | Musiple-piece shipment
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Single document

1.
2.

Complete the Shipment details screen.

Click Document as the Package contains option in
the Package and shipment details section. When
Document is clicked, the Document Description field
displays.

Select a customs-approved document description or
enter your own description, up to 135 characters.

Note: The document description you select or enter on this screen

automatically populates the Document description on the Document

screen. Any change made to the description on the Document screen

automatically updates the Document description field on the Shipment

details screen.

4.

Select Print FedEx generated Commercial Invoice
check box if your document requires a declared
customs value or if the destination country requires a
Commercial Invoice.

The Commercial Invoice is the official transaction
record between an exporter and an importer. Along
with the FedEx Ship Manager Software shipping
document, customs officials rely on this paperwork to
clear shipments across international borders.

Enter Total carriage value for your document.

Select the carriage value currency type allowed by the
destination country for FedEx Express shipments.

Enter Total Customs Value for your documents,
if required.

Expert

8. Complete Billing details section.
9. Click Options tab to select additional shipping

options and special service options.

10.Click ShipAlert tab to send shipment notifications

to your customer, yourself, and others. For more
information, refer to page FedEx ShipAlert®

11.Click Ship to process the shipment and print the

shipping label.

Package and shipment details

Package contains: ® Document (O Commodiy/Merchandise
Number of packages: |1 Identical packages

Weight - |12 [bs ~| Manwt
Service type: | Z - FedEx Intemational Priority® v |

Package type: [ Other Packaging iy ‘

Package dimensions: l Select anitem... v l

Saturd
Ship date: [11/25/2022 =™ O ey

Dosunent Descrotion: [T - |

Total camiage value: [50.00 ”IUSD- v‘
Total Customs Value: ISO.DU ]
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Multiple documents

If your shipment contains more than one type of
document, complete steps 1 through 9 of the Single
document instructions then continue below.

1. Click Document tab.

2. Select a customs-approved Document description
or enter your own description, up to 135 characters.
This field is populated automatically if you entered
a document description on the Shipment details
screen.

Any change made to this field automatically updates
the Document description field on the Shipment
details screen.

3. Select Country of manufacture where the document
was produced.

4. Click Add to shipment.

5. Repeat steps 2 through 4 for each document type in
your shipment.

6. To view, edit or delete a document description,
select the description from the Document summary
and click the appropriate function.

7. When you have added all document types, click Ship
to process the shipment and print the shipping label.

.
Essentials Advanced Expert
"= FedEx Ship Manager | - u] X
file Databases Customize Utilities Integration |nbound Passport fedexcom Help
Il LTL Freight Track  Shipping list - AddressBook Reports  Close Mx
A

Shipment detais Options ShipAlet Document  Customs

Document information

Document description [Emplayment Papers

Country of manufacture: |[IERIITTEREIEER

Add to shipment

Clearfields | Delete/Medify shipment | Repeat shipment | Oyerride prefs | Rate Quote and Transit Times

Document summary

Desciption
Customs Documents

Escrow Instructions
Applications (Completed)
Budget Statements/Reports

$186.72 Dim Weight 121bs  Multiple-picce ship
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Commodity/merchandise shipments

Fie Databases Customize Utilties Integration

To prepare a commodity/merchandise shipment: e e
1. Complete the Shipment details screen.

2. Click Commodity/Merchandise as the Package omrp——T | —
contains option in the Package and shipment details - -
section.

Note: If your shipment contains more than one package, refer to Multiple-
Piece Shipments (MPS) for detailed instructions.

Inbound fedeccom  Help

SKU/tem/UPC

3. Click Options tab to select additional shipping options S e
or special service options.
4. Click ShipAlert tab to send shipment notifications to e
your customer, yourself, and others.

5. After you complete the screens noted above, click
Commodity/Merchandise tab. The Commodity/ h S ! et o FedEx
Merchandise screen displays.

5
Continue with Add a Commodity on the next page. Elnen e S ‘

]| Retum Labet

]| Retums Clearance:

Multiple-piece shipment

Thursday, Noverber2, 20173357 |

Page 79



Add a commodity

1. Use one of the following options to add a commodity:

Select an existing Commodity ID and continue
with Additional Commodity Information in this
section.

Enter a new Commodity ID to add and save a
new commodity then press the Tab key. The Add
Commodity screen displays. Continue with step
2 on the next page to enter required commodity
information. Once you have entered the required
information, click OK to save the commodity

to the Commodity database, and return to the
Commodity/Merchandise screen.

Skip the Commodity ID field and continue with
step 2 on the next page.

Note: You can add, view, edit, and delete commodities in the Commodity
database. You can also print commodity reports. To access the database,
select Commodity from the Databases menu and refer to Database

Functions.

Expert

LTLFreight Track  Shppinglit = AddeessBook  Repests  Close  ledercom
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2. Enter a commodity description, up to 450
characters. This description is printed on the
following customs documents and eliminates
manual air waybills:

+ Certificate of Origin (U.S. only)

« USMCA/T-MEC/CUSMA Certification of Origin
+ Shipment Detail

« Proforma Invoice

Note: A warning message is displayed for all FedEx Express international
shipments when you enter a commodity description that is considered
vague. Enter a more distinct description to help reduce customs issues
during the clearance process and to provide you with more accurate
information when preparing your commodity shipment.

To access this warning, select Customize User Prompts from the
Customize menu and click Prompt for Vague Commodity Warning
message. Then select Prompt or Don’t prompt and click OK to save your
selection.

3. Select Country of manufacture for the commodity.
If more than one country is used to manufacture
your goods, you will need to select Country of
manufacture which represents the majority of
goods manufactured.

4. Enter Quantity of the commodity you are shipping.
Select Unit of measure and enter the Unit value.

ol

6. The Total customs value is calculated automatically
based on the Quantity and Unit value.

7.

Expert

If you want to enter optional commodity information,
continue with the Additional Commodity Information
instructions on the next page.

If you do not want to enter optional commodity
information, click OK to save the commodity to the
Commodity database and return to the Commodity/
Merchandise screen, or click Add and continue with
the Commodity Summary instructions.

To update the USMCA details, select the Applies

to USMCA/T-MEC/CUSMA Certificate of Origin
checkbox in the USMCA/T-MEC/CUSMA Information
section. The Origin Criterion, Producer and Net Cost
of the commodity can be updated here.
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Commodity description validation

The Software now validates the description of the
commodity provided in the Commodity Description field
during your commodity shipment. A detailed description

of the commodity reduces customs issues created during
Enter Commodity inf omabon
the clearance process.
Commedty ID:
If a vague description is entered, an error message or a : e R —
warning message is displayed based on the description _ Expaton dae: [  / =
entered for the commodity. e 3 S
Chdity 1 J
In case an error message is displayed, you will not be Uit of mal s Ship Marager
allowed to proceed With the Shipment' To Continue Total n‘:: @ The commodity description entered is too vague. Please enter 8 mone
with the shipment, you must provide a more accurate 143 commoary el g sy vt
. . . . . n “Bunnes Conmespondence on Floppy Disks®. Clearance delayt may
descr|pt|on of the Commodrty be|ng Sh|pped. Hrorein result # shipment contents are not completely and sccurately
Patry described. L*
. o . . ol

Ifa warning message is displayed, you can still continue =3
with the shipment. G P ;

The Hamenzed Code i mpotiar for comect classficancn

of & commodity. Shpments wilh an ncomect o mssng

Harnoniged Code can result in shioment deimes fines andv/or
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Additional commodity information

1.

2.

You may enter the following optional commodity
information:

+ Total commodity weight

« Harmonized code

« HS Code Lookup

« Part number or manufacturer number

« Distinguishing marks/numbers on the outside of
the package Unique SKU, item number or UPC used
to identify the commodity

+ Commodity Purpose
« Exportlicense number and expiration date

« This Commodity is Restricted/Regulated checkbox
allows you to classify a commodity as a restricted
or a regulated commodity in the commodity
database.

Note: Export License field uses a minimum of 7 characters using the
format ANNNNNN and a maximum of 12 characters using the format
ANNNNNNXXXXX.

If your shipment applies for USMCA/T-MEC/CUSMA
(North American Free Trade Agreement), you may select
the Applies for USMCA/T-MEC/CUSMA Certification of
Origin check box. Follow the USMCA/T-MEC/CUSMA
Certification of Origin instructions on the next page.

Advanced Expert

Essentials

3. If USMCA/T-MEC/CUSMA does not apply, click Add to
shipment.

4. Repeat these steps for each commodity in the shipment.
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Note: Once you click the Harmonized Code Search button, if the connection
to trade tool cannot be established, an error message “The Harmonized Code
lookup is not available at this time. Please try again later.” is displayed.
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Commodity summary

Each commodity added appears in the Commodity
summary section. You can view, edit or delete each
commodity in your shipment.

+ To add additional charges to the shipment, enter the

amount in the Additional charges field.

Advanced Expert

USMCA/T-MEC/CUSMA Certification of Origin

A USMCA/T-MEC/CUSMA Certification of Origin may
apply if the shipper and recipient are located in the U.S.,
Canada or Mexico, and at least one commodity was
produced in one of these countries.

1. Select Applies for USMCA/T-MEC/CUSMA Certification
of Origin check box in the Additional commodity
information section on the Commodity/Merchandise
screen.

2. Select the following Origin Criterion option for each
commodity in the shipment.

A -The good was obtained or produced entirely in
a USMCA/T-MEC/CUSMA country.

B - The good was produced entirely in a USMCA/T-
MEC/CUSMA country and satisfies the specific
origin that applies to its tariff classification.

C-The good was produced entirely in a USMCA/T-
MEC/CUSMA country from originating materials.

D-The goods were produced in a USMCA/T-
MEC/CUSMA country but do not meet the rule of
origin because the goods were imported into the
territory of a USMCA/T-MEC/CUSMA country in
an unassembled or disassembled form, but were
classified as assembled goods.

E — Certain data processing goods and their
parts that did not originate in a USMCA/T-MEC/
CUSMA country are considered originating upon
importation when the Most-Favored-Nation
tariff rate of the good conforms to the rate and is
common to all USMCA/T-MEC/CUSMA countries.
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3. Select Yes if you are the producer of the commodity.

Select No if you are not the producer of the commodity.
Indicate whether the certificate
is based upon:

« No (1) - Your knowledge of the commodity

« No (2) - Written statement from producer

+ No (3) - Signed certificate from producer

. The Net cost (NC) method calculates regional value content
(RVC) as a percentage of the net cost to produce the good.

Net cost represents all costs incurred by the producer minus
promotions, royalties, shipping, and non-allowable interest
costs.

+ No-Select No if the RVC is not calculated according to
the net cost method.

+ NC-Select NCif the RVC is calculated according to the
net cost method.

« NC plus date range — Select NC plus date range if RVC
is calculated according to the net cost method over a
period of time. Enter the beginning and ending dates
of the time period ina MM/DD/YYYY format or select
from the calendar icons.

Essentials

Advanced Expert
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Advanced Expert

Destination Control Statement (DCS) (U.S. only)

The Destination Control Statement (DCS) is available with FedEx
International First®, FedEx International Priority®, FedEx International
Economy®, FedEx International Priority® Freight and FedEx
International Economy® Freight services.

The DCS must be entered on the invoice and on the Bill of Lading,

air waybill or other export control document (e.g., Commercial
Invoice, label, packing slip, Certificate of Origin) that accompanies
the shipment from its point of origin in the United States to the
ultimate consignee or end-user abroad. This also applies to all

export shipments sent from any country where the exporteris a U.S.
company. The person responsible for preparing those documents is
also responsible for entering the DCS. FedEx provides the DCS for the
Commercial Invoice and the label.

The shipper is responsible for placing the DCS on the packing slip and
the Certificate of Origin.

Based on the type of export shipment that you are processing, the
current statements you must use are as follows:

« DCS required for most U.S. exports: “These commodities,
technology or software were exported from the United States in
accordance with the Export Administration Regulations. Diversion
contrary to United States law is prohibited.”

+ DCS for U.S. exports controlled by the U.S. Department of State:
“These commodities are authorized by the U.S. government
for export only to [country of ultimate destination] for use by
[end-user]. They may not be transferred, trans-shipped on a
noncontinuous voyage, or otherwise be disposed of in any other
country, either in their original form or after being incorporated
into other end-items, without the prior written approval of the U.S.
Department of State.”
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Enter the Destination Control Statement (DCS)

1. Complete the required sections on the Shipment details
screen then click the Options tab.

2. Inthe Destination Control Statement (DCS) section,
select one of the following options in the DCS Type
drop-down menu:

+ Not Specified

« U.S. Department of Commerce (DOC)

« U.S. Department of State (DOS)

« Both—DOS and DOC

« The default value is set as ‘Not Specified’.

3. If you select U.S. Department of State (DOS) or
Both-DOS and DOC, the following fields display with
entries related to your shipment:

« DOS Destination Country(ies) — This is the
destination country code.

« DOS Destination Recipient — This is the recipient’s
company name. If the recipient’s company name is
blank, the recipient’s contact name is displayed.

4. Confirm these field entries or change them as needed.
5. Continue with processing your shipment.

Advanced Expert
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FedEx International First Expansion

FedEx Ship Manager Software enables you to ship
packages using FedEx International First service via the
following lanes:

« Fromthe U.S, Canada, Europe, Middle East and
Africa, Latin America and the Caribbean, Hong
Kong, Taiwan, and Japan to Southern and Eastern
China.

« Fromthe U.S., Canada and Latin America, and the
Caribbean to Singapore.

2010 INCOTERMS update

The International Chamber of Commerce issued

a revision to the internationally recognized trade
terms, INCOTERMS 2010, effective Jan. 1, 2011. To
accommodate this revision, FedEx Ship Manager
Software includes the following new terms in the Terms
of sale drop-down menu and prints these values on
applicable shipping documentation (e.g., Universal
Commercial Invoice):

+ DPU (Delivered at Place of Unloading).
« DAP (Delivered at Place).

Advanced Expert

Setting return address for cross-reference numbers
for international shipments (U.S. only)

FedEx Ship Manager Software allows you to set a

return address at the cross-reference number level for
FedEx International Priority DirectDistribution®, FedEx
International Economy DirectDistributionSM Service and
FedEx International Priority DirectDistribution® Freight
shipments.

After you create cross-reference number labels, place
a label on each package. Each cross-reference number
in the shipment can have a different alternate return
address.

For skidded shipments, place one cross-reference
number label on each skid within the shipment. All
packages on any one banded or shrink-wrapped skid can
be shipped to one destination. Never place the master air
waybill or tracking number on a package. Instead, place
it inside an overnight letter containing the regulatory
documentation.

This feature also applies to FedEx International Priority
DirectDistribution single point of clearance (SPOC)
countries, since they may have different return addresses
for each cross-reference number. Each cross-reference
number in the shipment can have a different alternate
return address. An alternate return address automatically
prints in lieu of the Sender address on the cross-
reference number labels.
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Customs information

FedEx Ship Manager Software introduces a new design
for the Customs screen and new preference settings for
your customs documents. This new design simplifies
international shipping by printing shipping labels and
the following customs and regulatory documents:

« Tracking number bar code
« Setting customs document preferences

e« Customs screen
« Commercial Invoice/Proforma Invoice information

« Importerinformation
« Electronic Export Information (EEI) (US only)

« Canadian Customs Export Declaration Information

(Canada only)
« Customs documentation

« FedEx® Electronic Trade Documents

Advanced Expert

Tracking number bar code

To allow FedEx Customs Clearance personnel to scan
customs documentation and match tracking numbers
with air waybill data for faster document handling, the
tracking number bar code prints on the first page of all
customs documents.

The bar code is not included on customs documents
printed on a dot-matrix printer.
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Setting customs document preferences

To help simplify completion of the Customs screen, your
international shipping profile provides a new Customs
Documents tab for document and image preferences.

1. Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen is displayed.

2. Select the Default International Shipping Profile and
click View/Edit. The View/Edit International Shipping
Profile screen is displayed.

3. Click 5-Customs Documents tab.

4. Inthe Document preferences section, select preferences
for your Commercial Invoice or Proforma Invoice. When
you select a FedEx generated document, select number
of copies required for your shipment from the Print
Copies drop-down menu.

5. To upload letterhead and signature images to display on
the FedEx generated Commercial Invoice or Proforma
Invoice, click Upload Images in the Letterhead and
Signature for FedEx generated Commercial Invoice/
Proforma section. The Upload images screenis
displayed.

6. Use a digital image of your letterhead/signature or scan
these images. If you scan the images, crop them to the
appropriate sizes:

+ Letterhead image — Maximum of 7.5 x 1.6 inches.
« Signature image — Maximum of 3.5 x 0.5 inches.

Advanced Expert

In the Company letterhead image section, click Browse to
select the appropriate letterhead image file.

For your letterhead, from Apply to countries drop-down
menu, select Only countries to where required, or All to
apply to all shipments.

In the Signature image section, click Browse to select the
appropriate signature image file.

View/Edit Intemnational Shipping Profile ===
Shipping Profile Code: DEFAULT Description: | Defautt Intemational Shipping Profile

1-Field Preferences | 2- FedEx Express Preferences | 3 - FedEx Shipdlert/Noliication Preferences |
4-Ground Prefersnces 5 - Customs Documents \
Your own electronic rade documents

When you use Blectronic Trade Documents, you can upload your own customs documerts from your
computer or network. You can set the defautt file location for your own customs documents here:

Defaut File Location

Document preferences
To simplify completion of the Customs tab you can set defaults for the following documents:

Print copies fwhen
electronic upload is
Commercial invoice /Proforma Fiirt copies not available)

FedEx-generated Commercial Invoice - b | BB
Cetficate of origin

FedEx generated Certficate of origin - E R
NAFTA certiicate of origin

Select method of completion -

Other trade document

Enter type of trade documert here....
Letterhead and Signabure:
You can upload your letterhead and signature image so that they will display on the FedEx generated
Commercial Inveice, Proforma Invoice or the NAFTA Certificate of Origin.
Upload Images
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10.Select Always apply signature check box to apply the
signature to all shipments.

11.If you want to remove the image, click Remove. If you

want to replace the image, click Remove and then click
Browse to select a new image.

12.To save your preferences, click OK on this screen and all
subsequent Shipping Profile screens.

Upload images

=l

Upload images

Y'ou will need to save the letterhead and signature images on your spstem. Once you have done thiz, you can
zelect the Browse button to upload the images.

Company letterhead image:

(Madmum of 7.5x 1.25inches. Image will be automatically re-sized if larger.)

You can select to have your Letterhead display on the FedEx-generated Commercial Invoice/Proforma for
shipments to all countries or only for shipments to countries that require/recommend the Letterhead.

Apply to countries [Onry countries where required

-

Signature image:

(Madmum of 3.5x 0.5inches. Image wil be automatically re-sized if larger.)

Mote: Acceptable file types for letterhead and signature images are gif, jpg, and png

Expert
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Customs screen

To process an international shipment using the updated
Customs screen, follow these steps:

1.

Select Commercial Invoice/Proforma check box

(if applicable) and select a document from the
Complete document using drop-down menu. If

you select a FedEx generated document, select the
required number of copies to print for the shipment
from the Print copies drop-down menu.

Click Add optional info to provide additional
information to display on FedEx generated
documents. You can perform several actions,
including selecting terms of sale, entering additional
charges, including a USMCA/T-MEC/CUSMA
statement. Click View/Edit importer to change the
importer information.

Select USMCA/T-MEC/CUSMA Commercial

Invoice - Certification of Origin checkbox to select
between FedEx generated and your own commercial
invoice. If FedEx Generated USMC/T-MEC/CUSMA
Commercial Invoice is selected, the View/Edit button
is displayed.

Once you click the View/Edit button, USMCA/T-
MEC/CUSMA Commercial Invoice - Certification of
Origin window is displayed.
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5. Update the Certifier, Exporter, Producer, Consignee &
SoldTo information from the dropdown. Select Other
option from the dropdown to update other details.
The view/Edit Button is enabled & on clicking this -
View/Edit of that screen will be displayed for entering
the details respectively (Certifier, Exporter, Producer,
Consignee, and SoldTo).

6. Add the Additional Information —as Terms of Sale from

the dropdown & other necessary information & click OK
button.

7. Since the AES/EEI (formerly SED) check box is always
checked for U.S.-origin shipments, process your
shipment as follows. EEl is Electronic Export Information
and SED is Shipper’s Export Declaration.

8. If your shipment requires EEI filing and you are using the
Automated Export System (AES), select the appropriate
filing option from the drop-down menu and select the
citation type from the Citation Type drop-down menu.
No EEI Required is the default option.

« | have already filed an EEI.

« | want to file using AESDirect (self-file).

« lwant FedEx to file as my agent (agent-file).
« lwill file an EEI Post-Departure.

Note: The custom data is transferred to ACE portal via AES Direct when you
select | want to file using AESDirect.

EEW
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9. Enter the AES citation number in the AES citation
field. Refer to AES Citation Types for more
information.

10.If your shipment does not require EEI filing, select
No EEI Required (default option) from the drop-down
menu and then select the appropriate FTR exemption
number from the FTR Exemption drop-down menu.
Refer to the FTR Exemption Codes table for the
current FTR exemption codes.

Note: For Canada-origin shipments, Export Permit # and Canada export
declaration options display instead of AES/EEI (formerly SED). Provide
the required information for these options, if applicable.

11.If your shipment requires EEI filing and if you choose
“I want to file using AES Direct” option, the “File
AES Direct” button is displayed. When this button is
clicked, FedEx Ship Manager submits the shipment
data to the AES Direct (ACE secure data portal) via
the Weblink interface.

12.Click Add other trade documents. Select any of
these other trade documents for your shipment
(e.g., Certificate of Origin). For FedEx generated
documents, you can select the number of copies
to print. If you select USMCA/T-MEC/CUSMA
Certification of Origin check box, click View/Edit, and
provide the required information.

Advanced Expert

13.Select Print Shipment Detail check box to print the
shipment details.

14.When you have completed the Customs screen, click
Ship to process your shipment.

file  Detgbwies  Cutomige  \estes  Integiation  lnbound  Bampert  fedepcom  Help
UTLFreight | Track  Shipping st = AddveisBook | Reports  Close Mx -
e Adeaires 8
Shpmert pupcse: | S0
Contifior: | Exgerier
(3 Becwunicaly wioad
[ Pt abmcereirt L
“Ether s o
9 USMCATHEC CUSHA Comnerl [ FodEx G
- Cticaton t Qi - [ ther = 7
- s [ Ty, Eporer: |0
Noew/Edit USMICA/T-MEC/CUSMA Cortification of Origin Exporter ®
Aol Exvocter 10: |
Hame:
Addreas 1
AES/EF] Sormarky SED) i
ay:
Courtry: | Select an e
SatesProvince:
Cartfcate of Ongn
B Cofcate FipiPostal
EA Addtionsl e Way 4 Telephone:
Documentation: Please review -
Rervierws the: infommation below b determn Tan 10 Murnbser business number) |
AR I TR AAOF] I Farts v av
EA Pt Shigrwet Detad Preview Documertis}
= .
€ ! >
Clear fields | Dglete/Modify shipment | Bepeat shigment | Oyertide prefs | Rsbe Quote and Transt Times $18101  Dim Weight 100bs | Lultiple piece shpment

Page 94



Commercial Invoice/Proforma Invoice information

FedEx Ship Manager Software prompts you when a
Commercial Invoice is required for all International,
Outbound (non-Distribution) shipments (FedEx
International Priority Express, FedEx International Priority,
FedEx International Economy, and FedEx International
Ground shipments).

You can use your own Commercial Invoice, or create, and
print a Commercial Invoice using the information you enter
into FedEx Ship Manager Software.

To use your own Commercial Invoice/Proforma Invoice

for customs clearance:

1. Complete Shipment details, Options and Commodity/
Merchandise screens.

2. Click Customs tab.

3. Select Commercial Invoice/Proforma check box on the
left side of the screen.

Note: Since this is the default setting, you do not need to return to the
Customs screen to complete your shipment if no other information is
required on this screen.

4. Complete any additional fields on this screen or any
documentation required for your shipment.

5. Include the required number of copies of the
Commercial Invoice/Proforma Invoice with your
shipment.

Advanced Expert

File Databases Customize Utiities Integration Inbound fedexcom  Help
LTL Freight | Track | Shippinglist = AddressBook Reports Close | fedex.com Mx
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Customs Information
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Customs document Complete document using.

Commercial Invoice/Proforma FedEx generated Commercial Invoice - Add optional info Print copies: [3 |
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[ Print Shipment Detall
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To create a Commercial Invoice/Proforma Invoice:

1.

Complete the Shipment details, Options, and
Commodity/Merchandise screens.

Click Customs tab.

Select Commercial Invoice/Proforma checkbox on

the left side of the screen.

Notes:

«  If you want this option to be checked automatically, select FedEx
generated Commercial Invoice or FedEx generated Proforma as a
preference in the International Shipping Profile.

Refer to Shipping Profiles.

»  You can set the top margin to print the Commercial Invoice on
company letterhead, which is a requirement for some countries.
Refer to Customize Forms to select this option.

Select number of Print copies.

Click Add optional info. The Commercial Invoice/
Proforma Invoice information screen displays.

Select Terms of sale.

Free Carrier (FCA/FOB)
« Selleris responsible for all costs of delivering
goods to destination.

Carriage Insurance Paid (CIP/CIF)
« Selleris responsible for freight, insurance, and
miscellaneous charges to destination.

Carriage Paid To (CPT/C&F)
« Selleris responsible for cost of freight to
destination. Buyer is responsible for insurance.

Ex Works (EXW)
« Seller makes goods available to buyer. Buyer is

responsible for delivering goods to destination.

OO LTLFreight Track Shippinglist ~  Address Bock  Reports  Close MX
Shipment detals Options ShipAlet Commodiy/Merchandise Customs

Customs Information

Additional Advisories

Shipment pupose: | Sold .

A Bectronically ugload rade documents
[ Post shioment “Profoma Invaice 0
o
Customs Documents A
Commencial InvoiceProforna FedExgenerated Commercial Invoice v| [ Add optional info Pt copies: P [+
(O lnsest Letterhead Image View/edt images
[ knset Sgnature image
[ USMCA/T-MEC/CUSMA Commercial
Inwoice - Ceification of Orign
USMCAT-MEC/CUSMA Certfication of | FedE xgenerated USMCAZT MEC/CUSMA  + View/edt
Orign
[ Insert Signature image View/edt images
AES/EE! form: ) NoEE| Requied v FTR Exemption | ND EEI 30.36 vi
MOTE: |{ your shipment requites EE| fing, select the iate fling option from the sbove AES/EE|
dropdown kst

[ Certficate of Crigin

(7 Exint Shioment Detal Preview Document(s)

Delivered Duty Unpaid (DDU)
« Selleris responsible for delivering goods to destination.
Buyer is responsible for clearing goods through
customs.

Delivery Duty Paid (DDP)
« Selleris responsible for delivering goods to destination,
including duties, taxes, and miscellaneous fees.
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7. Enter additional freight, insurance and miscellaneous
charges to print only on the Commercial Invoice.

8. Enter optional information, such as reference, purpose and
invoice number.

The Purpose field prints on the Commercial Invoice and helps
customs correctly assess duties, taxes and fees for shipments.

The Purpose menu contains the following correct text options
for purpose assessments:

«  Gift

+ Not Sold

« Personal Effects

« Repair and Return

« Sample

+ Sold
9. Enter up to 3 optional comment lines to print on the

Commercial Invoice.

10.Select The shipper and recipient are related parties
check box if the shipper and recipient are related (e.g.,
subsidiaries).

11.Select Include USMCA/T-MEC/CUSMA statement check box
if the shipper and recipient are located in the U.S., Canada
or Mexico, and at least one commodity in the shipment was
produced in one of these countries and the total value of
the goods shipped is considered to be of a lower value:
$2,500 USD or less for shipments to the U.S.
$1,600 CAD or less for shipments to Canada
$1,000 USD or less for shipments to Mexico
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Terms of Sale
To select a terms of sale value, follow these steps:

1.

Enter the required information for your international
shipment and click Customs tab. The Customs screenis
displayed.

Click Add optional info to provide additional information
to display on FedEx generated documents. The
Commercial Invoice/Pro Forma Invoice information
screen is displayed.

Select a value from the Terms of sales drop-down menu.

Enter any additional charges or information as required,
including a USMCA/T-MEC/CUSMA statement.

Click View/Edit Importer to change the importer
information, as needed. The View/Edit Importer
screen is displayed.

Enter your changes and click OK. The Commercial
Invoice/Pro Forma Invoice information screen displays
again.

Click OK to save your changes.

Click Document Preview to preview the document
before shipment. The selected document will

be displayed with the tracking number as
EXXXXXXXXXXXX” and contain the DRAFT watermark in
the background.

=] | Adopeenainto

Vewedt

View/edt

View /ot maons

[—

S10083 Dimwegnn12ma 1 e e [
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Importer information
If the recipient is not the importer of record, click View/Edit

Importer to enter and save the Importer of Record information.

View/Edit Buyer Information

To provide 3rd party transportation payer visibility for FedEx
International Ground service shipments, click View/Edit Buyer
to enter and save the Buyer information.

During IDD Ground and Express shipment, the buyer is allowed
to add additional information to the shipment details.

If the Sold to Party is not set in IDD master shipment, then
the address details are displayed same as specified recipient
address in View/Edit Buyer screen.

Expert

View/Edit Importer ===
Enter recipient infomation
Recipient ID: @ Sameas Recipiert
Country: | [ - Canada Same as Sender
Contact name: CAFE Automation Other

Company name: DASQA
Address 1: Address Linel
Address 2. Address Line2
Location &: 666
City: | Tororio
State/Province: O - Ortario
Zip/Postal: M1M 1M1
Telephone: (301) 263-9433
Email Address:
Notffication Language:
Faxnumber: { ) -
Account number:

Skip address checking

Intemational information

Tax ID:
Broker ID:

The shipper and recipiert are related parties

Elle Datgboses Customize Utiities Integration Inbound fedexcom Help

BTy UTUFreight Track  Shippinglist * AddressBook | Reports | Close | fedexcom

FedEx.

Customs

Sold

Blectroricaly upload trade documerts
Post shipment document upload

using.

View/Edit Buyer

Enter buyer infomaion

Contact name:
Company name: DASQA
Address 1: Address Line
Ackdress 2. Address Line?
Gy [Tororto
State/Province: | (1 -(riaic
Zip/Postal: MM W1
Telephone: (901) 2629423
Emal Address
Faxrumber: () -
Aczount rumber

Tax ID:

© Same as Importer
‘Same as Recipiert
© Other

Cor
] The shipper and recipient are related patties

[ Include NAFTA statement

B ; Vow/E B

$2035 DimWeight s 1151 e e [IECR

Thursday, June 22, 2017 2:50 PM
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Customs documentation

To print shipment details and/or Certificate of Origin/
Additional Air Waybill, select the appropriate check box in the
Customs documentation section. These customs documents
are not generated automatically.

Additional Air Waybill

The Additional Air Waybill checkbox allows you to print the
required number of air waybill copies for an international
shipment. It can be printed using the following formats:

e Thermal Label

. PDF
. PNG
. DIB

To print the additional copies of an Air waybill ,
« Select the Additional Air Waybill checkbox and the
number of copies.

To print a USMCA/T-MEC/CUSMA Certification of
Origin:

Expert

1. Select USMCA/T-MEC/CUSMA Certification of Origin.

2. Click View/Edit to make any changes needed. The View/
Edit USMCA/T-MEC/CUSMA Certification of Origin screen
is displayed.

3. For Exporter, select a sender to fill in the exporter name
and address on the certificate. The current sender is
usually the exporter.

4. For Exporter, select a sender to fill in the exporter name
and address on the certificate. The current sender is
usually the exporter.

= FedEx Ship Manager |

= o ®
File Datgbases Customize Utiities Integration Inbound Bassport fedex.com  Help
P LTl Freight Track | Shipping st > | AddeessBock  Repons | Close Mx g
. B Vinyed 0 ‘
[ et Sicoaturs bmpoe Vst mages “Baher s requind -
AESVEE) Foemedy SED) [ wark to fie wing AES Duect ~| [ e AES Drect
CimonTops  [FreDepsausiTN | 2ES camon [AES X
Flease note that you ane being redrected to a thid party webste, Tou must be bogged into this webste n
‘onder for data to transder propedy. You will need to retum to FedEx Ship Manager io complete your shipment
[ Certhcate of Orign [ FadEx gensished Certhicae of exign Pk cocios for vour oven cocor) [3 18
[ Addtional A Way B Prvcoows || 5
Documentation: Please review
Riervierw the information below 1o determine £ addtional documents are required of f new versions are avalable  New document versions may be avalable for download.
USMCA/T-MEC/CUSMA Low Vaiue Statement (Engish) Download
USMCA/T-MEC/CUSMA Low Value Statement - Divclaration de faible valeur USMCA/T-MEC/ACEUM (Canadian French) Download
Destination Control Statemert Download
Depatment of State - Destination Control Satement Domnload ‘
Atachments )
[ Pert Shgmert Detal Freview Documert(s)
v
>
Clearfiekds | Dilete/Madify shipment | Repeat shipment | Gyerride prefs | Rate Quote and Transit Times $181.01 | Dim Weight 101bs | Multiple piece shipment
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4. For Producer, select one of the following:
« Same as Certifier or Exporter
« Various Producers

%2 FedEx Ship Manage - O X
« Available upon request by the importing authorities B B B e e FedEx.
« Attached producers list e

Additional Advisony View/Edit USMCA/T-MEC/CUSMA Certification of Origin ~~ ~ X
« Other cormtnoe: ||
. Blectronicall upio Certifer: [Exporte v
5. C||Ck OK 0 Job Tele: | |
. .
6. Select the Importer details, enter the Blanket period and
CliCk OK' Producer Details {F different than the certfier
7. Click View/edit images to view or edit the image of your D ez
signature. Click on Browse button to fetch the signature _
image and click OK. =
8. Click on Attach your Document(s) button to attach the 55t = = pan [ ]
. . . e [77 = fing aption from the: abawe AES AEE|
required documents/local files for the shipment. Select the | |
document and click OK. O ottt .

[] Print Shipment Detail Preview Document(s)

Note: You can see a list of attached documents under “Attachments” section.

9. Click Ship to process your shipment and print customs
documents.
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Export information

o Electronic Export Information (EEI)
« Canadian Customs Export Declaration information

Electronic Export Information (EEI)

If you are shipping from the U.S. and your shipment requires
EEI filing, complete the Electronic Export Information (EEI)
information on the Customs screen.

To help you determine if your shipment requires EEI filing, go
to the FedEx® Global Trade Manager website at fedex.com.
Select the SED/EEI Tools and Information link then select
SED/EEI quick check. FedEx recommends that you register as
a user on fedex.com to access a variety of international tools
online to assist you in your shipping.

For detailed steps to self-file or agent-file an EEl, please
refer to the FedEx EEI Filing Options Guide. To download
a PDF copy, go to: fedex.com/us/ship-manager/software/
resources/support/customs.html.

Since the AES/EEI (formerly SED) check box is always
checked, refer to Customs Screen for current international
shipping and EEl filing information. EEl is Electronic Export
Information and SED is Shipper’s Export Declaration.

Expert

FedEx Ship Manager Software removes the ability for
FedEx electronic shipping solution customers to select
post-departure or downtime citations of EEI filing for the
following shipments: State Department Agreements, DSP-5
License, DSP-61 License, DSP-73 License, DSP-85 License,
DSP-94 License, 36 DEA Permit, 236 DEA Permit and 486
DEA Permit.

FedEx Ship Manager Software does not allow group shipping
with a Shipper’s Export Declaration (SED) if an SED/EEI filing
is required.

File Datsbases Customize Utilities Integration Inbound fedexcom  Help

LTL Freight | Track  Shippinglist  AddressBook | Reports  Close  fedexcom Mx

[Shipment details | Options | ShipAlert | Ce Customs

AES/EE| fornery SED) 1 want to fie using AES Direct ~ [ Fie AES Direat
Giglion e~ PreD (il AES cistion AESX
- Add other trade documents

] Print Shipment Detail

Clearfields | Delete/Modify shipment | Repeat shipment | Overiide prefs | Rate Quote and Transit Times Multiple- piece shipment

ngth:100, Received:0, URSA Expired | Thursday, November 02, 2017 219 PM I
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Canadian Customs Export Declaration Information

If you are shipping from Canada and your shipment requires * 3-Declaration filed electronically - Enter the 15-32
an Export permit number or Canada Export Declaration follow alphanumeric Proof of Report (POR) # for your
these steps: Canada Export Declaration.
1. If required, enter an Export Permit # for your shipment. *  4-Summary reporting - Enter the 7-32 alphanumeric
An Export Permit # is required for international shipments Summary Proof of Report#.
containing controlled or regulated goods. 4. Click Ship to process your shipment.
For more information, refer to Export Permit Number in the
online help.
2. Canada Export Declaration (CAD) e e ——
L™ LTLFreight Tiack Shippinglist * AddressBook Reports Close IDD v Mx
Canadian shippers are required to submit a Canada Export

Declaration for document and non document international
shipments that contain:

« Commodities or documents worth $2,000 CAD or
more that are destined to rest of the world.

« Commodities that are controlled, regulated or
prohibited that are destined to rest of the world.

[ Ceticate of Orgin
- A Canada Export Declaration is not needed for —
S h i p me nt S t o t h e U . S. , P ue rt o R i CO or t h e U . S. Vi r g i n RZ::me infornation below ta detemine  addtiona dvcumems::;:\:d orifnen ver:::: :::vaﬂab\e New documert verions may be avaiable for dowrload.

[«

I S I a n d S . CEEI:: Statement (EU-Canada Comprehs

7 Pt Shipmert Detai Preview Document(s)

3. Canada Export Declaration Filing Options

Select a Canada Export Declaration option and complete
the required information.
+ 1-No Canada Export Declaration required — Select the

Canada Export Declaration Exemption Number applicable
for your shipment from the dropdown list.

« 2-Declaration will be printed and attached —Print and
provide three copies of the Electronic Export Declaration
form with your shipment paperwork.
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Foreign Trade Regulations (FTR) Exemption codes
This table lists the FTR codes and explanations that replace the FTSR (Foreign Trade Statistics Regulations) codes.

| FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description
1 | NOEEI30.2(d) | Shipments destined from U.S,, Puerto Rico, | Exemption for shipments outbound from U.S. or U.S.
(2) or U.S. Virgin Islands to other U.S. Territories | Virgin Islands or Puerto Rico, to the following U.S.
(American Samoa, Guam, and Northern territories: American Samoa/AS, Guam/GU, and Northern
Mariana Islands); and U.S. Virgin Islands to Mariana Islands/MP. Also applies to shipments from U.S.
U.S. or Puerto Rico. Virgin Islands to Puerto Rico or U.S.
2 | NOEEI30.36 Shipments originating in the U.S. (including ' Exemption for shipments originating in the U.S. (including
Puerto Rico when country code = US) Puerto Rico when country code is US) destined to
destined to Canada; does not apply if Canada.

shipment requires export license/permit, NOTE: Exemption DOES NOT apply to: (1) shipments

subject to ITAR, rough diamonds, or sent for ' requiring an export license/permit; (2) shipments sent

storage in Canada, but ultimately destined | for storage in Canada, but ultimately destined for

for third countries. third countries; or (3) shipments of rough diamonds or
commodities controlled by USML of ITAR.

3  NOEEI30.37(a) | Shipments valued at USD $2,500 or less per | Exemption for shipments valued at USD $2,500 or less
Schedule B classification for commodities per Schedule B/HTSUSA classification for commodities
shipped from one USPPI to one consignee shipped from one USPPI to one consignee on a single
on a single export carrier; does not apply if | export carrier.
shipment requires export license/permit, NOTE: Exemption DOES NOT apply to: (1) shipments

subject to ITAR, rough diamonds, or to requiring an export license/permit; (2) shipments of
proscribed Country Group E (EAR 15 CFR rough diamonds or commodities controlled by USML of
740). ITAR; or (3) shipments to proscribed countries listed in

Country Group E (EAR 15 CFR 740). Currently FedEx does
not service any proscribed country from the U.S.

1
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- FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description

4 | NOEEI30.37(e) For Carrier Use Only when inbound Exemption for shipments transported inbound through the
shipments are being exported with no entry ' U.S. for export to a third country and exported from another
into a warehouse or FTZ. U.S. port or transshipped and exported directly from the port

of arrival never having made entry into the U.S.

NOTE: If entry for consumption or warehousing in the U.S. is
made, then an EEl is required if goods are then exported to a
third country from the U.S.

5 | NO EEI 30.37(f) | Export of technology and software as Exemption for export of technology and software as defined
defined in EAR 15 CFR 772 that does not in EAR 15 CFR 772 that does not require an export license.
require an export license. NOTE: EEl is required for mass-market software, which is

defined as software that is generally available to the public
by being sold at retail selling points, or directly from the
software developer or supplier, by various means (i.e., over-
the-counter, mail-order, telephone, electronic) and designed
for installation by the user without further substantial
technical support by the developer or supplier.

6 | NO EEI30.37(g) Shipments to foreign libraries, government | Exemption for shipments to foreign libraries, government

establishments, or similar institutions, as establishments, or similar institutions, as provided in FTR
provided in FTR Subpart D 30.40(d). Subpart D 30.40(d).

7 | NO EEI 30.37(h) | Shipments authorized under License Exemption for shipments authorized under License
Exception GFT for gift parcels/ humanitarian | Exception GFT for gift parcels and humanitarian donations
donations (EAR 15 CFR 740.12). (EAR 15 CFR 740.12).

NO EEI 30.37(i) | Diplomatic pouches and their contents. Exemption for diplomatic pouches and their contents.

9 | NOEEI30.37(j)  Human remains and accompanying Exemption for human remains and accompanying

receptacles and flowers. receptacles and flowers.

1
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- FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description

10 | NO EEI 30.37(k) Company business records (e.g., interplant | Exemption for shipments of interplant correspondence,
correspondence, executed invoices) froma | executed invoices and other documents of company
U.S. firm to its subsidiary or affiliate. business records from a U.S. firm to its subsidiary
or affiliate. (This excludes highly technical plans,
correspondence, etc. that could be licensed).

11  NO EEI 30.37(0)  Aircraft parts, equipment, provisions, and Exemption of shipments of aircraft parts, equipment,
supplies for use on aircraft by a U.S. airline to | provisions and supplies for use on aircraft by a U.S. airline
its own aircraft. to its own installation and aircraft. [EAR license exception

(AVS) for aircraft and vessels 15 CFR 740.15(c).]

12 | NO EEI 30.37(q) Temporary exports that are exported from | Exemption of temporary exports, whether shipped or
and returned to the U.S. within 12 months hand carried that are exported from and returned to the

from date of export. U.S. within one year (12 months) from date of export.

13 | NO EEI 30.37(r) | Goods previously imported under Exemption of goods previously imported under
Temporary Import Bond for return in the Temporary Import Bond for return in the same condition
same condition as when imported. as when imported, including: (1) goods for testing,

experimentation, or demonstration; (2) goods imported
for exhibition; (3) samples and models imported for
review or taking orders; (4) goods for imported for
participation in races or contests; and (5) animals
imported for breeding or exhibition and imported for use
by representatives or foreign government or international
organizations or by members of the armed forces of a
foreign country.

NOTE: Goods that were imported under bond for
processing and re-exportation are not covered by this
exemption.

1
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FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description
14 | NO EEI 30.37(s) | Issued banknotes, securities, and coins in Exemption for banknotes and securities, and coins in
circulation exported as evidence of financial | circulation exported as evidence of financial claims.
claims. NOTE: EEl must be filed for unissued bank notes and

securities and coins not in circulation.

ALERT: FedEx can only transport these commodities as
an exception shipment with Legal approval until such
time as they are removed from the Prohibited Items List.

15 ' NO EEI 30.37(t) Documents moving out of the U.S. to Exemption of documents used in international
facilitate international transactions (airline transactions, documents moving out of the U.S. to
tickets, internal revenue stamps, liquor facilitate international transactions including airline
stamps, and advertising literature). tickets, internal revenue stamps, liquor stamps, and

advertising literature.

16 | NO EEI 30.39 Shipments consigned to the U.S. Armed Special exemptions for shipments consigned to the
Services for their exclusive use; does not U.S. Armed Services for their exclusive use, including
apply to commodities subject to ITAR. shipments to armed services exchange systems.

NOTE: Exemption DOES NOT apply to articles that are
on the USML or controlled by ITAR or shipments not
consigned to the U.S. Armed Services, regardless of
whether they may be for their ultimate use.

17 ' NO EEI 30.40(a) | Office furniture/equipment/supplies Special exemption for office furniture, office equipment,
shipped to U.S. government offices for their ' and office supplies shipped to and for the exclusive use
exclusive use. of U.S. government offices.

18 ' NO EEI 30.40(b) Household goods and personal property Special exemption for household goods and personal
shipped to U.S. government employees for | property shipped to and for the exclusive and personal
their exclusive and personal use. use of U.S. government employees.

1
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FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description
19 | NO EEI 30.40(c)  Food, medicines, and other related items, Special exemption for food, medicines, and related
shipped to U.S. government offices/ items and other commissary supplies shipped to U.S.
employees for their exclusive use. government offices or employees for the exclusive use

of such employees, or to U.S. government employee
cooperatives or other associates for subsequent sale or
other distribution to such employees.

20 NO EEI Books, maps, charts, pamphlets, and similar | Special exemption for books, maps, charts, pamphlets
30.40(d) articles shipped by U.S. government offices | and similar articles shipped by U.S. government offices
to U.S. or foreign libraries, government to U.S. or foreign libraries, government establishment, or
establishment, or similar institutions. similar institutions.
AES Citation types

When entering an AES (Automated Export System)
citation number, select the AES citation type and enter the
corresponding AES citation number. You must enter the
correct format based on the citation type selected.

The internal Transaction Number (ITN) is issued as a Proof
of Filing (POF) statement when AES has received the

data and has approved the shipment for export. The ITN
is generally returned by email to the registered user of
AESDirect and not on the AES screen.

To enter the ITN on the Customs screen, select the filing
option | have already filed an EEI, | want to file using
AESDirect or | want FedEx to file as my agent from the
drop-down menu. Select Pre-Departure ITN from the
Citation Type drop-down menu and enter the ITN in the
AES citation field. An ITN begins with AES and is followed
by X plus 14 numeric digits.

e
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Pre-Departure ITN AES Downtime Citation

If you have an AES Pre-Departure Proof of Filing citation, If AES is down for an extended period of time when you
an internal transaction number (ITN) is included, which is attempt to file your SED/EEI, the Proof of Filing citation
the AES issued approval number that allows you to export format must be AESDOWN #########00 mm/dd/yyyy
the shipment out of the U.S. The valid format must be AES or AESDOWN ##iti#tit####aa mm/dd/yyyy.
XYYYYMMDDnnnnnn. - “AESDOWN?” is static and upper case.

« “AES X”is static and upper case.

« “YYYYMMDD” is the valid date.

« “nnnnnn” is the 6-digit random number issued by AES
when you file your SED/EEI and the record is accepted by
AES.

o “HHHBHHHH#H00” or "HHHHH#H#HH#AA” represents the
first 9 characters, which is the numeric EIN number
specific to the shipper, and the last 2 characters are
an alphanumeric EIN suffix.

—_— 1

~|  Fie AES Direct

Ctation Type Pre Departurs ITH =] AES ctation [resx

|7 AES/EE! fommerly SED)

|7 AES/EE! fommerly SED)

Post-Departure Citation

If you have a Post-Departure Proof of Filing citation, the valid
format must be AESPOST #########00 mm/dd/yyyy or
AESPOST #########aa mm/dd/yyyy.

«  “AESPOST” is static and upper case.

o “HHHHHHHH#H00” or “H####H####aa” represents the first 9
characters, which is the numeric EIN number specific to the
shipper, and the last 2 characters are an alphanumeric EIN
suffix.

[F AES/EE! fomery SED)

~|  Fie AES Direct
AES citation [AES X

e
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Reprint custom labels and documents

FedEx Ship Manager Software prints one shipping label
and one consignee label for FedEx Express international
shipments from the U.S.

One shipping label and two consignee labels are printed

for FedEx Express international shipments from Canada.

To reprint customs documents:

1.
2.

Click Document Reprint tab on the Reports screen.

Enter or select information in the Search criteria
section and click Search.

Select the appropriate shipment from the Search
results section.

Select documents to reprint in the International
documents available for reprint section.

Select an Output option for printing or viewing the
report.

« Screen - Click Screen to view the report on
screen.

« Print - Enter number of copies and click Print.

« Save file - Click Save file. Select the appropriate
directory, enter the file name, and click OK.

« Documents saved as .txt or .rtf files can be
emailed.

Advanced Expert

Removing shipping value from third party
consignee shipping label

By removing Shipping Value from the FedEx Third Party Consignee
shipping label, FedEx Ship Manager Software enables you to

mask customs and carriage values on FedEx International First,
FedEx International Priority, FedEx International Economy, FedEx
International Priority DirectDistribution, FedEx Freight, FedEx
International Priority Freight and FedEx International Economy
Freight shipping labels for FedEx Third Party Consignee service.

General Agency Agreement

The General Agency Agreement (GAA) is a document that is printed
along with the shipment label and is shipped with the commercial
invoice. A General Agency Agreement confirmation dialog box is
displayed when you click the Ship button on the shipment details
screen.

Note: The General Agency Agreement (GAA) is applicable only to FedEx International
Ground shipments (U.S to Canada).

BALST | D Wit 1 !
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FedEXx Electronic Trade Documents

Welcome to the world of FedEx Electronic Trade
Documents. FedEx Ship Manager Software provides

this new, paperless international shipping solution to
simplify your international shipping needs. Submit your
international trade documentation electronically and you
no longer have to print and attach trade documents to a
shipment.

Capturing and sharing critical trade information as early
as possible optimizes the customs clearance process. You
can upload your Commercial Invoice and associated trade
documents (e.g., other ancillary documents) for data
entry and archiving.

The FedEx Electronic Trade Documents allows you to:

« Upload customs documents generated by FedEx, or
upload your own international trade documents as
files or images created on your own systems in your
preferred software format (e.g., PDF, Microsoft® Word,
Microsoft® Excel). You can upload a document up to 5
MB file size.

« Process trade documents without printing paper
copies and placing them in the pouch attached to
your shipment.

+ Addacompany letterhead and signature image to the
Commercial Invoice/or Proforma Invoice.

« Gain additional time to resolve any difficulties with

Expert

trade documents before shipment arrival.

Set preferences to simplify completion of the Customs
screen.

Set defaults for the customs documents you upload.
Use the feature as needed (can be turned on and off).

Before you begin, a FedEx account executive must turn
on the feature’s functionality via a utility.

Shipping enhancements for FedEx Electronic Trade
Documents

To simplify your international shipping needs even more,
FedEx Ship Manager Software has enhanced FedEx
Electronic Trade Documents with several new features:

Electronic submission of FedEx International Ground
customs documents gives you more new ways to
streamline efforts and increase speed-to-market.

Submitting customs documents to FedEx for future day
shipments as well as current day shipments is quick and
easy. You can now set the shipment date for any date
from today’s date to 10 days in the future.

Ability to produce end-of-day and ad-hoc reports for
FedEx Electronic Trade Documents shipments, including
the FedEx Ground Batch Upload Failure Report, FedEx
Express Batch Upload Failure Report, FedEx Express
ETD Shipment Report and FedEx Ground ETD Shipment
Report.
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Since FedEx Electronic Trade Documents allows you to submit
your international trade documentation electronically, you

no longer have to print and attach trade documents to your
shipments using FedEx Express International services or FedEx
International Ground.

Please note that the FedEx Electronic Trade Documents option
is not available at this time for group shipping, dangerous
goods, dry ice, FedEx International Priority DirectDistribution®
or FedEx International Direct Distribution® shipments.

Reducing number of FedEx Electronic Trade Docu-
ments shipping Labels

To save you time and money, FedEx Ship Manager Software
reduces the number of printed shipping labels by one label
when you use the FedEx Electronic Trade Documents feature
to create shipping labels for U.S.-origin or Canada-origin
international shipments.

For detailed international shipping instructions using FedEx
Electronic Trade Documents, please refer to the FedEx
Electronic Trade Documents Guide. To download a PDF copy,
go to fedex.com/us/ship-manager/software/resources/
support/customs.html.

Note: Your destination country may require printed copies of your trade documents.

Electronic Documents with Originals (EWO) option enables you to upload your
trade documents electronically and printed copies are presented at customs if the
destination country requires printed copies of your trade documents.

Expert

Post shipment document upload
enhancement

With FedEx Electronic Trade Documents, you now have

the option to upload your trade documents after you finish
your shipment, giving you more flexibility, and control.

You can complete shipments, receive labels, and complete
the documentation later as per your convenience. After
indicating a shipment as a Post Shipment Document
Upload Shipment, you can click “Complete Post Shipment
Document Upload” link which will open the Global Trade
Manager tool for attaching documents after your shipment
is processed.

To enable Post Shipment Document Upload and to view
Electronic Trade Documents (ETD) status, perform the
following steps.

1. Click Ship | Customs tab to view Post Shipment
checkbox.

2. Select Post Shipment checkbox to enable post
shipment.

File  Databases Custormize  Utilities Integration Inbound  fedex.com
LTL Freight = Track @ Shipping list ~ | Address Book Reports Close 1

Shipment details Options  ShipAlet  Commodity/Merchandise ~ Customs

Customs Information

Shipment pupose: | Sold -

Electronically upload trade documents
[ ] Post shipment
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Perform the following steps to view ETD shipped list

1. Click Shipping List dropdown and select ETD option to
display View Shipped List-Electronic Trade Documents
(ETD).

2. Click OK.

View Shipped List - Electronic Trade Documents (ETD) x|

Daterange ETD Stahus Show/hide shipments

Stat date /282022 D] | Uploaded [ Show Master Tracking # Orly

End date 1172872022 = % :::;‘9 [ Show deleted shipments

Conection Faied
Posly Dt Range % Cormtin

Enter Tracking Number and press Search or highlight in st

Shp Date Master T # Recpient Company _ Recpientcty  ETD Sttus Post Shpment Status Delted  Cosed  References _ bwoice

«: >

oK ; Upload Pendng Documents | | Cancel

You can electronically submit Post Shipment
documents in the following ways:

+ Upload trade documents electronically at shipment
time.

+ Upload trade documents electronically after
shipment creation.

For pre, with, and post shipment uploads, the file size
has been increased from 1 MB to 5 MB. In addition,

you can now use FedEx Electronic Trade Documents to
upload your trade documents regardless of whether or
not the destination country accepts trade documents
electronically. This will aid in clearance. If the
destination country requires printed trade documents,
you will also be able to print them.

Expert

Additional Advisories

Once you click the additional advisories button, the
Advisories and Prohibits section is displayed.

The advisories section displays the documents need
for the shipment. The prohibits section displays
information of the prohibited commodities and
documents.

File Databases Customige Utilities  Integration Inbound Passport fedeccom  Help
m LTL Freight = Track Shippinglist ~ Address Bock Reports  Close

Customs Information

m 1, Additional Advisories X
S —
The USMCA/T-MEC/CUSMA Commercial nvoice-Certification of Origin is & commercial invoice combined with the required certification of ongin data dements G

[ Bestronicaly wil inokycing the statement that wil provide 8 way to both ship and claim preferential tarfd trestment for qualfying goods Lsing one document for the Unted
] Post shipnd States-Medco-Canacs agreement. Goods that qualify for the prefecential tarfi trestment must cognate and be sapored from the LS., Meoco or Canada. This fom
can be used b eover a single shipment and is ot meant to e used for & blanket perod’ covenng multile shiments

A A Viaybll o Bl of Lading is the transportation document used to allow the movement of a shipment on FedBx Express Services. The fom is ususly mubiply
£] USMCAT-MED and contans basic rfomation needed to move the shipmert from the country of export to the countiy of impon . & cortans shipper and consignee information. 3
rvoice: - CoAhi bref deacription of the contents, vakue for customa and country of manulacture of the contents all of which are needed to facitate movemsnt of the goods and
ereation of & mariest for cusioms. a the odgin and destination.

A Pra Fomma Iwoice i & documend that is provided by & shippes/supplier when (1) & & required price b the shipment of merchandise to infom the perpective
T Esyeria) of the kind and quantities of goods 1o be sent, ther value, and mportant specificationa (weight. size. etc ). R may be needed by an mporter in oder to
USMCA/T-MEQ armange for impod permds or other clearance puposes. (2] A Pro Foma kwoice can also be used to provide Customs an invoice for clearancs processing whens
acceptable in stustions where the oniginal Commencial nvoioe is lost of missing. Customs has final discretion &s to s use and acceptabiity, 50 £ is shways besi to
provide a Commercial lnvoice, & Pro Forma Involce should never be used in lieu of a Commercial Invoice unless customs indicales acceptabiity

Thaaad provided by the seder/exporter that describes the par in‘the shippng and the goods being tranaported. | is the pamary
document used by Custema. & showld be prapared using the official language of the cauntry 1o which the gacds are baing expared. I pessible. The Commersial

AES/EE] oty inwoice: should incude & detalled braakdomn of ol Rems inchuded in the shipment, including: & proper description of the goods fwhat is 87 what is @ made from? what
s its inbendied use 7) the: quartity. the country of marufacture, the pice or cost. cumency used, the Hamonized System number for sach commodity and the temms of
delvery. Some counties requiny that an onignal nvasce be wxeculed on the shipper’s lettesherad. The invoice should always be signed and dated by the expoder

cerifying that the datals provided are s and comect representations of the cortents covered by the Commersial Irvoice

The Electioric: Export Information [EEI) formerly kriown a3 Shippes’s Export Dieclwation [SED] iz tequired by the US Depariment of Cenqus in order to obilain

slatistical data ard by the i b astit in erforcng expodd contiols. The SEDVEE is requited i the tolal value of goods

ed undet any gk 500 USDY or e commaoditels] requine an sxpor Thee papes SED [Foumn T525V) caneot be

y ary cecumstances. Thes nformation can be compleled slectioracally by e mporer or ther sgerk The riomabon s mandston mequed to be

submifled elechonicaly ticugh the Automated Export System [AES] fe Ested on the Comreice Condrol List (COL) or the U g Murdions List
[USML] Fai d please contact LLS, Cangus Burssy of the FacdEx SED/EEI Took

| An Agency Agresment of Power of Atormsry (POA) is the legal suthorty that is provided by impoden 1o & customs broker o slow them to release and ‘o sceourt for
o - e A e P L S b e A P P
Reviwthe cloms Ce ]
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Clearfields | Dalete/Modify shipment | Eepeat shipment | Oweride prefs | Rate Ciscte and Transit Times S1B1.01 | Dim Welght 10 Ibs | Multiple- piece shipment
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Shipping enhancements for FedEx Express in Mexico

FedEx Ship Manager Software allows users in Mexico to see
the IVA (Sales) Tax charge in the detailed shipment quote
that matches the total quote. Mexican customers can ship
to another city within Mexico and the terms and conditions
display in Spanish.

FedEx Ship Manager will disable the automatic printing
feature of select FedEx International Direct Distribution close
reports from Canada to Mexico to the United States.

FedEx Ship Manager Software also allows users in Mexico

to process shipments using FedEx First Overnight®, FedEx
Priority Overnight®, and FedEx Standard Overnight® services.
Affected provinces and their codes include:

Ag.uasce?llent_es (AG) Hidalgo (HG) San Luis Potosi (SL)
Baja California (BC)  jajisco (JL) Sonora (SO)
Baj.a California Sur (BS) Mmichoacan (MI)  Tabasco (TB)
Chihuahua (CH) Morelos (MO) Tlaxcala (TL)
Colima (CL) Mexico (MX) Tamaulipas (TM)
Campeche (CM) Nayarit (NA) Veracruz (VE)
Coahuila (CO) Nuevo Leon (NL) Yucatan (YU)
Chiapas (CS) Oaxaca (OA) Zacatecas (ZA)
Distrito (DF) Puebla (PU)

Durango (DG) Quintana Roo (QR)

Guerrgro (GR) Queretaro (QT)

Guanajuato (GT) Sinaloa (SI)

Expansion of economy options for international
shipments

FedEx Express international services have expanded to
include new origin and destination lanes for shippers

in the U.S., Canada, Latin America and the Caribbean,
Europe, Middle East and Africa, and Asia Pacific regions.

FedEx International Economy and FedEx International
Economy Freight services impact all regions for both
origin/destination country pairs. Also, FedEx International
Economy Freight service from Canada to all regions is a
new service offering.

FedEx International Economy DirectDistributionSM
Service is available for contract customers only and
applies to origins in the Europe, Middle East and Africa,
and Asia Pacific regions.
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Service enhancements for FedEx Express,
FedEx Express Freight Services, Dangerous
Goods, and Dry Ice

FedEx Express and FedEx Express Freight Services have
expanded to include the following new services:

FedEx 2Day® A.M. (U.S. only)

The FedEx 2Day A.M. service provides a morning delivery
commitment time for planned shipments that can be delivered
in 2 days, rather than using overnight service. FedEx 2Day A.M.
is delivered by 10:30 a.m. to most areas (noon to some ZIP
codes).

FedEx 2Day A.M. is also available for return shipments using
FedEx Print Return Labels, FedEx Email Return Labels, FedEx®
Return System (using a Return Material Authorization [RMA]
number), and FedEx Express® Billable Stamps.

This new service provides unique benefits for:

Customers with planned supply chain operations who would
like to turn around the shipment the same day (e.g., receive in
the morning, utilize the contents, and ship out the same day).

Shipments to facilities that are often closed in the afternoons,
and therefore need a morning delivery (e.g., pharmacies,
doctors’ offices).

Shippers that would like to ensure the morning delivery time.

FedEx First Overnight Freight (U.S. only)

This early morning freight delivery service provides time-
definite early delivery for FedEx Express Freight Services
shippers who have critical delivery needs to meet business
needs.

Advanced Expert
For freight shippers, FedEx First Overnight Freight offers
nationwide, early morning delivery of critical shipments
— tailored for urgent manufacturing, distribution or
replenishment needs.

FedEx First Overnight and FedEx International First
Dangerous Goods Service

The expansion of FedEx Express dangerous goods shipping
with FedEx First Overnight® and FedEx International First
services provides customers with a FedEx option to speed up
their dangerous goods shipments. Dangerous goods shipments
need to be delivered as soon as possible — batteries, machine
parts, special equipment or test samples that are needed for
airplane repairs, assembly lines or laboratory treatments. And
some shipments need to move quickly to ensure the contents
do not expire, such as flammable liquids packed in dry ice.

Key benefits include:

+ Using FedEx First Overnight® to ship FedEx Express
dangerous goods to expedite shipments that would typically
be sent overnight.

+ Using FedEx International First to ship FedEx Express
dangerous goods inbound to the U.S. from origins currently
offering FedEx International First and FedEx International
Priority® dangerous goods service in Canada, Latin America
and the Caribbean and Europe, Middle East and Africa.

« Using current forms to create shipping labels for FedEx First
Overnight and FedEx International First dangerous goods
shipments. These forms include air bills and the Shipper’s
Declaration for Dangerous Goods (M-1421C).

Note: You cannot use FedEx First Overnight® and FedEx International First to
ship radioactive materials.
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FedEx Express® Freight Saturday Pickup (U.S. only)

FedEx Express Freight Services for U.S. domestic and U.S.
outbound international express freight has a Saturday
pickup option available. For heavyweight shipments that
cannot wait until Monday for pickup, FedEx Express Freight
Saturday Pickup will pick them up earlier at shipping docks to
accelerate transit times.

FedEx Express Freight Saturday Pickup is available for

all services, including FedEx 1Day® Freight, FedEx 2Day®
Freight, FedEx 3Day® Freight, FedEx International Priority
Freight, and FedEx International Economy Freight. Every
ZIP code offering FedEx Express Freight Saturday Delivery
supports FedEx Express Freight Saturday Pickup.

FedEx First Overnight® Saturday Delivery (U.S. only)

This service extends the Saturday Delivery special handling
option within U.S. domestic locations (and from Puerto Rico)
to FedEx First Overnight. Shippers with time-critical needs
that can’t wait until Monday can benefit from the earliest
possible option on Saturday. Every ZIP code that supports
Saturday Delivery for FedEx Priority Overnight and FedEx
First Overnight weekday service can receive FedEx First
Overnight Saturday Delivery shipments.

FedEx International First®

FedEx International First has been expanded to 32 new origin
countries, effective September 29th, 2014.

Advanced Expert

FedEx International First Saturday Delivery (U.S.

only) FedEx International Economy® and FedEx
International Economy Freight Dangerous Goods, and
Dry Ice Service (U.S. only)

FedEx International Economy and FedEx International
Economy Freight now accept dangerous goods and dry
ice shipments from the U.S. to all locations that accept
these commodities using FedEx International Priority and
FedEx International Priority Freight services. For your less
time-critical shipments containing dangerous goods and
dry ice, you now have the choice of a more cost-effective
shipping solution, and still benefit from FedEx service
reliability and expert handling.

Key benefits include:

« Shipping dangerous goods to more international
destinations with FedEx than with any other express
carrier. FedEx International Economy and FedEx
International Economy Freight accept dangerous
goods for shipping to more than 60 countries and dry
ice to more than 70 countries.

« Using current forms to create shipping labels for
FedEx First Overnight and FedEx International First
dangerous goods shipments. These forms include
air bills and the Shipper’s Declaration for Dangerous
Goods (DG-1421CQ).

Page 116



Expert

The below table shows the special service options available
for the given service types:

Shipping method Special Service options

FedEx® First
FedEx® Priority Express
FedEx® Priority

Expansion of Express Domestic Return Shipments

Now, Express Domestic Return shipments are extended for
the following countries/territories.

+ Belgium (BE)
« Luxembourg (LU)
« Netherlands (NL)

Saturday Delivery (Germany only)
Saturday Pickup (Germany only)
Hold at Location (HAL) — weekday only

. FedEx® Economy Dry Ice
* Spain (ES) FedEx® Priority Express Freight Lithium Battery
« Germany (DE) FedEx® Priority Freight Priority Alert (PA)

FedEx® Economy Freight Priority Alert (PA) Plus

Express Domestic Return shipments can be created for the Residential delivery

following services in the countries/territories listed above. Declared Value

. . . Signature services
Service Delivery commitments 9 P
. u

FedEx® First Direct

Next day 09:00 a.m. / 09:30 a.m./10.00 ¢

FedEx® Priority Express

d.lrl.

Next day 12:00 p.m./ Midday

FedEx® Economy

Next day end of the day +=> 1 day

FedEx® Priority Express Freight

Next day 12:00 p.m./ Midday

FedEx® Priority Freight

Next day end of the day

FedEx® Economy Freight

Next day end of the day +=> 1 day

« Indirect
+  No Signature Required

Returns
FedEx® Priority Next day end of the day - Email
+  Print

Dangerous Goods (DG) — accessible and
inaccessible (Belgium, Netherland, and
Luxembourg Only)
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Non-U.S. Domestic expansion and new domestic ex- Harmonized Sales Tax in Ontario and British Co-
pansion enhancements lumbia (Intra-Canada)

FedEx Expres.s and FedEx Express Freight Services have The new Harmonized Sales Tax (HST) affects all rate
expanded to include domestic services for Canada, Mexico, quote, duty/tax, billing systems and FedEx electronic
Switzerland, United Arab Emirates, Brazil, and Columbia. Shlppl’ng SOIUtiO,n devices (online and of‘fline). It also
These expanded services: affects all payers for shipments to/from/within Ontario
+ Support the launch of FedEx Economy, an Intra-Canada and British Columbia.

FedEx Express service that provides door-to-door delivery
by 5 p.m.in 1 to 3 business days to most metropolitan
areas, and FedEx Express Standard offering a delivery by
5 p.m. the next business day, or by 8 p.m. for residential
shipments.

+ Add support for FedEx Express Saver®, FedEx 1Day
Freight, and FedEx 2Day Freight for intra-Mexico shipping.

+ Add domestic services support for Switzerland, United
Arab Emirates, Brazil, and Colombia, including FedEx First
Overnight (Brazil, Colombia), FedEx Priority Overnight
(Switzerland, Brazil, Colombia), FedEx Standard Overnight
(United Arab Emirates, Brazil, Colombia), FedEx Express
Saver (Brazil, Colombia), FedEx 1Day Freight (United
Arab Emirates, Brazil, Colombia), and FedEx 2Day Freight
(Brazil, Colombia).

1
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International Direct Distribution (IDD) Dashboard

The International Direct Distribution (IDD) Dashboard .« Customs Submission: Select the customs submission option
provides a summary list of your IDD master shipments from the drop-down menu.
and the option to Add, Modify or Delete an IDD master . Create Consolidated Commercial Invoice and Create
shipment. When ready to ship, you must select the IDD Commercial Invoice(s): Select both the check boxes to
master and then set it as current. generate IDD reports.
DD Dashboard X Internatienal Direct Distribution Shipment Information x
Curert Intemational Direct Distribution  [433485385348 US drop-off location:  FedFx e === Broker infomtion
Cheektowaga, NY 14225 e O FedEx Looisics ® Other
| Diresct Di 2 A Ship date: |05/12/2023 ||[F] Broker ID: | Select an fem. ~
Shipment ID Description Ship date SCAC Group # Cl Express Wat Ground Wat Status scACeode:[ | BZTD,"::
(1433485389304 | SD11 05/11/2023 | 1234 1 Yes |6 1] Completed ACE Portal Provider View/Edt
[ 433485389315 |SD12 051172023 1234 1 Yes 6 [ Completed B, da‘c“:““"‘s 5”*’:“ —
[ Create Consolidated Commercial Invoice: fomaton
Weight type: Company name

Importer of Record

Bill dutiestaxes/fees to: | Sclect an item. ~| Acct & ] Importer 1D
Export Permit #: Company name
Set as Cument Add Wodify Delete Complete Combing Masters View/Edit
[ Print VISA Manifest corpenynene View /Edit
[] Print PAPS Manifest
IDD Preferences History Close IDD master shipmert(s) = for E = —
. . . . . . Notes:
.In;cerna’i!onal Direct Distribution Master Shlpment +  You can modify ACE Portal Provider field until you close the IDD master
Information shipment. All other fields in your IDD master must be finalized before you select
The following fields are displayed in the shipment to complete your IDD master shipment.
information section: «  You can also set the default value of SCAC code, ACE Portal Provider, and
o Ship Date: Select the date on which the package is Customs Submission for IDD shipments from International Direct Distribution
handed over to FedEx for shipping. Shipping Profile.
« SCAC Code: Enter the four-digit Standard Carrier + Inthelnternational Direct Distribution Shipment Information screen, if Create
Alpha Code. Consolidated Commercial Invoice and Create Commercial Invoice checkboxes are
o« ACE Portal Provider: If one of the listed ACE Portal not selected, none of the IDD reports will be generated when closing the master
Providers is used by your line-haul carrier or broker, shipment regardless of the IDD preferences set in Document Settings tab.

select the appropriate ACE portal provider from the
dropdown to create the associated XML file at Close.

1
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Add 3rd party packages to International Direct Distribution (IDD) shipment

To add 3rd party packages to IDD consolidation T - %
File Databases Customize Utiliies Integration Inbound Passport fedex.com  Help
reports’ Ship | LTLFreight Track  Shippinglist = AddressBook Reports Close | IDD ~ Mx
. . . 3d party shipment  Commocty
° Click downward arrow available in the IDD tab. Recipient Information
. Recipient 1D Ship date/IDD master ID: [ 10/26/2022-12-419366383145 v‘ o
° CI|Ck Add 3rd pa rty packages. Courtry:  US - Uited States Drop-off location: | Select an tem ~] [ add
Contact Name: | ] Total packages: ]
Company Name: | ] Total weight | bs
Notes: Address 1: | ] Tracking Number{s)
Address 22 | ]
. . Postal Code: | - [state: [ ] Freight Charge: (0.0 | cap
«  From the IDD Master Shipment Information screen, select to Create ay B e e (5000 oo
. . . . . Telephone: [( ) - = Other s [s0.00 cAD
Consolidated Commercial Invoice and Create Commercial Invoice(s). TecbEN | locaons ] ——
Save in/update my address book [ Shipper and recipient are related parties
« Toadd a 3rd party package at least one FedEx Express or FedEx
.
Ground package must already be shipped and added to the IDD e mrt: [Sdectanion 3
. . . Tems of sde: [ Select an tem.. ~]
consolidation. Same as Recipient Cotomeslermce: | ‘

Customer P.0.: | ]

Modfy Sold to Address.
Commerts:

3rd party shipment information

In the 3rd party shipment tab, the fields displayed in
bold are required fields where you must enter a value in
order to add a 3rd party package.

Clear Fields | Delete/Modify 3rd party shipment | Ada |

The following sections allows you to enter the 3rd party
shipment details.

+ Recipient Information
« Sold To Information

« Package Details
« Additional Information

1
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Recipient Information
+ Select the unique Recipient ID from dropdown.

« By default, the country is displayed as United States
and it cannot be edited.

+ Enter the recipient’s contact or company name, up to
35 characters.

+ Enter the recipient’s primary street on address line 1.

« Enter the information (e.g., suite number) on address
line 2. This field is optional.

« Enter the postal code in the text box. State and City
are auto populated based on the entered postal code.

« Enter the recipient’s telephone number, extension
number, Tax ID number, and store location number in
the respective fields.

+ Select the Save in/update my address book checkbox
to save or update recipient information against the
recipient ID in your address book.

Sold To Information
« By default, the Sold To address is considered same as
recipient address.

« To modify the address, click Modify Sold To Address
button.

« Enable Specify Address button.
« Enter the details and click OK.

Expert

Package Details

Select the Ship date/ IDD master ID from the dropdown.

Select either the existing drop off location from the
dropdown or click Add button to add a new drop off
location and then select from the dropdown. A 3rd party
package cannot be dropped off at FedEx Express or
FedEx Ground location. An alternative drop off location
must be added and selected.

Enter the total number, total weight of the package and
tracking number(s) in the respective fields. The weight
type is auto populated based on the value selected in
master shipment.

Enter the freight, insurance, and other charges in the text
box, if required.

Enter the Invoice number.

Select Shipper and recipient are related parties check box
if the shipper and recipient are related.

Additional Information

Select the purpose of shipment and terms of sale from the
respective dropdown

Enter the reference information such as customer
reference and P.O number in the text box.

Enter any additional information required in comments
text box.
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Commodity Information

[E et s Manager

File Databoses Customize Utilies Integration Inbound  Passport fedex.com  Help

To add the commodity to 3rd party package, click FedEx,

3d party shipment  Commodity

Commodity tab next to 3rd party shipment tab.

In the Commodity tab, the fields displayed in bold are
required fields and you must enter the value for such fields
to add the 3rd party package.

Quantty Uni of measure Commodity Descrption __Courtry of manfacture__Unit value. Total customs value

Note: You should at least add one commodity to add 3rd party package to the
IDD consolidation. p——

Commodity Pupose: | 5

[ This commodiy is Restricted/Reguiated

The following sections allows you to enter the commodity
details.

« Addacommodity

Clear Fields | Delete/Modify 3rd party shipment m

« Additional commodity information
e Commodity summary

« Return reason information
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Add a commodity

Select the commodity ID from dropdown and commodity

description displays based on the selected commodity ID.

Select country of manufacture for the commodity.
Enter quantity of the commodity you are shipping.
Select unit of measure and enter the unit value.

The Total customs value is calculated automatically based
on the Quantity and Unit value.

Additional commodity information

Enter the following optional additional commodity
information.

Total commodity weight
Harmonized code

Part Number

Marks/Numbers

SKU/Item/UPC

Commodity purpose

Export license and expiration date

The Commodity is Restricted/Regulated checkbox allows
you to classify a commodity as a restricted or a regulated
commodity in the commodity database.

Expert

Repeat the same process to add multiple
commodities. Each commodity added to the shipment
reflects in the commodity summary section. You

can view, edit, or delete each commodity from your
shipment.

Commodity summary
+ To add additional charges to the shipment, enter the
amount in the Additional charges field.

Return reason information
+ Select the return reason type from dropdown.

« Enter additional information in the Comments text box.

Post entering the commodity details, click Add button.

Clear Fields: Click the button to clear values entered for the
currently opened 3rd party package if required Delete/

Modify 3rd party shipment: Click the button to modify/
delete the existing 3rd party package from shipment if
required.
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Modify 3rd Party packages
To modify 3rd party packages,

. . Modify 3rd Party Shipments - a X
« Click downward arrow available in the IDD tab.
+ Click Modify 3rd Party packages. Ship dale/IDD master ID: | 11/04/2022CAM1419810539245 | o |
« Select the Ship date/IDD master ID from the Ship e Contact Name S cay Sute FS Total we

date/IDD Master dropdown. 1 CAFE Automation

« Allthe 3rd party packages are displayed in the grid,
select the specific shipment which needs to be

modified.

+ Click Modify button and change the required
details.

+ Click OK.

Delete 3rd Party packages

To delete 3rd party package from IDD shipment,
« Click downward arrow available in the IDD tab.
+ Click Modify 3rd Party packages.

« Select the Ship date/IDD master ID from the Ship
date/IDD Master dropdown.

« Allthe 3rd party packages are displayed in the grid,
select the specific shipment which needs to be
deleted.

o Click Delete button.

.
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International Direct Distribution Preferences

Allows you to view and add IDD preferences to the
International Direct Distribution shipment preference menu.
You can select the list of documents to be created/saved

or the documents to be printed at International Direct
Distribution end of day close.

Notes:
To generate IDD reports, you must select both Create Consoldated
Commercial Invoice and Create Commercial invoice(s) from the IDD Shipment
Information screen.
To print a document, you should first select the document to create/
save. The checkbox will be disabled to print until you select the respective
document to create/save.
Restore and Backup options are available for IDD preferences.

Document settings

IDD Preferences XK

Documert Settings  Drop Off Locations
Select documents to create/save:

[ Cover Shest [ Consignee Listing

O cal ] List (Section 321)

[ €I {Customs Ertry) [ skid Placards

[ €l {Section 321) [] FedEx Pick-up Record

[ *ML Linehaul [ ACE Manifest Report

Select Documents to pant at IDD end of day close:

Cover Sheet Consignee Listing
CCl List (Section 321)
Skid Placards

FedEx Pick-up Record

Cl (Customs Entry)

Cl {Section 321)

OK Cancel

Expert

The following reports can be included with the shipment:

Coversheet: This report is generated while closing an
International Direct Distribution master shipment. The
Coversheet report contains information of the number of
shipments going to the specified drop off locations, that
is provided to the line haul carrier that is responsible for
transportation of the shipment.

Consolidated Commercial Invoice (CCl): This report is
generated while closing an International Direct Distribution
master shipment, with shipment information grouped by
Buyers who require a Customs Entry. The Customs Broker
can refer this report for rating purposes.

Cl Section 321: This report is generated while closing an
International Direct Distribution master shipment, with
the recipient details of shipments whose Buyers in the IDD
consolidation are eligible for Section 321 Entry.

Cl Customs Entry: This report is generated while closing
an International Direct Distribution master shipment with
recipient details of shipments whose Buyers require a
Customs Entry for clearance

XML - Linehaul: If the checkbox is selected, the IDD XML
report is generated while closing an International Direct
Distribution master shipment.

Consignee Listing: This report is generated while closing
an International Direct Distribution master shipment and
provides consignee(s) information wth associated tracking
numbers.

List (Section 321): This report is generated while closing
an International Direct Distribution master shipment and
provides the list of Recipients/Buyers whose shipments
are eligible for Section 321 entry with associated tracking
numbers.
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« Skid placards: This report is generated while closing Drop Off locations

an International Direct Distribution Master shipment

and provides the skid placards with drop off location The Drop off locations tab allows you to add, edit or remove
address is not entered, only the FedEx Express or shipments.
FedEx Ground location name will display as the

The following actions can be performed on this screen.
1. Click Add to enable all the fields and checkboxes in the
Location Details section.

2. Click Edit to modify the fields that are auto populated based
on the selection from the Drop off location list.

destination.

« FedEx Pick-up Record: For FedEx Express contracted
line-haul. This report is generated while closing an
International DirecDistribution Master shipment. The
report provides a record of the number of pallets,

pieces, and weight of the packages to be picked 3. Click Remove to delete a record associated with the selected
up and allows the driver and receiver’s signature to Drop off location.

confirm receipt. 4. Click Save to save the entries associated with the selected
Note: The Broker name is displayed as FTN in the report, when the Drop off location.

Broker value is selected as FedEx Logistics.

« ACE Manifest Report: This report is generated in
.CSV format while closing an International Direct
Distribution Master shipment which includes the
shipments eligible for Section 321 and Customs entry
reports.

Notes:

e  Cover Sheet, Consolidated Commercial Invoice (CCl), Commercial
Invoice (Cl), and Commercial invoice section 321 reports includes
3rd party package information including tracking numbers.

e Inthe CClreport, the 3rd party package commodity details will be
included only when the commodity value exceeds $800.

e Importer of Record value is not required to create the master
shipment when both Create Consolidated Commercial Invoice and
Create Commercial Invoice check boxes are not selected in the IDD
Shipment Information screen.

1
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Pre-arrival processing system (PAPS) Number

The Pre-arrival processing system Entry for Customs _I
Information dialog box is displayed on clicking complete on the

IDD dashboard screen. Enter PAPS Number for canterfak
The Pre-arrival processing system Entry for Customs

Information dialog box displays only when the following FedEx Linehaul:
conditions or selections apply: =4 SCAC code Trip Number

« Both the Create Consolidated Commercial Invoice and Create
Commercial Invoice(s) are selected in the IDD Shipment
Information screen.

« From the IDD Preferences Document Settings list, the Cover
Sheet report is selected to be created/saved.

« IDD consolidation includes shipments that require a Customs
Entry.

+ The four-digit SCAC code entered in the IDD master
shipment displays in the SCAC code column. Enter the trip
number for each row. The PAPS Number (SCAC and Trip
Number) will be displayed in the Cover Sheet report next to
each associated drop off location.

Note: When prompted, a minimum entry in the PAPS Information for Customs Entry QK Cancel
screen is required to continue.

.
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Combine Masters

Combine Masters allows you to consolidate the IDD Master 3. Click Add a group button at the bottom left corner of the
shipments which helps to ease the report generation process. screen. A new column- Group 1 displays next to the master
The Combine Masters button is enabled when more than one shipment column.

master shipment is created.

Combine Masters - m} X

How to combine Master shipments? S

Select the IDD Masters to be combined

Prerequisite: Ensure more than one master shipment is created
to combine master shipments.

1. Click Combine Masters button.

2. Inthe Combine Masters screen, select the Shipment date
using the calendar icon.

Notes: hdd s goup ok || Caed || My |

«  All the completed master shipments whose shipment date matches with

selected shipment date will be displayed in the grid. 4. Select the check boxes corresponding to the master

+  The master shipments will be listed in the grid when the IDD custom Shlpment number to group the master Shlpments'

reports i.e. Create Consolidated Commercial Invoice and Create Commercial Combime Masters — O =

Invoice(s) are selected, or any equivalent selection is applied to create FedEx Shipment date
Select the IDD Masters to be combined

generated Commercial Invoice(s).

Shipment date  ([E/11/2023 [ERd

Select the IDD Masters to be combined

Add a group 0K || Concel || Appy |

Add a group ok || cancel || Aopy

.
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Notes:

If you want to switch to a new Group i.e. Group 2, click Add a group button, and
select the respective master shipment check boxes.

You can group the master shipments only when:

© The master shipments are in Completed status.
© Ensure the master shipments’ details such as SCAC, Weight type,
Importer of Record information, and Currency type are same. If the details

are not the same, then a pop-up message will list all the mismatched details.

You cannot assign a single IDD master shipment to more than one group.
Click OK or Apply button.

Note: For each group, if the Total Customs Value of the buyer is greater

than $800 or if it has a restricted commodity, then the PAPS Information for
Customs Entry screen will be displayed. In such cases, enter the PAPS number
for the group number and click OK.

PAPS Information for Customs Entry *

For Group <f>: 1

Enter PAPS Mumber for camier(s):

FedEx Linehaul:
# SCAC code Trip Mumber

oK Cancel

Advanced Expert

Preview Documents/Close IDD master shipment(s)
creates the report for each group. The first master
shipment ID of the group is displayed as a default master
shipment ID in the reports.
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+ Open File: Opens the path where the reports are located
for the selected master shipment.

« Save File: Creates a zip file with all reports associated with

IDD Shipment History

You can search and retrieve IDD shipping history for closed
shipments, based on the time frame you set.

IDD Hist: - [m| X H . H
e the master shipment and a Save file window opens to save
Fiter by date from: [2023-06-17 O] to: [20230620 -] th e rep orts.
Descrption Trackig Shpmen Las osied Combined IDD Masters: = Note: When the selected shipment has no reports generated, then Open File
ABCDEF Tt |Zmsoeo | 20230620 1700 FM and Save File button will be disabled until you generate the reports.
ghiklg 475042176025 2023-06-20 2023-06-20 17:01 PM Open Fie
1234 475042176069 2023-06-20 2023-06-20 17:30 PM
Close

+ Filter by date from: Set the from and to date to extract the
shipment history for the set duration.

e Grid details:

° Description: Displays the description of the IDD Master
shipment. If description is blank, IDD Master creation date
<YYYY-MM-DD> prepended by the word ‘IDD’ will be
displayed.
° Tracking number: Displays the master shipment tracking
number
° Shipment date: Displays the master shipment’s shipment
date.
° Last modified date: Displays the last updated date and
time of the master shipment.

+ Combined IDD Masters: Displays the combined master

shipments for the selected master shipment.

« Print: Displays the Preview Documents screen for the selected
master shipment..

« Modify: To modify the reports for the closed shipments.

e
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Modify closed IDD Master shipment reports

An option to modify the closed IDD Master shipments is available & ModityRepors X
to update the data in the reports. 10D Masterabe - 455584487912 - 2023.06-13
To modify the reports, Combred IOD Wasers

[ def 455504487923

« Inthe IDD History screen, click Modify button.

« Inthe Modify Reports screen, all the combined master
shipments for the selected master shipment displays in the

grid.
+ Click Change button to navigate to Combine Masters screen.
° Allthe eligible IDD Master shipments which have the I;;SP::; MD:;:::ZW
same shipment date displays in the grid. You can select the
required IDD Master shipment check box. P
+ Click Modify PAPS# button to navigate to PAPS information for CE Patal Proveer: [Girmsom Lo .
Customs Entry screen. Custms Subrission; | Creste Customs Enty PAPS)anly v

° You can update Document Settings and Drop off
locations. The modified reports will replace the saved
reports.
+ Click Modify Document settings button to navigate to IDD
Preferences screen.

« To change the ACE Portal Provider and Customs Submission
value, click the respective dropdown and choose the required
option.

+ Click Apply to save the changes.

Apply Cancel

1
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Set reminder to close IDD Master shipments

An option is provided to remind you to close the shipments based
on their designated ship date. This helps to close the shipments
on time and avoid modifying the ship date, which would require
generating new shipping labels.

How to set reminder?
There are two actions you need to perform to display the close
reminder pop-up.

1. Set the reminder time to display the warning message.
2. Enable the warning message to display at the desired time.

To set the reminder time,

1. Click IDD Preferences button.

2. Click System Settings tab.

3. Enter the timein the IDD Close Time text box.

DD Preferences X

Document Settings  Drop Off Locations  System Settings
Close Remmnder

|00 Close Time | 2:00:00 PM :

QK Cancsl

Expert

To enable the warning message,

1. Click Customize and then, click Customize User Prompts
options.

2. Select Prompt option for the IDD Master Close Warning
message.

Customize User Prompts
Message Prompt L
LAE Commercial Invoice message Prompt w
Priorty Alert special service msg Prompt w
Retums Clearance Waming msg Prompt w
Alcohol Shipment Label message Prompt w
SmartPost Third Party Payment Waming Prompt w
Dangerous Goods/Hazardous Materials Waming message Prompt e
Minimum billable weight message Prompt R
Invalid Rates Waming Message Dont Prompt |~
LTL Freight Broker Inclusive Waming Message Prompt w
Ground to Home Delivery Service Change Message Prompt w
USMCA/T-MEC/CUSMA Parcel Instructional Msg Prompt w
USMCAT-MECCUSMA Retums Instructional Msg Prompt w
LUSMCA/T-MEC/CUSMA LTL Freight Instructional Msg Prompt e
LTL Capacity Load Waming message Prompt R
DD Master Close YWaming msg
Prompt
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The warning message displays if the IDD Master shipment’s shipment
date is current date with Open and/ or Completed status. In the Close
IDD master shipment msg pop-up:

« Click ‘Do not show this message again’ check box to opt out
of warning message. You will not see the warning message
henceforth.

« Click ‘OK’ button to close the warning message.
« Click ‘Take me there’ button to navigate to IDD dashboard screen.

Close IDD master shipment

You have one or mare IDD Masters in Open and/or Complete status with today's ship date.

(1 Do not show this message again Take me there
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Multiple Piece Shipment (MPS)

Multi-Piece shipments (MPS) can be processed for an
International Direct Distribution shipment as well. The Multi-
Piece shipments screen can be accessed if the number of
packages is greater than one and all the prerequisites for

a Multi-Piece shipment is fulfilled. You can enter all of the
package information before you create your labels, or create
your labels as you enter the details for each package.

Click the IDD checkbox to access the Multi-Piece shipments
information screen.

The functionality of this screen is same as that of a domestic
Multi-Piece shipments. For more information, see Send a
Multipiece Shipment.

1
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Manage Returns

Convenient return shipping helps to improve customer
service and satisfaction. FedEx Ship Manager Software offers
flexible return options and shipment processing solutions.

Refer to the following to prepare your return shipments and
reports:

« Process Return Only

+ Process Return with Outbound Shipment

« Return Information

« Package and Shipment Details

« Billing Details
« Returns Shipping List
« Return Packages Report

Save time and keystrokes when preparing your return
shipments by setting shipping preferences for references,
package type, package weight and dimensions, service type
and more. The associated fields populate automatically
based on the recipient and sender selected for the shipment.

In addition, FedEx Global Returns service enhancements
enable you to create shipping labels and customs
documentation for domestic and international return
shipments.

e
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Process Return Only

To process a return shipment without sending an K o it s FedEx
outbound package, click the Return shipment tab. St k| s | SrpAe | ooy e |G
[T]| Controlled Shipmert - ITAR (Exempt) [ View/Edit {Shipment leve! detail for FedEx InSight customers only.}
Continue with the Return Information section for
. . . [71| Hold at Location ( View/Edt Bk Shpment Dot
in St ru Ct Ions on p re p arin g t h e ret urn. S E:Z:yy ::: o - {Prohibit the racipient and third party payer from viewing information about this shipmert )
[7]| Retum Labels
° [7] Retums Clearance
Process Return with Outbound 1 s e res

Shipment
To process a return along with an outbound shipment:

1. Complete Shipment details screen for the outbound
shipment and select Return Labels check box and
any additional special service options and options

you want for your shipment. The Return shipment —
.
tab becomes actlve. Please select Signature Options on the Muliple-piece Shipmert dialog

2. Click Return shipment tab and continue
. . . . Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times $1,475.54 | Multiple-piece shipment
with the following Return Information section |
for instructions on preparing the return.

.
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Return information

Return Package To

1. Select the appropriate sender to receive the return
shipment from the Return to menu.

2. To view or edit the sender information, click
View/Edit. Make any changes on the View/Edit
Sender screen and click OK. These changes are

automatically saved for that sender in the Sender
database.

Return Package From
1. Select arecipient ID from the Return from menu or
manually enter the required information.

2. Select This is a residential address check box if the
package is being returned from a residence.

3. Continue with Package and Shipment Details section
on the next page.

Advanced Expert

File Databases Customize Utilities Integration Inbound fedexcom Help
LTL Freight | Track Shipping list ~ AddressBook | Reports Close | fedex.com

Retum shipment

Retum shipment details | Retum ShipAk

| Retum Document | Retum Customs |

Return Package Ta

[ Hold [ Filin data from cutbound | [ Clear Retum |

Retumto: US -

Return package from

Retum from: AUTOCA -
Country: C4 -Canada -
Contact name: CAFE Automation
Company name: DASQA

Address 1: Address Line

Address 2. Address Line2

Package and shipment

Package cont: Commodity/Merchandise

Billing details

Bill shipment to: Select an tem Acct #:

Postal Code: M1M 1M1 State/Province: ON- = Department notes: -
Gity: Toronto - Customer reference:
Telephone: 3012533433 e RMA Number
[T This is a residential address A2H2
Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times Multiple-piece shipment ﬁ

Thursday, November 02, 2017 3:18 PM |
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Package and Shipment Details Note: FedEx Global Returns solution shipments are governed by the respective

. . terms and conditions applicable to the country from which the shipment is
Select a Return label type in the Package and shipment PP Y P

. . . returned. The terms and conditions of service may vary from country to country.
details section on the Return shipment screen. The label yvary Y Y

type selected determines the fields that display. Regardless of any payment instructions to the contrary that are given to FedEx,

« Email return labels require an internet connection. the party that initiates a return shipment transaction with FedEx using FedEx

« Print return labels can be printed on a laser printer and Global Returns services is ultimately liable for, will be billed for, and agrees to pay,
applied to the package. all charges and fees, including any special handling fees and any duties or taxes

« Ground call tags (courier picku ps) dispatch a FedEx which we have advanced, if the sender or third party fails or refuses to pay.

Ground courier to pick up a return shipment at your
customer’s home or office address.

For multiple-piece return shipments, refer to Multiple-Piece Shipments (MPS) for
detailed instructions on entering MPS information.

. Note: When the Return shipment is created for Greece destination, the below
FedEX GIObaI Returns Emall Return Labels EETT statement prints in the return label.
Create and send return labels electronically to customers
internationally as well as within domestically serviced

locations using FedEx Express and FedEx Ground networks.

GENERAL LICENSE OF POST SERVICES, E.ETT., AM: 99-110

To utilize this feature, follow these steps:
1. On Ship tab, click Return Shipment | Return Shipment
Details tab and fill in the information fields.

2. Fill'in the information fields in the Package and Shipment
details area and select Email Label from the Return label
type pull-down menu.

3. Select Return | Shipment | FedEx ShipAlert® |
Notifications and fill in the information fields.

4. Select Additional Documentation tab to select and
upload additional documentation.

5. Click Ship.

e
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What happens after a Return Email is processed through FedEx Ship Manager®

« Thereturn shipper receives the email with the link to
the online label system.

« Thereturn shipper decides to return the shipment,
selects the link to the online system, and fills in the
appropriate information to generate a shipment.

« The online system generates a return label and
customs documentation.

+ The online system screen from which the labels can be
printed displays suggested and uploaded documents
from the original shipper.

+ The return shipper prints the label(s), any selected
documents, and customs documents indicated by
the original shipper such as Commercial Invoices,
Proforma Invoices, and Certificates of Origin. s

e
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FedEx® Global Returns enabled for the shipment, you must enter the RMA
FedEx Global Returns service facilitates returns between all number. However, outbound shipments can now be
regions as well as intra-country domestic shipments. linked to one another without using an RMA number.

. _ The Link to Outbound check box does not have to be
The enhanced FedEx Global Returns service provides: enabled for the linkage to occur.

+ Ability to create FedEx Print Return Labels for . Any FedEx® Returns service shipments that are
domestic and international returns shipments. Click here forwarded to a third country must also comply with
for more information on creating FedEx Global Returns the export control requirements of the original
Email Return Labels. merchant Country_

+ Ability to provide a default “Return To” address when
creating the FedEx Print Return Label request.

+ Ability to select a Remittance Code preference for the
Delivery on Invoice Acceptance (DIA) special service.

« Ability to download the currency conversion table using
the Demand Download screen.

Some important aspects of this service are:
+ FedEx Global Returns are accepted for any country that
accepts an outbound automated label.

« New fields for the Sender database are added to the
Customized Database reports.

+ Multiple-piece shipping is not supported for domestic or
international return shipments. If the returns shipment
requires more than one package, each package must be
processed as a single-piece shipment. You must provide all
of the information for each package, including commodity
data, Commercial Invoice data and any other information
required to process an international shipment.

+ The Link to Outbound check box only displays on the
Return shipment details screen if you are also creating an
outbound shipment at the same time. If this check box is

1
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Include the return documentation and labels inside
the package for your customer documentation and
labels go insider the pouch on the outside of the
box.

If you delete an outbound shipment, the return
shipment is not automatically deleted. You must
manually delete a return shipment.

Although a U.S. out bound shipment requires an
Internal Revenue Service Employer Identification
Number (EIN), an EIN is not required when you ship
an international FedEx Print Return Label originating
in the U.S. or Puerto Rico.

Shipping lists now include returns.

The delivery on Invoice Acceptance (DIA) special
service is available only for intra-Mexico shipments.
Although a DIA return shipment can be created

on a FedEx Print Return Label, it is generated
automatically by the system, and shall not require
you to select the “Include a return label” or Return
Labels” option. Yet you still have the option of
creating a return shipment in conjunction with the
DIA outbound shipment. Fields to support DIA are
included in the shipment templates for export.

Expert

Latin America and the Caribbean Return Re-
ceipt

Some important aspects of the Latin America and the
Caribbean return receipt are:

If the FedEx 1D barcode is generated for the
shipment, the shipping label for the outbound
package contains a scannable indication that the
Delivery on Invoice shipment. The DIA special
handling code is included in both the FedEx 1D and
FedEx 2D barcodes.

The return receipt is created if you select the Latin
America and the Caribbean DIA special service for
the shipment.

If the FedEx 1D barcode is not generated for the
shipment, the shipment is allowed to process with
the 32-digit barcode. This situation, the DIA special
handling code is included in only the FedEx 2D
barcode.

When you create the Latin America and the
Caribbean DIA shipment, the merchant shipper is
able to change the return address for the receipt.

The merchant shipper is able to provide a default
“Return To” address to be used exclusively for the
Latin America and the Caribbean DIA Return Receipt
shipment.
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Setting preferences for default “Return To” ad- 6. Select Always use the Return to Code check box (optional)
dress (Canada) to enable the software to use the “Return To Code” for each
To add and configure preferences for the default “Return return shipment.
t H . .
To” address for return shipments, follow these steps: 7. Click OK.
1. Select Shipping Profiles from the Customize drop- P TS——— ”
. o . . . t st
down menu. The Shipping Profiles screen is displayed. SRAR Tomese Shpping T
. . . . . Shipping Profie Code: DEFALULT Description: | Default Domestic Shipping Profile
2. Select Default Domestic Shipping Profile and click e .
VleW/Edlt The VleW/Edlt Domestic Shlpplng PrOﬁle 4 - FedEx Shiptlert/Notification Preferences |§vGr0und Preferences ]EvSmaltPost Preferences ]
. d | d 1 - Field Preferences |2A FedEx Express Preferences ] 3 - Group Shipping Preferences ]
screen Is displayed. o - | Behaviors
3. Click 1-Field Preferences tab. Freference Type: [ Outbound - Shipment ~ ® None
Al O Constant
i —Shi Additional Ref 2
4. Select a shipment type (e.g., Outbound—Shipment) Addtonal Reference 2 O Cany
- Aicohol Recipient T -
from the Preference Type drop-down menu. Acshol Reciert Type 8?; .
. ely ] e
5. In Return Preferences section, select a default “Return A K cs -
To” address from the Return To Code drop-down e Emone Nurber Field value
menu DG Name of Signatory
. Duplicate Packages
FedEx 3rd Party Acct #
Note: FedEx Express Freight Charge Type
ote: FedEx Express Package Type
FedEx Express Payment T)-pe
Although this preference is in the View/Edit Domestic Shipping Profile, it mg &f’g: g;;ffmces
applies to both domestic and international return shipments. FooE Ground ;r:i':gf‘;‘p’g: Type
FedEx Ground Payment Type
For a Latin America and the Caribbean DIA return shipment, select an entry Fzﬂg &ﬂ:‘; ’;‘Z;Z']esd;;?m .
from the DIA Reference Code drop-down menu to set a default “Return To” Return Preferences Other Preferences
address for a DIA Return Receipt shipment. If the country selected for the COD Remitance Code:| Select an tem... | | Statt Postion: | Recipient ID v
DIA Remittance Code does not support DIA, the preference is not applied. DIA Remizance Code:| Select 2n Rem.. hd
Retum To Code:| Select an item... v [] Validate & Require Department/Notes
If you have any additional questions regarding this Canada Export [ Aways use Retum To Code [[] Default recipients to Residential
Declaration Form, please contact your technical field consultant or call us at
1.877.FDX Assist (1.877.339.2774). Cancel
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Email Return label (U.S. domestic return only)
1. Select Email Label as the Return label type. The screen
refreshes with the associated email label fields.

2. Enter the Return contact telephone number in the
Return package to section, a required field for email
return labels.

3. Enter the total Number of packages in the return
shipment.

4. Select Identical packages check box if there is more
than one package with the same weight, service type
and packaging in the return shipment.

5. Enter an Estimated weight. FedEx scans the actual
weight.

6. Select Service type for the return. For FedEx service
commitments, refer to the FedEx Service Guide at
fedex.com.

7. Select Package type. If you select Your Packaging, enter
the Package dimensions manually or select from your
preset dimensions.

8. Enter Declared value for your return shipment. Refer
to the FedEx Service Guide at fedex.com for maximum
declared value amounts.

9. Enter the Item description of the return item, up to 80
characters.

Advanced Expert

10.Enter the complete email address of the person you are
sending the return label to in the Email label text field.
Enter the complete email address of the person you are
sending the return label to in the Email label text field.

11. Enter expiration date or click the calendar and select a
date, up to 10 working days, when the email label expires.

12. Enter an optional message in the Email return message
text box, up to 200 characters.

13. Continue with the Billing Details section.

14. Select Identical packages check box if there is more than
one package with the same weight, service type, and
packaging in the return shipment.

Package contains: ) Document @ Commodity/Merchandise

|dentical packages

Weight - (53 Man Wi

Package dimensions:
Ship date: 11/03/2017

Total camiage value: $0.00 -
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Print Return label

You can print a return label and return shipper
instructions on your label or laser printer to include
with an outbound shipment or to send directly to your
customer.

To print a return label:

1. Select Print as the Return label type. The screen
refreshes with the associated print label fields.

2. Enter the total Number of packages in the return
shipment.

3. Select Identical packages check box if the return
shipment includes multiple packages with the same
weight, service type and package type.

4. Enter an Estimated weight. FedEx scans the actual
weight.

5. Select Service type for the return. For FedEx service
commitments, refer to the FedEx Service Guide at
fedex.com.

6. Select Package type.

7. The Package dimensions field activates when
you select any package type other than FedEx
packaging. You can select from preset dimensions
or enter the dimensions manually.

8. Enter Declared value for your return shipment.
Refer to the FedEx Service Guide at fedex.com for
maximum declared value amounts.

9. If you want to print return shipping instructions

10.
11.

Expert

for your customer, select Print Return Shipper
Instructions check box. The instructions are printed
on your report printer or laser printer. The current
date automatically fills in as the Date Created for the
return.

You may save this as a PDF file.
Continue with the Billing Details section.

e Uataus USTORT TS ™ g TatrOTT ™ T UaTTe ™ TEUEk LT Fely

o
W LTLFreight  Track | Shipping list - | AddressBook  Reports | Close | fedex.com Fdx ;
Retum shipment details | Retum SnipAlert/Notfications | Retum Document | Retum Customs
7l Jocumer *) Commody/Merchandise

Fetumto: US

Number of packages: 1 Idertical packages

Return package from

Betumfrom: AUTOCA -
Country: Cé- Cansda =
Cortact name: CAFE Atomation
Company name: DASQA
Bill shipment to: Select an tem Acct &
State/Province: ON- + Departmen notes
[ — - Customer eference:
Telephone: 3012633433 2 BUA Number.
[ This s a residertial address A2H2

Address 2+ Address Line2
Postal Code: M1M 1M1

wutiple-piece shipment [N

Thursday, November 02, 2017 2:18 PM

Clearfields | Delete/Modify shipment | Repeat shipment | Overide prefs | Rate Quote and Transit Times
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Ground call tag

A Ground call tag dispatches a FedEx Ground courier to Request a pickup date at a residence between Tuesday
pick up a return shipment at the customer’s location. The and Saturday. Request a pickup date at a business
courier also prints the return label and places it on the between Monday and Friday.

return package. 7. Enter additional Pickup instructions.

Process a Ground call tag only after you have confirmed 8. Enter Ready Time for the return shipment or pickup
that a return shipment will be ready for pickup on a certain between 8:00 A.M. and 6:00 P.M.

date. The courier makes up to three pickup attempts. 9. Enter the latest Close Time the package can be picked

up, no later than 6:00 P.M.
10.Continue with the Billing Details section.

To send a Ground call tag:

1. Select Ground Call Tag as the Return label type. The
screen refreshes with the associated Ground call tag

fields.
2. Enter the total Number of packages in the return Package and shipment details
shipment.
3. Select Identical packages check box if the return Retum label type:
shipment includes more than one package with the S - ; A

same weight, service type and packaging. . . _
Estimated weight [:l Ibs Man Wt.

4. Enter Declared value for your return shipment. Refer

. . . 3 'i'_:,|_'| -
to the FedEx Service Guide at fedex.com for maximum Declared value: | |

declared value amounts. ltem description: | |
5. Enter the Item description of the return item, up to 80 Pickup Date: [11/25;2022 | el

characters. Pickup instructions: ‘ ‘
6. Enter or select Pickup Date on the calendar. The pickup Ready Time: | - |

date must be 1 to 10 business days from the current Close Time: l : I

date.

1
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Ground call tag uploads

FedEx Ship Manager Software automatically sends
Ground call tags to FedEx Ground every hour.

To notify FedEx Ground about the pickup right away,

1.

2
3.
4

5.
OR

Select System Settings from the Customize menu.
Select the appropriate System # and click Modify.
Click 1-Your System Settings.

Select the At time of shipment radio button under
Set the upload time for Ground call tag shipment
data: heading.

Click OK.

Enable Ground Call Tags from the Utilities menu:

1.
2.
3.

Select Upload from the Utilities menu.
Select Ground Call Tags check box.
Click OK.

Note: The tracking number for a confirmed Ground call tag pickup displays
in the Shipping List.

Expert

System Settings

e e R ——

SystemSettings
[ Require Login
[ Scale is attached. Pre-read scake weight
FedExExpress Intermational Seliings

[ 1 want to download from FedEx SED/EEI tool

FedEx Ground International Setings:

[ Non-Resident importer Status

Communications Dvenide

Ovemde Code:

Trade Documents

[ Activate Bectronic Trade Documents

® Atime of shioment
O A reguiar hourly upload time n batch)

Label Infomation

(] 1 want to be ble to print the FedEx Ground human readable barcode

[ Show only FedE xstaffed Hold Locations

[ Atotab [ Dangerous Goods and Hazardous Materials

Set the upload time for when you use your onn eleciorsc rade documents:

1-You System Settings |2 - FedEx Customer Admin | 3 -Logging | 4 - FedEx Express Admin | 5- FedEx Ground Admin | 6-Misc |

Scale Time-out: | 15 Seconds

Ship Database Puge
Curert - Minimun: 120

LTL Freight - Minimum: |7

FedEx Retums Sefings
[A Ensble Retums shipping

(] 1 want to be sble to add SmartPost rehun addiesses

Communications Settings
Set the upkaad time for Ground Call
O Atime of shipment

® At regular housy upload time {n baich)

Interface Preferences

Language: |Englsh

/gy

Date format:

Active Field Color:

Font Size:

FedExAuto-close Seltings

Express close tme 03:24 AM
Ground close time: 0518 PM
Smartpost close time.

ta
‘

T
oo (]

Tag shipment data

Q| |«

1] Ship to qroup [ Include a

[ Recpent D: | AuToCA

Country: CA - Canad:

Postal code: MM 1M1

[#4] State/Province: 0N ~

View/Edt

jon Inbound  fedexcom  Help

e fedexcom

Department notes:
Customerreference:

a
Package type: 2-FedEx Envelope

Contact name: CAFE Autom:
Company name: DASGA " | Fackage dmensions:| et 1 1o
Addross 1: Address Line|____Help Me FedBd! Ship date: 11/02/2017
Address 2. Adiress Lne2 couning T

Gity: Toronto - ‘Z‘ Total Customs Value: $0.00
e B0 2654 B View/Edt Special Service Data
Tax ID/EIN; 3 Select Signature Options
AZH2 | ETE Auto Trock
Bill iransportation to: 2- Recipient ~ Accttr

Additional references

Shortcuts

] Cortrolled Shipmert - FICE
] Hold at Location

Add handing

Clearfields | Delete Upload

% Upload

[ Upload FedEx Express Shipping Data
7] Upload FedEx Ground Shipping Data

Ground Call Tags

==

[

ok | | seeaal |

| Unselect All |

[ Cancel
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Billing details

Enter or select the following information in the Billing
details section:

1. Select account to bill for the shipment from the Bill
shipment to menu. Enter FedEx billing account number
if the Acct # field is not populated automatically.

2. Select a department ID from the Department notes
menu or tab to the text field to enter a department
description.

3. Enter or select a Customer reference to include in
shipping reports and to use while tracking packages.

4. Enter a unique RMA (Return Materials Authorization)
Number to monitor the return shipment.

5. To select additional options and special service
options for the return shipment, click the Return
options tab.

6. Click Ship to process the return shipment.
Note: You can add, view, edit and delete references in the Reference

database. You can also print reference reports. To access the database, select
Reference from the Databases menu and refer to Database Functions.

Billing details
Bill sl'i@tu:lS-BillThirdF‘arty | mg:hzam?aa v|
Department notes: I jl

Customer reference: I

BMA Number: |12345

[ Link to Qutbound

Expert

Returns shipping list

As you process return shipments, they are saved in the daily
Returns Shipping List. You can view, modify and delete
return shipments before you close the day.

1.

To access return shipments, select Returns from the
Shipping list menu.

To delete, modify or repeat a return shipment, select the
shipment and click appropriate option at the bottom of
the screen.

For more information about a return shipment, select the
shipment and click Status details, if active.

Note: The tracking number for a confirmed Ground Call Tag pickup also
displays in the Shipping List.

View Shipped List - Returns (==

Shipment Tye: Return Packages Shipped Retum label ype
Total Deleted
FedEx Bxprass Email labels: 0 [} Show Email labels
FedEx Ground Printed labels: 0 0 Show Prirted [zbels
FedEx SmartPost Ground Call Tags: 0 [} FedEx Ground Call Tag
Enter Tracking Number and press Search or highlight in kst
| I Show deed shprmerts
Tracking # Linked to Tracking # Retum Type Ship Date Status Retum from compary Retum from contact Retum from address 1 Retum from city|
< [ ] 3
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Return packages report

The FedEx Return Packages report lists information for T — -
return shipments processed on a Certain date or date ES‘::::HW 1-Shipment  |2- FedEx Express lnvaie | 3-Ship Log | 4 - FedEx Ground Marifest | 5 - Document Reprint |

Reports Shipment R

range ot rporeionn

: Customize COD Shipment Repart Inchide
‘ommodity Report

Courtesy Rate Qucte Report © Daterange: 110272017 () to 11/012/2017

Z

X

1. Click Reports tab at the top of the screen.

Courtesy Shipped to Detail
gy

rous Goods Shipment Report
Department Charges o) FedEx Express invoice #

epes

@ D Detail
2. Select FedEx Return Packages on the 1-Shipment S © et
screen. G oSt

FedEx SmartPost cycle #

MPS Report
Wultiple Package Bunding

3. IntheInclude section, enter the date range, invoice Pl et oupa

number or cycle number with which the return
shipments were processed.

Re port
SED Shipment Report
Number of Copies |1 z it

Save fil
Filename

4. Inthe Output section, click output the report to the ==
screen, print the report or save the report to a file.

% w
o o

H 3

@

5. To customize the report (e.g., add the RMA number)
refer to Customize Reports.

Ovenide include

Thursday, November 02, 2017 3:14 PM

e
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Generate reports

FedEx Ship Manager® Software offers a portfolio of
reports including detailed shipping activities, historical
data, and database reports. All reports can be saved to
your hard drive or to external memory, suchasaCDora
USB drive.

Refer to the following to access, generate, print, and save
your reports:

« Shipment and History Reports

« FedEx Express Invoice

+ Shiplog

« FedEx Ground Manifest

+ Document Reprint

Refer to the following to customize your reports and
forms:

+ Customize Reports

« Report Field Definitions

o Customize Forms

Advanced Expert

Ship database purge

The system settings determine when shipments are
purged from your system.

To customize these settings:

1. Select System Settings from the Customize menu.
2. Select the appropriate System # and click Modify.

3. Onthe 1-Your System Settings screen, enter the
minimum, and maximum number of days in the Ship
Database Purge section.

+ When shipments exceed the maximum purge
days, the system prompts you to purge. During
the purge, shipments exceeding the minimum
purge days will be removed.
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Shipment and reports

To generate shipment reports using recent or historical o r— T o x
H HYH o File Datgbases Customige [LRilties Integration [nbound Passport fedexcom Help
Shlpment aCtIVIty‘ Ship LTLFreight Track Shippinglist = Address Book m Close Mx
1. CliCk RepOI’tS tab. m« 1 - Shipment ];-rcc:xzmmlnme | 3-ShinLog | 4-FedEx Giound Mandest | 5 - Document Repant
[ Shipment Repots
2. To generate reports with recent shipping activity, click Y || oo mtrioar: -
1-Shipment tab, and highlight one or more reports. Tt | Gy R e © o rrge 120252 ) v« [reezs ] (D
. . Chareatts Dngerus Goods Stmert Pt O FedEx Express invoica #
3. To generate reports for a particular ship date or range o o ve ————
of dates, enter dates in the Date range fields in the et | S ETD St S ——
Include section. Eg%gﬁwmw SRR
To generate reports for a particular invoice or cycle FodEx gt Sonpary Fepot o
MWO@;’JML&W
number, select one of the FedEx Ground® or FedEx Gt Wi P b MabrdCrpae. TR Bt
Express® options, and select the number from the i . _—
associated menu. [ [ ][
. . . . . Reference Summary
4. Select an Output option for printing or viewing the e e oo
report. Somma G
« Screen - Click Screen to view the report on
your screen. Dot

« Print - Enter the number of copies and click Print.
« Save File - Click Save file. Select the appropriate
directory, enter the file name, and click OK.
5. To select the types of shipping data to include in
the report, click Override include, and select the
shipments to include for FedEx Express, FedEx
Ground, and returns.

Note: You can no longer reprint the OP-950 in FedEx Ship Manager. To reprint the
OP-950 or DG Manifest you can visit DG/HazMat Administration.
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FedEx Express invoice Ship log
To generate FedEx Express invoices: The Ship Log displays package information for the
1. Click Reports tab. shipment date or range of dates you indicate. You

caninclude U.S. and Canada domestic shipments and

2. Click 2-FedEx Express Invoice tab. international shipments in your listing.
3. Highlight the invoices to run.
4.

T he Ship Log:
Select an Output option for printing or viewing the © generate the Ship Log

invoice(s). 1. Click Reports tab.
« Screen - Click Screen to view the report on your 2. Click 3-Ship Log tab.
screen. 3. Enter date or date range of the packages to include in
«  Print - Enter the number of copies and click the Shipment Log in the Include section.
Print. 4. Select the check box(es) for types of shipments to
« Save File - Click Save file. Select the appropriate include in the Include section.
directory, enter the file name, and click OK. 5. Select an Output option for printing or viewing the
Ship Log.

« Screen - Click Screen to view the report on your
screen.

« Print - Enter the number of copies and click Print.

« Save file — Click Save file. Select the appropriate
directory, enter the file name, and click OK.
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FedEx Ground manifest Document reprint
To generate FedEx Ground manifests: Customs documents, such as the Commercial Invoice,
1. Click tab. Certificate of Origin, and FedEx AWB copy can be displayed

for successful shipments on screen or saved and retrieved to

. Click 4-FedEx Ground Manifest tab. view or reprint.

2
z' Highlight the manifest(s) to run. To reprint or view customs documents:

1. Click Reports tab.
2. Click 5-Document Reprint tab.
3. Enter the date range or other Search criteria and click

. Select an Output option for the manifest(s).

« Screen-Click Screen to view the report on
your screen.

« Print - Enter the number of copies and click

Print Search.

. Save File - Click Save file. Select the 4. Select shipment from the Search results.
appropriate directory, enter the file name, and 5. Select the check box for the appropriate documents from
click OK. the International documents available for reprint section.

6. Choose an Output option for the document(s).

« Screen - Click Screen to view the report on your
screen.

« Print - Enter the number of copies and click Print.

« Save file — Click Save file. Select the appropriate
directory, enter the file name, and click OK.
Documents saved as .txt or .rtf files can be emailed.

Note: Shipping labels are not available for reprint after 48 hours, even though
they may appear in the International documents available for reprint section.

1
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Reprinting FedEx AWB copy Reprinting Shipper AWB copy

You can reprint the FedEx AWB copy for international Only the shippers in Latin America and the Caribbean
shipments to release the shipments out of a Duty Free (LAC) regions can reprint the Shipper AWB copy for
Zone as required to ship the merchandise. international shipments.

To reprint, the steps are same as reprinting FedEx AWB
To reprint FedEx AWB copy, follow these steps: copy.
1. Click Reports tab.
2. Click 5-Document Reprint tab.

3. Enter the date range or other Search criteria and click
Search button.

4. Select aninternational shipment from the search
results.

5. In Documents available for reprint section, select the
FedEx AWB copy (Available for Print only) checkbox.

6. In Output section, select the number of copies
required to print.

7. Click Print button.
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Additional copies of shipping labels

You may request an additional copy of a shipping label if

the current label is damaged, lost or a copy is needed for
your customer records. You can now reprint a shipping label
(domestic or international) for FedEx Express, FedEx Ground,
and FedEx SmartPost® shipments without creating a new
tracking number.

You can reprint the shipping label from the Shipping list or
the Document Reprint Screen. You can also reprint a shipping
label up to two times. You must reprint it within 24 hours of
the date the shipping label was originally created.

Reprinting a Shipping Label from the Shipping List

To reprint the shipping label from the Shipping list, follow
these steps:

1. Select the appropriate shipment type from the Shipping
list drop-down menu. If you selected Domestic from the
drop-down menu. The View Shipped List - Domestic
screen is displayed.

2. Select the appropriate checkbox in the Shipment Type
section.

3. Enter your shipping label’s tracking number in the Enter
Tracking Number field and click Search. The search results
for your tracking number display in the results section.

4. Select the appropriate shipment from the results section.
5. Click Reprint Label at the bottom of the screen.

Advanced Expert

Reprinting a shipping label from the Document Reprint
screen

To reprint the shipping label from the Document reprint screen,
follow these steps:

1. Click Reports tab in the top navigation bar. The
1—Shipment screen is displayed.

2. Click 5— Document Reprint tab. The Document reprint screen
is displayed.

3. Enter orselect information in the Search criteria section and
click Search.

4. Select the appropriate shipment from the Search results
section.

5. Select Shipping label (Available for print only) checkbox in the
Documents available for reprint section. In the Output section,
select number of copies from the Number of Copies drop-
down or Number of Shipping Label Copies drop-menu and
click Print.

sssss

mmmmmmmmmm

0-avaiabie)
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Reprinting FedEx Ship Manager software labels

Shippers in Latin America and the Caribbean can now
reprint a FedEx Ship Manager Software label in case the
original shipping label is unusable (e.g., when damaged
or did not print). You can also reprint a duplicate thermal
printer or laser air waybill label designated as a Sender
Copy to keep for your records.

To reprint a label, follow these steps:
1. Click Reports tab.
2. Click 5-Document Reprint tab.

3. Enter the date range or other Search criteria and click
Search.

4. Select shipment from the Search results.

5. Select the check box for the appropriate documents
from the International documents available for reprint
section.

6. Choose an Output option for the document(s).

« Screen - Click Screen to review the report on your
screen.

« Print - Enter the number of copies and click Print.

« Save file - Click Save file. Select the appropriate
directory, enter the file name, and click OK.

Documents saved as .txt or .rtf files can be emailed.

Note: Shipping labels are not available for reprint after 48 hours, even though
they may appear in the International documents available for reprint section.

Advanced Expert

To facilitate customs clearance for certain services, you
can also reprint the piece commodity description in
the reference fields for each multiple-piece shipment
(MPS) child label (e.g., consignee copy, shipper copy,
customs copy, manifest copy).

Note: This commodity description feature does not apply to FedEx
International Priority DirectDistribution, FedEx International
Economy DirectDistribution Service, and FedEx International Priority
DirectDistribution Freight shipments.
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Close at End-of-Day

Close shipments when you finish shipping for the day Auto-close
to prepare for your daily pickup and to send shipment

information to FedEx. FedEx Ship Manager Software automatically closes

FedEx Express and FedEx Ground shipments at a

Refer to the following information in this section to certain time each day. If you have multiple systems and
automatically or manually close your shipments: accounts, each system has its own auto-close time.
« Auto-close Fifteen minutes before the auto-close time for each
« Request Close (Manual) service, you receive a message which allows you to
continue with the auto-close or continue shipping until
« Reports .
you are finished for the day.
To change the auto-close time for FedEx Ground
S S A e Enecan v S FedEx shipments:
Rt Cooe (2t 1. Select System Settings from the Customize menu.
S Setect it ocse 2. Select the appropriate System # and click Modify.
@ Systemrumber [ | 1 Al Shipmerts .
. i 3. Enter new times to auto-close your FedEx Express
P St and FedEx Ground shipments in the FedEx Auto-
T close Settings section at the bottom of the 1-Your
S System Settings screen.
System Type Status Shipment date range Time close started Mode .
-Esq:resi Current 05/03/2018 10:27:35 AM to 05/04/2018 10:00:00 PM | 05/04/2018 10:00:00 FM | Manual 4_ Cllck OK,

Ground | Current 05/03/2018 10:27:35 AM to 05/02/2019 10:00:00 PM |05/03/2019 10:00:00 PM | Manual

Note: FedEx Ship Manager® sends notification when meter stops
communicating for 72 hours in case of Auto End of Day Close, similar to
the Manual Close. You will be prompted to copy the revenue files to a CD
and a label will be printed.

FedEx Express close status history | [ FedEx Ground close status history | | FedEx SmartPost close stalus history

Thursday May 03 2018 11:46 AM

1
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Disable printing of international direct distribution close Request close (manual)

reports To request to close shipments manually for FedEx Express and
FedEx Ship Manager will disable the automatic printing FedEx Ground, follow these steps:

feature of select FedEx International Direct Distribution close .
. . 1. Click Close tab.
reports from Canada and Mexico to the United States. ¢ I ¢
2. Click 1-Request Close tab.
Systam Setings x 3. Inthe Select system(s) section, select the appropriate
Swemth [ ] Dot 15 System number if the one displayed is not the system you

1-Your System Settings |2 FedEx Customer Admin | 3-Logging | 4- FedEx Express Admin | 5 - FedEx Ground Admin | 6-Misc |

ShipDotabase Puge want to close.
Dnequm:;: Scale Time-out: | 15 Seconds ~ | Current - Minimum: luu— Maimum: F‘ .
1 Sose s stached Procead sl weih R e 4. If you want to close more than one system, click All systems.
O

Autotab
FedExExpress nemaineSeige e 5. If FedEx Express appears as the only option in the Select
[] I want to download from FedEx SED/EE tool &
o Groumd et et ol e et st shipments fco close segtlon, skip to step 6. Otherwise, make
S Sl o G Cl T e your selection(s) of shipments to close.
Communications Overide @ At time of shipment
R — e 6. Click End your shipping day. A message for FedEx Express
2 Actste Becton Trade Docerts Laruage: (vl v or FedEx Ground displays when the close finishes for each
Communications Settings Datefomat: | mm/ddsyny v
Set the upload time for when you use your own eleclronic trade documents Active Field Color: oy System,

@ Attime of shipment

Font Sze: | Standard v
O ey spoadine b bt Note: To check the close status, click FedEx Express close status history or FedEx
Label Infomabon N .
] 1 it b able o it he Feck Giound uman teadable brcose FedExfutorclose Sexings Ground close status history at the bottom of the screen.

Express close time: 03:00 AM
[ Show only FedE x-staffed Hold Locations Ground close time: 05:26 PM

St coet ‘= Fedbx Ship Manager [v3200 =S
Enable FedEx One Rate martpost close time File Datsbases Customize Utiities Integration Inbound Psssport fedexcom Help
Ship | LTV Freighiey Tvackyl Shigping listi=) fAadress Booky |Repors) T Feix
OK Cancel -Request Close | 2-Reports

[¥] Al Shipmerts
FedEx Bxpres
FedEx Ground
FedEx SmartPost

Time close started Mode
Cumert | 05/03/2018 10:27:35 AM to 05/04/2012 10:00:00 PM | 05/04/2012 10:00:00 PM | Marual
05/03/2012 10:27:35 AM to 05/03/2015 10:00:00 PM | 05/03/2019 10:00:00 PM | Manual

[ FedEx Bxpress close status history | [ FedEx Ground dose siatus history | [ FedEx SmartPost close status history

Thursday, May 03, 2018 11:46 AM

1
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Reports Unprinted reports

You need to run shipment and courier reports when you When you have finished making your report

close your shipping day. If you have more than one system selection(s), click to Print or Delete reports shown in
and account, choose report options for each system. the Unprinted End of Day reports sections for FedEx
1. Click Close tab. Express and FedEx Ground.

File Databases Customize Utiliies Integration Inbound ~Passport fedexcom Help

2. Click 2-Reports tab.
Ship  LTLFreight Track = Shippinglist - Address Book | Reports [JUB=% fedex.com Mxn‘

3. Asystem number is displayed. If this is not the system e
you want to close, select the appropriate system. P — e S S S P——

© Al Systems Hold Ground reports for operator Do rot print Bxpress Courier Reports

4. If you want to close more than one system, click All
Systems.

Print Ground Pickup Manifest first Only Prirt Ground Manifest Summary page

Unprinted End of Day reports

Report options

Choose and select the shipment and courier reports to
print in the Report options section.

« If you ship FedEx Ground, select Only Print Ground
Manifest Summary page to prepare for your pickup.
You receive two copies. Give one copy to your FedEx
Ground courier and keep a copy for yourself. ] [Fas] (e [wees

+ Tosave all End-of-Day reports to a hard drive,
select Save End of Day Shipment Reports, then click
Destination Directory to select a directory for your
reports.

+ To generate EPDI (Electronic Package Detail
Information) reports, click EPDI reports. Select the
report(s) to run and select the Output option for the
report(s).

.
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Customize your shipping profiles

Customize your shipping profiles to save time as you

create shipments. You can customize shipping profiles for
individual senders by setting preferences for required and
optional fields, FedEx Express® and FedEx Ground® services,
group shipping and FedEx ShipAlert® notifications.

Refer to the Assign Shipping Profiles to Senders instructions
in the Shipping Profiles section.

Refer to the following information in this section to
customize your system:

« Shipping Profiles

« Configurable References

e Customize Fields

e Customize User Prompts
o Customize Doc-Tabs
o System Settings

Essentials Advanced Expert
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Shipping profiles
You can customize existing or default shipping profiles or
create new ones before you assign them to individual senders.

For example, create a unique shipping profile for FedEx
Ground senders, then assign that profile to your FedEx Ground
senders using the Sender database. Refer to the Assign
Shipping Profiles to Senders instructions in this section.

To customize shipping profiles:

1. Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen is displayed.

« To customize an existing or default profile, select the
profile and click View/Edit.

« To create a new profile, click Add. Select Domestic or
International as the profile type.

« To duplicate an existing or default profile, select the
profile and click Add by duplication.

2. Enter the profile information on the screen selected.

Shipping Profiles

Code Description

‘@ DEFAULT | Defaukt Domestic Shipping Profile

ﬁ DEFAULT | Default LTL Freight Shipping Profile
a DEFAULT | Default Intemational Shipping Prafile
g PASSPORT | Default Passport Shipping Profile

| oKk || Ad || Addbydupicaton | | View/Edi Delete

Essentials Expert

Field preferences
1. Click 1-Field Preferences tab.

2. Select a shipment type from the Preference Type menu.

View/Edit Domestic Shipping Profile

Shipping Profile Code: | DEFALULT Description: | Defautt Domestic Shipping Profile

4 - FedE = Shipdlet/Motification Preferences | 5 - Ground Preferences | B - SmartPost Preferences |
1 - Field Preferences |z - FedE« Expresz Preferences | 3 - Group Shipping Preferences |

Behavims

Preference Type: [Outbound - Shipment v]

-
Additional Reference 2 T Constart
Additional Reference 3 ) Cany
Alcohol Recipient Type @ Skip
Alcohol Shipping Label
Customer Reference
Department/MNotes

DG Emergency Phone Number .
DG Name of Signatory Field vae
Duplicate Packages B
FedEx 3rd Party Acct #

FedEx Express Freight Charge Type

FedEx Express Package Type

FedEx Express Payment Type

FedEx Express rate selection

FedEx Express Special Services

FedBx Ground Freight Charge Type

FedEx Ground Package type

FedEx Ground Payment Type

FedEx Ground rate selection

FedEx Ground Special Services

FedEx Home Delivery Special Services 2

Return Preferences Dther Preferences
COD Remittance Code: Select an item... -

@ Mone

m

) Corfigurable

Start Position:  Recipient |D -

DIA Remittance Code: Select an item... hd
Retum To Code: Select an item... [ Validate & Require Department/Notes

Aways use Retum To Code ] Defautt recipients to Residential

4
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3. Select a field from the field list. 5. Other preferences: Select additional preferences, if

4. Select one of the following options from the Behaviors field: needed.
6. C.O.D. Remittance Code: Select the Sender ID to print

None _ _ on the C.O.D. return label from the C.O.D. Remittance
« Do not assign a default for the field. Code menu.
Constant 7. Start position: Select where to start the cursor on the
+ Click Constant then select or enter a value in the Field Shipment details screen.
value section. This automatically populates this field 8. If you have finished setting field preferences for one
with the same information for all shipments. preference type and want to continue with another,
. For example, if you use nonstandard packaging for select type from the Preference Type menu and follow
FedEx Ground shipments, select FedEx Ground Special the same steps.

Services, click Constant as the behavior, then select

Wh have finished setti f for th
Non-Standard Packaging from the Field value menu. enyou naye fnisned SeTting prererences ror 1he

shipping profile, click OK to save your settings. Click OK
Note: For the Package Size field, the field value menu lists your preset again on the View Shlppmg Profiles screen.

dimensions.
Carry
« Carry over or repeat information from the previous
shipment.
Skip
« Skip afield on the Shipment details screen when using
the Tab key. This option is available for optional fields.
Configurable

« This option is available for reference fields. Refer to
Configurable References in this section to add and edit
these configurable references.

Note: To override field preferences for an individual shipment, press F11 on the
associated shipping screens.

1
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FedEx Express preferences

Save time on your FedEx Express shipping by setting defaults
for references, handling charges and label formats.

1. Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen displays.

2. Select an existing profile and click View/Edit or click Add View/Edit Domestic Shipping Profile (B
or Add by duplication to add a hew proﬁle. Shipping Profile Code:  |DEFALLT Description: | Default Domestic Shipping Profile
o 4 - FedEx Shipalert/MNotification Preferences '|§-Gr0und Preferences 'E-SmartF’ost Preferences |
3. C|ICk 2_Fed EX EXpreSS Pl’eferences tab- 1-Field Preferences 2 - FedEx Express Preferences ]Q-Gmup Shipling Freferences | |
. Miscellaneous Require References Reference Label
4. Miscellaneous
[ Require Dimensions B [ First Cvemight Freight
° 1 7] Require Rates ftional Reference [ 1Day Freight
Req uire Refe rences [} Tlaqc:king # Overwrite E xjgiona: Ejerencei (=] ZD: Freijl‘rt
Select the check box if you require references for nsortin Rofoencos 1 Do i
FedEx Express shipments. Nane -
« Tracking # Overwrite (U.S. and Canada Domestic Handiing Charge
ﬁl | ) Include Additional Handling Charge
pro eson y [ Fixed amount  |20.00 usoD
If you have preaSSigned traCking numberS or pl"int Variable amourt 20 %of My shipping charges and surcharges -
standard air bills for U.S. and Canada domestic
shipments, select the check box to enter tracking e e el Fomat
numbers m anua”y. 445.75 Thermal Label with Doc Tab - Format 354 -
5. Insertin References @ Defaut doc b corfiguraton
() Customize doc tab corfiguration Doc tab configuration
Use this option to select a reference to printin the t‘fj”;”_djj]::a"°°r“‘9“m“°“
Reference field on shipping labels. [Select an .. -

Note: The Dept/Notes field prints automatically on the shipping label. To
avoid duplicating this field, select None or a different reference field to print
on the shipping label.

e
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6. Reference Label (U.S. and Canada Domestic profiles only)

For FedEx Express Freight shipments, select the check
box of the corresponding freight service to print an
optional label with additional delivery information. The
Reference label screen displays when you ship using the
selected freight service.

7. Handling Charge

Select Include Additional Handling Charge check box and
enter your fixed and/or variable amounts.

« Combine your fixed handling charge and your
percentage handling charge for all shipment types.

« Subtract your handling charge to pass along a
shipping discount to your customers.

« To subtract your fixed handling charge, select Fixed
amount check box and include a dash/minus sign (-)
before the dollar amount.

« To subtract your variable amount, select Variable
amount check box and include a dash/minus sign (-)
before the amount. Then select where to apply the
variable amount from the menu.

Once you have set handling charge defaults, Add’l handling
activates in the Billing details section on the Shipment
details screen. To override handling charge defaults for a
shipment, click Add’l handling and enter new values.

Essentials Expert

8. Label Format

Select label format option to identify the label stock
you use. The label format is printed at the bottom of
your labels.

. Return Manager (U.S. profile only)

If you print return shipping labels, select a Sender ID
from the Return Recipient menu. The sender’s name
and address print in the return recipient section of
your return shipping labels.

All' U.S. and Canada domestic shipping profiles
use the same return recipient. When you select

a return recipient in one shipping profile, the same
Sender ID is automatically selected in all shipping
profiles.

Note: To order the 6” non-doc-tab shipping labels (Format 435 - 4x6
Thermal Label without Doc Tab), call 1.800.GoFedEx 1.800.463.3339 or
go to fedex.com. To configure doc-tabs, refer to Customize Doc-Tabs.

Page 164



Essentials Expert

10.International Air Waybill Format (International profiles
only)

For international shipments, you can print the standard
multi-ply air waybill on your report printer. If you use
standard air waybills for any of your international
shipments, select the label format from the menu.

11.When you finish selecting preferences for the shipping
profile(s), assign the profile(s) to individual senders. Refer
to the Assign Shipping Profiles to Senders instructions at
the end of this section.

View/Edit Domestic Shipping Profile =

Shipping Profile Code: |DEFALLT Description: |Default Domestic Shipping Profile

4 - FedE» Shipalert/M otification Preferences | 5- Grounc_l Preferences | E - SmartPost Preferences |
1-Field Preferences 2 - FedEx Express Preferences |§ - Group Shipping Preferences |

Mizcellaneous Require R eferences Reference Label
[} Requ?re Dimensions [7] Additional Reference 1 [ First O\rernigl'rt Freight
| Requl.re Rates . [ Additional Reference 2 [C] 1Day Fre!gl'rt
[ Tracking # Overwrite [ Additional Reference 3 [ 2Day Freight
[ 3Day Freight
Insertin References
Mone -
Handling Charge
Include Additional Handling Charge
[] Fixed amourt $0.00 usp
Vanable amourt 20 “%of My shipping charges and surcharges -
Label Format
FedEx Express Label Format
446.75 Thermal Label with Doc Tab - Format 354 -
@ Default doc tab configuration
() Customize doc tab configuration Doc tab corfiguration

() Barcoded doc tab configuration
Label Print Order

[ Select an item... -

e
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FedEx Ground preferences

Optimize your FedEx Ground shipping by setting defaults for
references, handling charges and label formats.

1. Select Shipping Profiles from the Customize menu. The Shipping
Profiles screen displays.

2. Select an existing profile and click View/Edit, or click Add or Add
by duplication to add a new profile.

3. Click 5-Ground Preferences tab and following section will be
displayed

e Miscellaneous:

° Require Dimensions: Select this check box if you want
the package dimension field to be mandatory for all the
shipments

© Require Dates: Select this check box if you want the rates
to be required for all the shipments.

° Ground/Home Delivery Toggle by Resi Status: Select
the check box when you want the system to display the
Ground Delivery/ Home Delivery service based on the
Recipient address type. For example: If the recipient
address type is business address, then service— Ground
Delivery displays in the dropdown. If the recipient address
type is Residential address, the service type- Home
Delivery displays in the dropdown.

+ Require References: Select Require References check box if
you require references for FedEx Ground shipments.

« Insertin References: Use this option to select a reference to
print in the Reference field on thermal shipping labels.

Notes:

The Dept/Notes field prints automatically on the shipping label. To avoid duplicating this
field, select None or a different reference field to print on the shipping label.

The Location # is automatically embedded in the shipping label bar code. If you select it for
the Reference field, it also prints on the shipping label in human-readable form.

Essentials Expert

View/Edit Domestic Shipping Profile
Shipping Profile Code:  DEFALLT Description: | Default Domestic Shipping Profile

1 - Field Preferences ] 2-FedEx Erpress Preferences ] 3 - Group Shipping Preferences
4 - FedEx Shipalert/Motification Preferences 5 - Ground Preferences

Miscellaneous Require References
] Customer Reference
[ Require Dimensions [ Addttional Reference 1
[ Require Rates [] Additional Reference 2
] Ovemide Ground to Home [] Addtional Reference 3
[ Ground/Home Delivery
Toggle by Resi Status Insertin Ref
| hane w
Handling Charge

[ Include Additional Handling Charge
&N (i

Fixed amount $0.00

Variable amount

Label Format
FedEx Ground Label Format

| 4x6.75 Thermal Label with Doc T ab - Format 354

(@ Default doc tab configuration
(O) Customize doc tab corfiguration Doc tab corfiguration
(O) Barcoded doc tab corfiguration
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FedEx LTL Freight preferences Ve i g P x

1-Field Preferences 2 - FedEx LTL Freight Preferences Ij_ FadEx Shipilert Preferences

You can configure LTL Freight reference field as a Label Fomat

required field. Fields that are set as required are “Ship e ——_s

ID1”, “Ship ID2”, “Consignee ID” and “Handling Unit Prtcopes 113

Details PO#”. Putomaticaly prirt trade documents with Intemational shigment

. . . . FedEx LTL Freight Label Format
1. Select Shipping Profiles from the Customize menu. 45675 Themmal Label wth Doc Tab -Fomat 354 v

The Shipping Profiles screen displays. © Defauk doc tab configueaton

) Customize doc tab configuration Doc tab configuration
2. Select an existing LTL Freight profile and click View/ O Barcoded doc tab canfiursion
Edit to VieW or edit the proﬁle. ?mumempuuan:hw : View/Edit LTL Freight Shipping Profile x
. . e pingily comelay T "|2- FedEx LTL Fieight Preferences | 3- FedEx ShipAlett Preferences
3. Click Field Preferences tab. T | ° -
(O this option, FedEx Ship Managed
4. Click 2 - FedEx LTL Freight Preferences tab. e 23 ot
. . . @ "8 use Fedx Sho Managertd | Commody Options -
5. You can see the Require Reference fields (Ship ID1, documertaten DCsTwe
Ship ID2, Consignee ID and Handling Unit Details Letterhead and Signahre Bt e
You can upload your lefferhead andc Wm: HazMat Emergency Phone Number
PO#) . - Profomss kolce, or the HazMathﬁemr Name Field vahue
mger of &bels (per unit)
Package Type
Payment Terms
Cox ek Gose Time
Pickup Contact Name
Pickup Contact Number
Pickup Options
Print BOL
Schedule Pickup Now
Service Type
V01L_Jme Type
Weight Type
OK | Cancel

.
Page 167



FedEx Ship Manager Software offers a new Pickup
Notifications option that allows you to receive
updates of the shipment, such as when a driver is
assigned or is en-route or has arrived or departed for
shipment pickups.

You can configure Pickup Alert Notification under the
FedEx ShipAlert Preferences tab.

5. Click 3- FedEx ShipAlert Preferences tab, select
notification types and then select the respective
behavior. By default, the option selected under
Behavior section is Unchecked.

= Fedt ship Manager | o X
File Datgbases Customige Utiities Integration Inbound  Passport fedex.com  Help
Ship Tack Shippinglist - Address Book Reports  Close FedEx|
Ongin/Destination  Sipment Detals.  Options/instructions  Shipert  Commodey/ Merchandise  Customs [ Pickip.
Show Shipments | A1
Dt Do®  Tocing®  Acommtd PomenTipe  TOmT  Comgree  (oondm TS pegron sour  pox
Not YetSchediet
Pl D ba®  Toegd  Accwrtd PameiTme [ Consgres o DM Decpmn B0 POR
Pickup details Requested by A Dock
Pickip Date: | = Name Name
== L
Ready tie: [ g Phone () Prone ()
Close tine | ] Emad
Schedde pickip Pckup Notfcations
Clear fiekds | Repeat Ship Querride prefs. LTL Freight Terplate _ Rate Quote and Transit Tmes |_sis |}

Expert

Note: The Unchecked option allows you to select the notification
checkboxes. The Automatically select if email available automatically
selects the checkboxes when an Email Address is provided. The Always
checked option displays the checkboxes by default. The Skip option
disables the checkboxes on the ShipAlert tab.

fle Odabuses Cutomige UNibes Integation Inbound  Passpor fedencom  Hep

Ship m Temk  Shipping list = Address Book  Reports  Close Mx
Srmtet Detady ot Custerng Pickies
Show Sipments A1

Fuviousy Schockded

Duee. Pkap R T Pt T Toal =
e | o Taackng fecowt s Fayment Type T Commgree (00 iz Descioton BOL PO

Bickup Notiic
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6. Handling Charge

Select Include Additional Handling Charge check box and 8. When you finish selecting preferences for the
enter your fixed and/or variable amounts. shipping profile(s), assign the profile(s) to individual
+ Combine your fixed handling charge and your senders. Refer to the Assign Shipping Profiles to
percentage handling charge for all shipment types. Senders instructions at the end of this section.
‘ Su_btr_aCt ygur handlmg Charge to pass along a Note: To order the 6” non-doc-tab shipping labels (Format 435 - 4x6
shipping discount to your customers. Thermal Label without Doc Tab), call 1.800.GoFedEx 1.800.463.3339 or go
« To subtract your fixed handling charge, select Fixed to fedex.com. To configure doc-tabs, refer to Customize Doc-Tabs.
amount check box and include a dash/minus sign (-)
before the dollar amount. ey =
. To subtract your variable amount, select Variable oY p— .,.,,.,M'L'; ot Fedx
amount check box and include a dash/minus sign (-) T ey
before the amount. Then select where to apply the i . I e e
variable amount from the menu. e Gy
Once you have set handling charge defaults, Add'l R e
handling is activated in the Billing details section on the L T [pe—r— S
. . . . Locrvain . Tas e
Shipment details screen. To override handling charge T —C T e E——
defaults for a shipment, click Add’l handling and enter i ] e B
new values. — &
7. Label Format o _—
Select label format option to identify the label stock you ‘ .
use. The label format is printed at the bottom of your o L

labels.

e
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FedEx SmartPost® Label standardization

FedEx SmartPost® (FXSP) offers effective label design
options and lets you choose what to print (customer
reference, 2D or blank space) in the secondary barcode
space on the label. You can also request ground tracking
number by enabling the ‘Generate Ground Tracking

)
Number’ check box. View/Edit Domestic Shipping Prafile =
Shipping Profils Code: | DEFAULT Description: | Default Domestic Shipping Profile

Note: The ground tracking number, if enabled, will be included in your shipment 1-FiedPrfeences | 2-FecdEx Evpres Prfeences | 2 Group Sipping Preferences. |

. . . . . . 4 - FedEx Shipdlert/Natification Preferences | 5 - Ground Preferences 15 - SmanPost Preferences |
transactions, but will not be included in the FedEx SmartPost® shipping label. Miscellaneoss Flequi,eﬁm !

[F] Customer Reference
] Require Dimensions [F] Additional Reference 1

[T Require Rates [7] Addtional Reference 2

[7] Additional Reference 3

To customize your FedEx SmartPost® Label, begin here: mslnloos
1. Access your shipping profiles from the Customize drop K,
down menu. ot
. . . . Wariable amount
2. Select which profile you would like to customize a FedEx
SmartPost® Label and click View/Edit. LabelForma
FedEx SmartPost Label Format
3. The next screen will display several tabs for 79 TremalLabe uih Doz it Fama 56 v
. . @ Defautt doc tab configuration
customization. Select Tab 6 - FedEx SmartPost® @ Cutontdoot conrain e rp———
Prefe rences. (@) Barcoded doc tab corfiguration
Secondary Bacode

Print: [Custumer Reference v

4. Tab 6 - FedEx SmartPost® Preferences will allow you to
customized your FedEx SmartPost® label to inlclude Doc
tab preferences with information that is important for
you and your customer.

1
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5. The preferences set in the assigned shipping profiles
automatically populate the associated fields for that

Assign shipping profiles to senders

To save time and keystrokes during the shipping process,
assign shipping profiles to each sender.

sender.
For example, if you have one sender who ships only . L i
FedEx Ground and another who ships only FedEx Priority To override preferences for an individual shipment,
Overnight, create separate shipping profiles and assign press F11 on the associated shipping screens.
them to the associated senders. For the first sender, select
FedEx Ground as a constant service type, and select FedEx
Priority Overnight for the other sender. When each sender ot P =
starts shipping for the day, they select their Sender ID as N -
the current sender in order to activate their preferences. - = s -+
Note: Recipient preferences override sender preferences that have been g%ﬁiﬂﬁ ihl e ggi EE%%E%T o 7
selected in Shipping Profiles for the same field. Sl e Emw W miEaE W]
Refer to the Recipient Preferences instructions.
e e

To assign shipping profiles to a sender: &, m B . HE
1. Select Sender from the Databases menu. The View e ot 05T

Senders screen is displayed. m———l— mh
2. Select the sender in the Sender list and click View/Edit. _

The View/Edit Sender screen is displayed. S ] (i) (i) ]

3. Inthe Shipping profiles section, select the appropriate
Domestic, International or International Direct
Distribution shipping profile.

4. Click OK to save the changes and return to the View
Senders screen. Click OK again to return to the
shipping screen.

1
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For Canada domestic and international shipments -
Customer reference appears in the Billing details section
on the Shipment details screen. Additional reference

Configurable references

The following reference fields are used to record your
reference information:

- Additional Reference 1 fields appear on the Options screen.
» Additional Reference 2 4. Click Configurable as the Behavior. The View
« Additional Reference 3 Configurable References screen is displayed.
+ Customer Reference
View/Edit Domestic Shipping Profile (23]
Note: You can add, view, edit and delete references in the Reference Shinping Prcfle Code: |DEFAULT Description: |Defauk Domestic Shpping Profie
database. You can also print reference reports. To access the database, - FoEnSHaAlsWNcioaion Freersrces |5~ Ground Fefsances. | .
select Reference from the Databases menu. To change these reference - Ak Fizjemiees | Zeek: B Aelaanes |- fetp dlisslig Fiaizriess
field names, refer to Customize Fields. Preferenice Type: [Outoound - Shipmert o) ehavias
() None
Addtional Reference 1 - ) Consta
Follow these steps to create prompts for reference %ﬂﬁml E;ﬂ;ﬁﬂ;% 1 eom
fields and select whether each prompt is required. h&s:ﬁiLJQ';T o e
1. Select Shipping Profiles from the Customize menu. D& Emergercy Prone urber | —
. . . Dopicae Pockoges”
2. Select the shipping profile to update and click EESDSE‘;PE“’}WH’B . —
. . = ress Freigl arge Type
View/Edit. o B P T
. & ress rate selection
3. Qn 1-Field Pref.erenges tab, select the reference FodEx Exprose Special Sorvicse
field from the field list. Fod Ground Pt Pioe
Fedb raund Specil Somces
For U.S. domestic shipments — Customer reference FedE Home Delivery Special Senicss .
] J . Return Preferences Other Preferences
and one additional reference field appear in the COD Remtance Code: Selectan tem... * || Stat Postion: Recipiert D -
Billing details section on the Shipment details DIA Rlrsttancs Code:| Select n fem.. M
ddt I f ﬁ Id th Retum To Code: Select an item... - [ Validate & Require Department/Notes
screen. Additional reference fields appear on the iags e et To Code 7] Defaut reciierts o Resderti
Options screen.
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5. Click Add to add a new prompt, or click Update
to update an existing prompt. For either function,
the Configurable Reference Maintenance screenis
displayed.

6. Field Prompt - Enter the text you want to display
that prompts you to enter the reference information.

7. Field Length — Enter the maximum number of
characters allowed for this information.

Note: The total number of characters allowed for all prompts combined is 30.

8. Field Data Type - Select the type of characters to
allow for this reference information.

9. Field Behavior

« To allow any reference information in the field,
click None.

« To automatically populate the field with constant
reference information, click Constant and enter
the field information.

« To carry over reference information from the last
shipment, click Carry.

10.Select Field Required check box if you require
reference information for this prompt. This option
allows you to require reference information for some
prompts and not others.

11.Click Add to add additional prompts for this field.

12.Click OK to save your information and return to the
View Configurable References screen.

Essentials Expert

Note: If you require references for each shipment, you must also select
Require References on the 2-FedEx Express Preferences and the
5-Ground Preferences screens, as applicable.

13.To see how the prompt(s) appear when you click
the field during shipping, select the prompt on the
View Configurable References screen, and click Show
Screen.

14.Click OK on all Shipping Profile screens to save your
reference information.

Configurable Reference Maintenance @
Enter reference information

ed Provt:
Field Length:
Field Data Type

@ Alpha/MNumeric () Numeric

Field Behavior
@ Mone

() Constant
i) Camy

[7] Field Requirsd

ok J[ ad
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Customize fields You can customize the names of the fields listed below.
However, they are referred by their default names throughout
this User Guide.

+ Recipient ID
o Customer reference

Set Recipient Country Defaults

To set defaults for the recipient Country field on the
Shipment details screen:

1. Select Customize Fields from the Customize menu. « Department/Notes
2. Recipient country preference: Click one of the following « Additional reference 1
options: « Additional reference 2
+ None - Defaults to the country of the master meter « Additional reference 3
« Carry —Defaults to the country selected in your last « Address Line 3
shipment Note: The information entered for these fields, except for Recipient ID, prints on

+ Constant — Defaults to the country selected from
the Constant menu
3. Recipient country sort

thermal shipping labels by default. To print the Recipient ID on thermal labels, you
must select it in the Insert in references section on the FedEx Express and FedEx
Ground preference screens. Refer to the FedEx Express Preferences or FedEx

+ Select to sort the Country menu on the Shipment Ground Preferences instructions in Shipping Profiles. Contents entered in Additional
details screen by Country name or Country code. reference 1 and Additional reference 2 display on your FedEx Express invoice.
O Nors O Nono To customize field names:
gz:;m Sot gzz:;m 1. Select Customize Fields from the Customize menu.

2. Inthe Customize reference fields section, change the field

Customize reference hields

Sereen diplay e names that display on screen to best suit your shipping
Recipient 10: |Recip\errt 10: | ‘ Mone v| needs
Customer reference: |Customerreference: | ‘ Customer reference v| :
Depatmen/Notes: [Depatimert nores: | [Nere -] 3. Select Reference type for the reference field(s).
Additional reference 1: |P.O.number: | ‘ P.0. number v|
Aditionsl referencs 2: [Invoics number: | | Imveice umber - Note: For FedEx Ship Manager Software Reports, these fields may be configured to
Additional reference 3: |Shipment 1D: | ‘ Shipment 1D v|

display in any of the four Reference type options: Customer reference, P.O. number,
Display name in Auto Track

(® Company name

O Contactrame 4. Click OK to save your changes. The names are automatically
Customize Addioss Lino 3 updated on the screen(s).

(® Display Address Line 3

Invoice number or Shipment ID.

1
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Customize user prompts

You can remove or display confirmation prompts and Customize User Prompts
warning messages that appear when you prepare — =
and process shipments, such as: Recipiert change - detabase save/pdate '
o Conﬁrmations tO save u pdated recipient C.ornmercial In\roice local Ianguagé inforrnz-ltional msg Dont Prompt
. . Commercial Invoice on letterhead informational msg Prompt =
Informatlon or delete data base records Commercial Invoice on letterhead and local language informational msg Prompt -
+ Message prompts when a Commercial Invoice is Corfirn delefion fom Sender daiabase Fromgt
. . Confirm deletion from Recipient database Prompt - |-
reqqlred in a local language and/or on letterhead e — -
Statlo nery' Confirm deletion from Broker database Prompt -
. faul I Confirm deletion from Dimensions databasze Prompt -
Note: By default, all user prompts are set to Prompt. Corfm deletion from Group detabase Frompt -
Corfirm deletion from Commodity database Prompt -
Corfirm deletion from Hazardous Materials database Prompt -
TO remove or display user prom pts: Corfirm deletion from Dangerous Goods database Prompt -
. Corfirm deletion fram IPD/IDFAIED Importer of Record database Prompt -
1. Select Customize User Prompts from the Corfirm delstion from Liser database Fromet = |
Customize menu. ok [ o
2. Select Prompt or Don’t Prompt from the Prompt

menu, and repeat this procedure as needed for
other prompts.

3. Click OK to save your selections. You do not have
to restart FedEx Ship Manager Software for your
prompt changes to take effect.

e
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Customize Doc-tabs

The doc-tab is the peel-off strip at the top of shipping View/EditDomestic Shipping Frofie ==
. ippin ile: e: |DEFAULT escription: | Default Domestic Shipping Profile
label Format 354 - Thermal Label with Doc Tab. Shpping Frefle Coc Desaret bens
4 - FedE x Shipdlert/Motification Preferences '|§-Gr0und_ Preferences ]E-SmartF’ost Preferences |
_ _ . 1-Field Preferences 2 - FedEx Express Preferences ‘Q-Group Shipping Preferences |
Doc-tabs are;c used for blac;(‘ ofﬁceI recolrds and should e Aot i
be removed from actual shipping labels. e I Cisine s £ s o
. . . . Require Rates tiona rence 1Day Freight
To customize the information printed on doc-tabs for [ Trackig # Overurte o Refeee? 5 o ot
3Day Freight
FedEx Express and FedEx Ground U.S. and Canada Insertin Rferences v
domestic shipments and international shipments: None -
. o . . Handling Charge
1. Select Shipping Profiles from the Customize menu. ot Aol Horcling Crorge
2. Select the appropriate shipping profile and Bl Foed amourt (5000 R
CliCk VieW/Edit. Vanable amourt 20 %“of My shipping charges and surcharges -
3. Click 2-FedEx Express Preferences or 5-Ground Label Format
Preferences tab. FodEx Bxpross Label Fornat
446.75 Thermal Label with Doz Tab - Format 354 -
4. Se|eCt Format 354 - 4X6.75 Thermal Label @ Default doc tab configuration
With DOC Tab as the La bel Format. () Customize doc tab configuration Doc tab configuration
. . . . () Barcoded doc tab configuration
5. Click Customize doc tab configuration. Label Print Order
N N o . . Select an item... -
6. Click Doc tab configuration and continue with [
the following instructions for the configuration
options:

« Package doc tab configuration
« Totals doc tab configuration

1
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Package doc tab configuration

1. To change the field names that print on the doc-tab,
click Package doc tab configuration tab on the Doc
Tab Configuration screen. The field names are shown in
columns 1, 3 and 5. To change the field names, enter the
new text in the appropriate text box.

2. Theinformation associated with the field name that prints
on the doc-tab is shown in columns 2, 4 and 6. To change

. . . . Doc Tab Configuration (=)
the information, select the associated field you want 1. oot ot [2-Totd ot e |
displayed With the ﬁeld name' Invoice Invsice Number - Dae Shipment Date ~  Shpping Net Charge
3. Click OK to save your changes. em e e —
Totals doc tab configuration
1. To print doc-tab totals for multiple-piece shipments,
click Totals doc tab configuration tab on the Doc Tab g
CO nﬁg u ratio n screen. l;a:j:;:u;::l::::hguvahun 2- Total doc tab configuration
2. Select Print totals doc-tab check box. el ] ot
3. The field names that print on the doc-tab are shown in - ———
columns 1, 3 and 5. To change the field names, enter the ————
new text in the appropriate text box.

4. The information associated with the field name that prints
on the doc-tab is shown in columns 2, 4 and 6. To change
the information, select the associated field you want
displayed with the field name.

5. Click OK to save your changes.

1
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Print Net Freight Charges on custom label

To simplify your freight charges, FedEx Ship Manager
Software allows you to print a Net Charge No Taxes field on
doc-tabs and validator labels.

Note: You are now able to select new service options that are supported
and add them in the Custom/Validator label.

The Net Charge No Taxes is the base rate minus discounts E— , ER==
. . . Profile Code @ Customer Label
and the total surcharges (excluding taxes). This is expressed B Lt a6 Themel o ithout Do To-femet 45+
as: Net Charge No Taxes = Base Rate - Discounts + Total LapetPreren PSPt sk oy D o [ E
Surcharges (excluding taxes). ( ) [ il 3
. . Themmal Font

To assign the Net Charge No Taxes field to your doc-tabs and
validator labels, follow these steps:
1. Select Custom Label Profiles from the Customize drop- omment o mEmmme

down menu. The Customs Label screen is displayed. u =
2. Click Add and select Customer Label Profile. The Custom | |pEnnseinien P

Label Configuration screen is displayed. e e e
3. Select Net Charge No Taxes in the Field Chooser section. e

Maska Surcharge
4. Drag and drop the field in Label Preview section or Click et Crerts e
Alcohol Recipient Type

Ad d . Appointment Delivery Surcharge

5. Click OK to complete the process. COTE e i
L Add [ tew | Delete

If you select Shipping Profiles from the Customize drop-

down-menu, the Doc-tab configuration option for FedEx
Express and FedEx Ground shipments includes a Net Charge
No Taxes field.
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System settings

Customize your FedEx Ship Manager Software system to
set defaults for communications, international shipping,

language preference, label information, customer
administration and more.

Refer to the following information for details:
+ Your System Settings

o FedEx Customer Administration

e Other System Settings Options

Your System Settings
To customize your system settings:

1. Select System Settings from the Customize
menu.

2. Select the appropriate System # and click Modify.

3. Click 1-Your System Settings tab to set general
application defaults.

4. Make your selections in the following sections on
this screen:

+ System Settings

+ FedEx Express International Settings

« Communications Override

+ FedEx Auto-close Settings

« Ship Database Purge

+ Label Information

+ Interface Preferences

« FedEx Ground International Settings
5. Click OK to accept your selection(s).

Expert

" FedEx Ship Manager

ok | Reports  Close

Shipping Profiles

ai
[y ——— Custom Label Profiles

LTL Freight Templates

[ shio to aroup [] Hold Special Services
53 Customize Fields [ Alcchoic Beverage
Recipiert ID. v Collect On Deivery (COD)
[z} Customize User Prompts j:l Number of packages: 1 Identical packages ] DTlca n Delivery {COD)
Country ~ Ll
87 Recipient List Weight:[| | bs -~ Manw | HAZMAT
Cortact name N [ Hold at Location
- ype: | Fi - FedEx Ground 5 - L
. System Settings Service b cctkhround Sevice | [ Uimited Guantity
ompany nam G Packaqe type: ‘/our Packsging [] Non Standard Packaging
Addreee orms . 1 Mo-Hazaredo e | #his m Rattans

ilities Integration  Inbound  Passport  fedexcom  Help

- Package and shipment details Shorteuts

Fedtx

Ad, System Settings

X

e [ ] O 5

ings |2+ FedEx Customer Admin | 3 Logging | 4 FedEx Enpress Admin | 5+ FedEx Ground Adnin | 6.+ Mis

Pre-read scale weight

FedEx Express International Setings
. [ 1 wantto download from FedEx SED/EEltool

Chane

Cume.

Trade Documents

Label Information

[] I want to be able to print the FedE s Ground human readable barcode

[ Shiow ol FedE w-stafted Hold Locations

Scale Time-out: | 15 Seconds

Dangerous Goods and Hazardous Materials

Ship Database Puge

Curent - Minimum
LTL Freight - Mimum: 7|
FedExRetumns Setfings
[] Enable Retums shipping

[ 1 want to b
Communications Settings

Set the upload time for Ground Call Tag shipment data:

O Mtime of shipmert

@® At regular houry upload time (n batch)

Interface Preferences
Language: | Englsh

I

Date fomat: | mm/dd/yyyy

Active Field Color:  |EEWERE

ple text
Fort Size: | Standand

FedEx Auto-close Settings

Express close time: 03:24 AM
Ground close time: 05:18 PM

Smartpost close time: g

to add SmartPost rehumn addiesses

|

Haimum
Haimum

<

Q

<

0K Cancel
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FedEx Ground barcode

As of FSM v.3000, upon upgrade or new installs, the FedEx
Ground barcode is encrypted. If you need to have the FedEx
Ground barcode in a human readable format, the same can be
enabled by checking the FedEx 1D Barcode enabled checkbox
on the 1-Your System Settings dialog under System Settings.

FedEx 1D barcode

Every day FedEx delivers millions of packages around the
world. Somehow these packages travel from origin to
destination quite effortlessly — at least so it seems on the
surface. Yet underneath it all is an innovative and complex
system designed to provide the most reliable service possible.

One of the primary drivers of this system is the FedEx barcode.

FedEx handling systems and manual sort assist technologies
rely on the FedEx barcode in order to make high-speed

sort decisions and direct your packages through the FedEx
network.

FedEx Express supports a linear (1D) barcode. This barcode
has the capacity to include more detail then its predecessors
about each shipment and will provide improved read rates
and improved legibility of label content which translates into
improved service reliability.

The changed elements of the barcode that make these
improvements possible is due to the increased character
capability from 32 characters to 34 characters.

For more information, go to fedex.com/barcodeupdates.

Learn more about new customizable label options that enable
you to add a logo, text message, and more by clicking on
Customize Your Shipping Labels.

Essentials Expert
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http://fedex.p.delivery.net/m/p/fdx/bcc/home.asp
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FedEx Customer administration Other System Settings options

To customize your customer administration Access to the following System Settings tabs requires login
information: with the administrator password:

1. Select System Settings from the « 3-Logging

Customize menu. « 4-FedEx Express Admin

2. Select the appropriate System # and click Modify. « 5-FedEx Ground Admin
3. Click 2-FedEx Customer Admin tab. 6-Misc

4. Make your selections in the following sections on

this screen: Note: By default, detailed logging rate information will be generated. To generate

. X the standard error logs, check and clear the Enable Detailed Rate Logging
« Account Billing Information checkbox.

* Shipping Screen Contact your FedEx Ship Manager Software Account

- Rating/Revenue Representative for more information on these administrative
«  Quick Setup settings.
Note: Select Enable Expired Rates checkbox to use the expired rates for Note: By default, One Rate is enabled for all the new accounts which is enabled
shipments when the latest rates are unavailable due to any reason for with OneRate. For the existing accounts, before upgrading to latest version,
FedEx Express®/ FedEx Ground®/ FedEx SmartPost®. Enable FedEx One Rate checkbox should be selected in the FedEx Express Admin

tab in System Setting screen so that one rate will be enabled by default in the
latest version. To enable it, contact your FedEx Ship Manager® Software Account
Representative.

1
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Automatic notification to download rates for child
meters

FedEx Ship Manager Software will send a notification to
download rates and tracking numbers after a child meter is
restored for systems that operate with a parent and a child
meter configuration.

Removing a child meter

To delete a FedEx Ship Manager Software child meter
without uninstalling and reinstalling the software, contact
your FedEx customer technology consultant or call the
FedEx Ship Manager Technical Support Center at
1.877.FDX Assist 1.877.339.2774.

Essentials Expert

System Settings
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Select special service options

The Options screen conveniently groups additional
shipping options, special service options and
additional reference fields.

This section guides you through the special service
options and additional shipping options available
within FedEx Ship Manager® Software.

« Special Service options

« Optional Information
« FedEx InSight®

« Shipment Receipt

« FedEx ShipAlert®

Save time and keystrokes when preparing your
shipments by setting shipping preferences for
references, package type, package weight and
dimensions, service type, and more. The associated

fields populate automatically based on the recipient

and sender selected for the shipment.

Refer to Recipient Preferences or Assign Shipping
Profiles to Senders for detailed instructions.

Expert
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Special Service Options

The special service options available for your shipment vary depending on the origin and destination countries and package detail.

Note: Edits have been made to allow for the use of the drop off special service for express freight shipments, regardless of what shipments are in the country of origin.

Shipping Method ‘ Special Service Options Available Shipping Method ‘ Special Service Options Available

FedEx Economy (Canada only) Hold at Location FedEx First Overnight - Your Alcohol (U.S. only)
Return Labels packaging Dangerous Goods (U.S. only)
FedEx Economy (Mexico only) Delivery on Invoice Acceptance Dry Ice Only .
T Non-Standard Packaging
Priority Alert
FedEx Express Saver® (U.S. only) | COD (Collect on Delivery) Priority Alert Plus
Hold at Location Return Labels
Return Labels Saturday Delivery
FedEx Express Saver — Your Alcohol FedEx International Priority® Broker Select
packaging (U.S. only) COD (Collect on Delivery) FedEx International Economy® Controlled Shipment - FICE
Dangerous Goods Controlled Shipment - ITAR (Exempt)
Dry Ice Only Cut Flowers (Mexico only)
Hold at Location Dangerous Goods
Non-Standard Packaging Dry Ice Only
Return Labels Hold at Location
FedEx First Overnight® Alcohol (U.S. only) Non-Standard Packaging
Dangerous Goods (U.S. only) Priority Alert
Dry Ice Only Priority Alert Plus
Priority Alert Return Labels
Priority Alert Plus Note: FedEx International Economy Saturday Delivery
Return Labels dangerous goods service is available to/ | Temporary Export (Mexico only)
Saturday Delivery from the U.S. only. Third Party Consignee

1
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Shipping Method ‘Special Service Options Available JShipping Method ‘Special Service Options Available

FedEx International Priority® Broker Select

Freight Controlled Shipment - FICE
Controlled Shipment - ITAR (Exempt)
Dangerous Goods

Drop Off

Dry Ice Only

Hold at Location

Priority Alert

Priority Alert Plus

Return Labels

Third Party Consignee

COD (Collect on Delivery) (U.S. only)

Hold at Location

FedEx Priority Overnight®

Priority Alert
Priority Alert Plus
Return Labels

Saturday Delivery

FedEx Priority Overnight - Your packaging |Alcohol (U.S. only)
COD (Collect on Delivery) (U.S. only)
Dangerous Goods
Dry Ice Only
Hold at Location
Non-Standard Packaging
Priority Alert
Priority Alert Plus
Return Labels

Saturday Delivery

FedEx Standard Overnight® (U.S., Mexico, |COD (Collect on Delivery) (U.S. only)
and Intra-Canada only) Hold at Location

Return L abels

FedEx Standard Overnight - Your
packaging (U.S., Mexico, and Intra-Canada
only)

FedEx 1Day® Freight
FedEx 2Day® Freight
(U.S. and Mexico only)

FedEx 3Day® Freight (U.S. only)

Alcohol (U.S. only)

COD (Collect on Delivery) (U.S. only)
Dangerous Goods

Dry Ice Only

Hold at Location
Non-Standard Packaging
Return Labels

Alcohol (U.S. only)

COD (Collect on Delivery) (U.S. only)
Dangerous Goods

Drop Off

Dry Ice Only

Hold at Location

Inside Delivery (U.S. only)
Inside Pickup (U.S. only)
Priority Alert

Priority Alert Plus

Return Labels

Alcohol

COD (Collect on Delivery)
Dangerous Goods

Drop Off

Dry Ice Only

Hold at Location

Inside Delivery

Inside Pickup

Return Labels

Page 185



Essentials Expert
Shipping Method ‘Special Service Options Available Shipping Method ‘Special Service Options Available

FedEx Ground® Alcohol (U.S. only) FedEx 2Day® Alcohol (U.S. only)
COD (Collect on Delivery) COD (Collect on Delivery) (U.S. only)
Dry Ice Only (U.S. only) Dangerous Goods
Ground ORM-D (U.S. only) Dry Ice Only
Hazardous Materials (U.S. only) Hold at Location
Hold at Location (U.S. only) Non-Standard Packaging (U.S. only)
Lithium Battery (U.S. only) Return Labels (U.S. only)
Non-Standard Packaging Saturday Service
Return Labelsi(U-S. only) FedEx International First® Controlled Shipment - FICE
Small Quantity Exception (SQE) (U.S. only) Controlled Shipment - ITAR (Exempt)
FedEx International Ground® Broker Select Dangerous Goods (to/from the U.S.)
COD (Collect on Delivery) Dry Ice Only Non-Standard Packaging (U.S. only)
Exclude from Consolidation Priority Alert
Non-Standard Packaging Return Labels Priority Alert Plus
FedEx Home Delivery® (U.S. only) Alcohol Return Labels
Appointment Delivery Temporary Export (Mexico only)
Date Certain Delivery
Dry Ice Only
Evening Delivery FedEx International Economy® Broker Select
Ground ORM-D Freight Controlled Shipment - FICE
Hazardous Materials Controlled Shipment - ITAR (Exempt)
Hold at Location Dangerous Goods (U.S. only)
Lithium Battery Drop Off
Non-Standard Packaging Dry Ice Only (U.S. only)
Return Labels Hold at Location
Small Quantity Exception (SQE) Return Labels
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Monitoring and Intervention (Ml) and Healthcare
Identifiers (HCI) special service options

Monitoring and intervention special service options help

proactively monitor shipments, mitigate risk, and provide
intervention support to protect healthcare shipments. B roren oo s Asteek R Clse 20 -
{Shipmeri details | Options ShipAlet  Commodity/Merchandise  Customs
The healthcare identifier special service options help Serme  Odaname Db e E
i the visibility and facilitate prioritization in e [ LY B e ||~
|mprove y . Country: :Sﬂ—:r::aiﬁlales ] E' Mot :
network. R el |
Address 1 |Test Address sions: | Selectan tem... ~ O
Note: To select the Ml and HCl services for the shipments, perm— | =
an account must be enabled with the healthcare feature. P cooe 07 _ ] ratrores ] Oresmeree
. . . . .. CrylcOlUERVILE ] B Hold at Location R
Priority Alert/ Priority Alert plus is included for MI1 and S I — .
MI2. You must manually select the option. O -
) o ) ) ) ) Otatae B fonto: |1 -Gendn | et
All the healthcare identifier service options are listed in — ‘
i 1 1 1 1 Change sender. ,W G st:;:;a:en:: ~| | Add! handin
the Special Services section. The HCI code displays in the ot e NS el .
oo
shipping labels. o | 5
. . . . View/Edit Shipmert ID: v
You can also set the default special services to display in s
the ship screen. To do that, go to Shipping profile| FedEx B

Express Special Services| Select Constant behavior]|
Choose the special services from the field value list.

Following is the list of Monitoring and Intervention and
Healthcare Identifier options with their respective service
codes.
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Monitoring and Intervention (MI): These options help monitor shipments, mitigate risk, and provide intervention support to protect healthcare shipments

Service code | Special service name Description

MiI1 FedEx Surround® Elite Note: Currently not available for all the customers or all regions.

MI2 FedEx Surround® Premium Proactively monitor and expedite package recovery which includes the highest portfolio priority of shipment
handling and recovery in the FedEx network.

MI3 FedEx Surround® Preferred Provides you with a new level of insight and help you proactively monitor and manage at-risk shipments.

Mi4 FedEx Surround® Select Provides a new level of insight and visibility until the moment your shipments arrive, with access to predictive
delay status, helping you to manage risks

Healthcare Identifier: These options help to identify the package as a healthcare shipment, improve visibility, facilitate prioritization in the network, and enhance
intervention support.

HCC Clinical Trial Consumable medicine/drug which is supposed to undergo some tests before it is commercially launched. All the
activities related to testing of medicines before they hit the pharmacist shelves is categorized as Clinical Trial.

HIM Clinical Trials IMP Medicine/drug which is being studied in a clinical trial.

HKT Clinical Trials Kit Any clinical trial kits.

HCP Pharmaceuticals Pharmaceuticals products like Ointments, creams, pastes etc.

HCT Temperature Controlled Packages that requires storage in the controlled temperature or at an ambient temperature.
HTU Uncontrolled / Ambient

HTH 30 to 40C Packages that requires storage at certain temperature range.

HTA 15 to 25C

HTR 2to8C

HTP Protect from freezing

HTF -15to-25C

e
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HTD -20to -30C
HTW -30to -50C
HTX -40C to -60C
HTY -20 to -80C
HTZ -60 to -80C
HTC -150C or below
HCV Vaccines Vaccines used for various disease and infection.
HCL Lab Specimen Laboratory specimens used for study and other medical purposes.
HES Exempt Specimen Exempt specimens like blood and its components, tissue and tissue fluids etc.
HEB Category B Specimen - UN3373 Biological substance, Category B specimen (UN 3373).
HRS Radioactive Substance Radioactive substances like uranium and radium.
HGT Cell and Gene Therapy Product Therapeutic genetic materials used for cell and gene therapy.
HCD Medical Device Critical Medical devices like surgical and laboratory instruments.
HHO Critical Healthcare Other Other critical healthcare requirement products.
HCS Surgery Kit Surgery kits like Surgical scalpel, probe, forceps etc.
HMA Medical Device Accessory Medical device accessories.
HCR Raw Materials Other Any other raw materials used for healthcare.
HPI APIl-active Pharma Ingredient Biological active component of a drug product like tablet, capsule, cream, etc.
HCE Healthcare PPE Personal protective Equipment (PPE) which contains protective clothing, helmets, gloves, face shields, goggles,
facemasks and/or respirators etc.
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HCG Medical Device General General medical devices.

HCK Other Kits Healthcare kit other than clinical trial or surgical kit.

HCH Healthcare Home Health Home health products like medical containers and caregiver products.

HDD Hospital Departmental Delivery Package that requires to be delivered/collected from hospital departments.
HVM Veterinary Medicine Veterinary related medicine items such as antimicrobials, antibiotics, etc.
HCO Healthcare Other Other healthcare products.

HPL Packing List Return This option is specifically for EU shipment’s regulatory requirement.

.
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Alcohol shipping enhancements* (U.S. only)

FedEx makes alcoholic beverage shipping easier, faster,
and more convenient than ever before for approved
shippers using FedEx Express and FedEx Ground
services within the U.S.

Simply select Alcohol as a shipment option and FedEx
automatically selects Adult signature required and you
will now be able to print the SEL-169 alcohol sticker
with the shipping label.

*This feature is only available for those FedEx account
holders enrolled in the FedEx alcoholic beverage
shipping program.
This new alcohol feature:
+ Simplifies compliance.
+ Save times by eliminating clicks and key strokes.
+ Minimizes training.
Alcohol shipments now require an Alcohol Recipient
Type. If you have a profile for alcohol shipments, the

Recipient Type will need to be included on import in
order to prevent edits or errors at ship time.

Expert

Creating shipping label for FedEx Express alcohol
shipment

To create a shipping label for a FedEx Express or FedEx
Express Freight Services alcohol shipment, follow these
steps:

1.

Complete Shipment details screen for a FedEx Express
shipment.

In the Package and shipment details section, select
the appropriate service from the Service type drop-
down menu. The Package type field defaults to Your
Packaging. Complete the Package dimensions field.

Select Alcohol check box in the Special Options section
in the Shortcuts section or in the Options tab.

Select Alcohol Recipient Type (required) and Alcohol
Shipment Label if you would like to print the SEL-169
alcohol sticker with the shipping label. The Signature
Options field automatically selects Adult signature
required.

Click Ship. The term ALCOHOL will appear on the
label and a new alcohol code will go in the barcode for
shipment identification.
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Creating shipping label for FedEx Ground alco-
hol shipment

To create a shipping label for a FedEx Ground or FedEx
Home Delivery alcohol shipment, follow
these steps:

1. Complete Shipment details screen for a FedEx
Ground or FedEx Home Delivery shipment.

2. Inthe Package and shipment details section, select
the appropriate service from the Service type drop-
down menu. The Package type field defaults to Your
Packaging. Complete the Package dimensions field.

3. Select Alcohol check box in the Special Services
section in the Shortcuts section or in the Options
tab.

4. Select Alcohol Recipient Type (required) and
Alcohol Shipment Label if you would like to print the
SEL-169 alcohol sticker with the shipping label. The
Signature Options field automatically selects Adult
signature required.

5. Click Ship. The term ALCOHOL will appear on the
label and a new alcohol code will go in the barcode
for shipment identification.

Note: For FedEx Ground service type, if the address line 3 information
is added, an error message is displayed when you click Ship button as
address line 3 is only valid for FedEx Express Shipment.

Essentials Expert

Broker select

FedEx International Broker Select® allows you to
select a customs broker other than FedEx.

1. Select Broker Select under the Special Services
section of the Options tab. The Broker Select
Option Information screen displays.

2. Select an existing broker from the Broker ID
menu or enter a new Broker ID and all required
information.

3. Click OK to save the broker and return to the
Options screen.

4. To view or edit your brokers, click View/Edit
next to Broker Select. The Broker Select Option
Information screen displays. Make any changes
and click OK.

Note: You can add, view, edit and delete brokers in the Brokers
database. You can also select print settings for broker reports. To
access the Brokers database, select Brokers from the Databases menu
and refer to Database Functions. If you do not have a designated
broker, please contact FedEx Logistics at 1.800.388.9479, then press
363 (extension).

Page 192



FedEx Ground® COLLECT billing option

For shippers in the U.S. and Canada, the FedEx
Ground COLLECT billing option is now available

for all FedEx International Ground® services. If

you select the Broker Select Option (BSO) and bill
collect option, the transportation charges are billed
to the consignee. And if you select the bill collect
option but do not select the Broker Select Option
(BSO), the transportation charges are still billed to
the consignee.
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C.O.D. (Collect on Delivery)

Follow these steps when shipping FedEx® Collect on
Delivery (C.O.D.) for a single package.

1.

Click C.O.D. under the Special Services section of
the Options tab. The C.O.D. (Collect on Delivery)
Information screen is displayed.

Enter total C.O.D. amount to collect, excluding
additional shipping charges. You receive one C.O.D.
label for the shipment.

Note: The C.0.D. Amount applies to the entire shipment check box

displays above the Amount field for the first package in a U.S. domestic

FedEx Ground multiple-piece shipment (MPS). Select this option if it

applies to your FedEx Ground shipment.
3. Select a Collection type:

FedEx Ground

« Any payment type

+ Guaranteed funds - Certified check, money
order or cashier’s check ONLY

« Currency - Currency ONLY

FedEx Express (U.S. only)

« Secured check (if you require a cashier’s check
or money order)
« Non-secured check

4. Select an option from the Freight charges to add to

C.0.D. amount menu.
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5. If applicable, select Make the declared value equal
to the C.0.D. amount check box.

6. For FedEx Ground shipments only, select a
reference from the References menu to print on
the C.O.D. label.

7. Select Sender ID from the Remittance address

menu to print the remittance address on the C.O.D.

return label. The remittance address may differ
from the current sender’s address.

8. Click OK.

Note: The C.O.D. for FedEx Ground shipments requires the users to
define the C.O.D. currency type. If you have a profile for FedEx Ground
C.O.D. special service shipments, the C.O.D. currency type must be
included on the import to prevent edits or errors at ship time. For
multiple-piece FedEx Ground shipments, you can select C.O.D. for all
packages or for individual packages.

COD (Collect on Delivery) Information (==

Amount: TN US Dolars

Collection type: ) Secured check
® Non-secured check

Freight charges to add to COD amourt:
Select an item...

[ Make the declared value equal to the COD amount

Remittance address:  Select an tem,

Contact name.
Company name
Address

Cay.
State/Province:
Zip/Postal code:
Courtry:
Telephone

0K | [ Ovemdepreis (F11) | [ Cancel
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International Traffic in Arms Regulations (ITAR) En-
hancements

ITAR is a set of U.S. government regulations that control the
export and import of defense related articles and services
on the U.S. munitions list in FedEx International Priority and
FedEx International Priority Freight shipments. Under ITAR,
controlled commodities cannot transit China.

Current ITAR enhancements:

« Provide you with the ability to mark your shipments
as ITAR by selecting the Controlled Shipment - ITAR
(Exempt) check box in the Special Services section of the
Options screen to help ensure proper processing and
delivery.

+ Allow you to access markets for your ITAR commodities
that are not available with the competition due to carrier
initiated embargoes.

« Offer a consistent, easy-to-use and fast international
shipping experience for your ITAR shipments.

+ Reduce customs issues, shipment delays and associated
fines/penalties.
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Pharmacy delivery special request (U.S. ad-
dresses only)

Designate the pharmacy as the requested delivery
location for a shipment, bypassing loading docks and
receiving areas. You may also make a request for a
return shipment using the U.S. domestic email label.
To utilize this feature, follow these steps:

1. Select Ship tab.

2. Select a Recipient.

3. Enter Number of packages, Enter Weight, Select
Service type, Select Package type.

4. Select Pharmacy Delivery from the Shortcuts
window of special options.

5. Click Ship.

Note: Signature service fees may apply.
The pharmacy delivery option is not available to residential addresses.

This special request is only available for U.S. domestic FedEx Express®
package (non-freight) shipments, including the delivery portion of a
FedEx® International Direct Distribution shipment within the U.S.

The Pharmacy Delivery option will only be visible for eligible shipments.
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Dangerous goods

You can ship domestic and international dangerous goods
(DG) from Canada and the U.S. In the U.S., you can also ship
domestic and U.S. Territories (e.g., Puerto Rico) ORM-D
commodities.

Note: For detailed dangerous goods shipping information, go to fedex.com.

International Air Transport Association (IATA)

When you ship dangerous goods, FedEx Ship Manager
Software checks that the information complies with
International Air Transport Association (IATA) Dangerous
Goods regulations. With built-in IATA tables, the Dangerous
Goods database saves you time, and provides accurate
information.

Title 49 Code of Federal Regulations (CFR)

For ORM-D hazard class, FedEx Ship Manager Software
checks a built-in 49 CFR as prepared for air using the
transport table.

Documents

When you ship dangerous goods, the system prints the
Shipper’s Declaration for Dangerous Goods (DG-1421C)
(#146491). The Canadian 1421 Dangerous Goods Form
now requires that Emergency telephone number provided is
accessible 24 hours.

Expert

Dangerous goods checklist

FedEx Ship Manager Software helps you provide

the proper paperwork and information required for
dangerous goods shipments. Requirements and other
important steps for shipping dangerous goods are as
follows:

1.
2.

N O Uk

Assign printers for forms.

Add and update dangerous goods in the Dangerous
Goods database.

Import dangerous goods from another FedEx
Shipping Solution.

Customize Dangerous Goods Shipment Report.
Load dangerous goods forms in the printer(s).
Process dangerous goods shipments.

Print Dangerous Goods Shipment Report from the
Report screen.

Print Dangerous Goods database reports from the
Dangerous Goods database screen.
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New regulations for shipping dangerous goods

FedEx Ship Manager Software now incorporates recent
regulations governing dangerous goods shipping. These
updates include the following regulatory changes:

A new regulation that requires users to enter a package
type field entry for any FedEx Express dangerous goods
shipment identified as Other Regulated Materials -
Domestic (ORM-D) and to include a print of the package
type on the Shipper’s Declaration for Dangerous

Goods (M-1421C). FedEx Ship Manager Software now
accommodates these requirements.

Shipping information
To ship dangerous goods using FedEx Express:

1. Complete Shipment details screen for a FedEx Express
shipment.

2. Inthe Package and shipment details section, select
the appropriate FedEx Express service (e.g., FedEx
Priority Overnight) from the Service type menu. Select
Your Packaging from the Package type menu and then
complete the Package dimensions field.

3. Click Options tab. The Options screen is displayed.

4. Click View/Edit next to the Dangerous Goods option.
The View/Edit Dangerous Goods screen displays and
defaults to the Other screen.

Essentials Expert

Multiple-piece shipment information
1. On Shipment details screen, enter the information and click
on Multiple-piece shipment from the bottom.
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Address 2: Bl Station Rd ‘Ship date: [01/30/2023 (]
Adiress 3 Express Oy Dechred vabe: [§ 0
Postal code: 3210 #4) State/Province! G~
Gty SAN DIEGO. ][
Telephane: (60112639433 et
£® % o
ccton 555 Select Sgnature Opters
[ Thein s rescertal adress
[ Save inundate my addresa book.
o

2. In Multiple-Piece Shipment Information screen, specify the
Package information details and click Special services button.

et summasy
Tetal shomert weit: 000ks
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3. In Special services information screen, select Dangerous Signatory information

ods checkbox, and click OK. = Complete this section by entering all of the required

— information.

1. Regulations — Although the Regulations field defaults
to IATA, you can select ORM-D from the menu based
on your shipment. ORM-D commodities may be
shipped from the U.S. to a recipient in the U.S. or a U.S.
Territory (e.g., Puerto Rico) only.

2. Title of Signatory — Enter the job title of the individual
authorized to sign dangerous goods documents.

3. Name of Signatory — Enter the name of the individual
authorized to sign dangerous goods documents.

43USD

) _| = S K 4. Place of signatory — Enter the city where the
Clear fields | Delete/Modify shipment | Repest shipment | Oyerride prefs | Rate Quote and Transit Times 841552 | Mutiple-piece shipment [ ETIH da ngero us goods document is Sig ned.

. S _ 5. Emergency telephone - Enter the 24-hour emergency
4. In Special services information screen, select Dangerous number required by U.S. and Canadian law. Refer to
Goods CheCkbOX, and Enter the DG details in VIeW/EdIt the Emergency Phone Number UN#/|D# Exceptions

Dangerous Goods Screen. table for exceptions to this requirement.

6. Additional handling info — Enter any information
relevant to handling and shipping the dangerous
goods substance.

e
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All packed in one

Select All Packed in One if you are shipping more

than one dangerous goods commodity in the same
combination package prepared as an All Packed in One
under IATA.

1. Packing type of outer container — Enter packing type
of outer container used.

2. Consignment of All Packed in One - Select this check
box to activate the Number of completed All Packed
in One field for packages in the consignment.

3. Number of completed All Packed in One - Enter the
number of completed All Packed in One packages
in the consignment. If you select Consignment of All
Packed in One for international shipments, an entry
in the Number of completed All Packed in One field
is required. The Number of completed All Packed
in One prints in the Quantity and Type of Packing
section followed by the times sign (e.g., All Packed in
One x 2).

Overpacks used

Select Overpacks Used when shipping one or more
packages in the same enclosure, forming one handling
unit when prepared as an Overpack in IATA. You must
properly pack, mark, and label each package in the
overpack.

Essentials Expert

1. Consignment of Overpacks — Select this check box to
activate the Number of completed Overpacks (in the
consignment) field.

2. Number of completed Overpacks — Enter the number
of completed Overpacks in the consignment. If you
select Consignment of Overpacks for international
packages, the Number of completed Overpacks
is required. The Number of completed Overpacks
prints in the Quantity and Type of Packing section
followed by the times sign (e.g., Overpack Used x 2).

Note: Click both All Packed in One and Overpacks used if the shipment
meets both criteria.

FedEx Ship Manager Software has implemented
changes to accommodate the shipment of multiple
radionuclides in both an All Packed In One or an
Overpack. Both Transport Index (TI) and Criticality
Safety Index (CSI) are package-level fields on Tab 1 for
customers shipping these more complex Radioactive
Material, Class 7 shipments.

Also, a typed signature prints for ORM-D (49CFR

as prepared by Air) shipments. FedEx Express does
accept a typed, computer-generated signature for U.S.
shipments.
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Infectious substance shipment information

. . . . View/Edit Dang oot ==

1. If the shipment contains an infectious substance, enter v e -
the name and phone number of the person responsible o . - ot
for the shipment. el i

Packing instruct Packaging type

2. Click OK. The message “There must be at least one e — D coene 08 o
dangerous good in the shipment” displays. Click OK. e ot e
The Dangerous goods entry screen displays. e

e mma gl =for s
[ solution A Indication
[ stabiiized

Dangerous goods details = [ Jm e = e e e 2=

Enter the required information in the Dangerous goods

details section. Required fields are in bold on the screen.

1. Dangerous goods ID - Enter the dangerous goods code D ot _ -
or select the code from the Dangerous Goods database
that represents the substance you are shipping. If you
enter a new code, the View/Edit Dangerous Goods L ]
screen displays for you to add the dangerous goods

commodity to your database.

Note: If you entered multiple packages (e.g., 3) in the Number of packages field on
the Shipment details screen and all of them contain the same dangerous goods
item, the # of packages field on the Dangerous goods entry screen defaults to 1.
Delete 1 and enter 3.

Note: If you have the dangerous goods ID stored in your Dangerous Goods
database, select it from the Dangerous goods ID menu. The required
information displays in the Dangerous goods details section and the
Radioactive information section (if required).

2. UN#/ID# - Enter the appropriate UN# or ID# of the
item that corresponds to the dangerous goods you
are shipping (e.g., UN1090 for acetone). Based on
Software displays the corresponding items listed in the
IATA table. Packing instructions in maximum quantity
appear in the same order as found in IATA 4.2 columns
G through L.

3. # of packages, Net quantity/Gross mass and
Type of packing - If they are not already populated,
complete these required and optional fields as required.

4. Aircraft type - Select Passenger and cargo check box.

e
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Radioactive information

Complete the Radioactive information section, if required.
You can save this information to your Dangerous Goods
database as needed.

Note: If you are shipping radioactive and nonradioactive articles in Canada,
you must process the articles in separate shipments.

1. Click Add to shipment to add the dangerous goods
information to the Dangerous goods in shipment
section.

2. Verify the dangerous goods in the shipment. Make any
necessary changes.

3. Click OK. The Options screen is displayed.

Note: If you are shipping a multiple-piece shipment (MPS), click Multiple-
piece shipment. When the Multiple-piece Shipment Information screen

is displayed. You can specify the exact package that consists dangerous
goods from the Select Dangerous Goods Packages screen. Complete the
required sections in the Multiple-piece Shipment Information screen and
click Ship. The Options screen displays again.

4. Click Ship to process the shipment and print the
shipping label and Shipper’s Declaration for Dangerous
Goods (M-1421C) (#146491).

5. Verify the shipping label and Shipper’s Declaration for
Dangerous Goods for completeness and accuracy.

6. Sign the Signature section (if applicable).

Note: If you amend or alter the printed Shipper’s Declaration for Dangerous
Goods, you must sign each amendment or alteration, using your full signature,
not initials. This must be the same individual’s signature whose signature
appears in the signature section.

Expert

Limitations

FedEx Ship Manager Software cannot support the items
described below at this time.

Multiple radio nuclides in a radioactive shipment including:

« Those in an All Packed in One.

+ Those in an Overpack.

« Those in a combined All Packed in One Overpack.
« Those in solutions/mixtures.

For international multiple-piece shipments (MPS), the
business rules are shipment level not package level. Therefore,
the dangerous goods cannot vary in any detail in packages
within the same MPS when processed on FedEx Ship Manager
Software. The dangerous goods in each package must be
identical.

Discontinuing Acceptance of Specific Other Regulated
Materials — Domestic (ORM-D) for FedEx Express Shipments

In accordance with federal regulations, FedEx is no longer
accepting certain Other Regulated Materials — Domestic
(ORM-D) proper shipping names under Title 49 Code of
Federal Regulations (49 CFR) for FedEx Express shipments.

To accommodate this change, you must prepare these
shipments in compliance with current International Air
Transportation Association (IATA) regulations that do not
allow for the ORM-D designation.

To ship a designated FedEx Express ORM-D shipment under
IATA regulations, follow these steps:

1. Enter the required information for your FedEx Express
ORM-D shipment on the Shipment details screen.

2. Click Options tab. The Options screen is displayed.

Page 201



3. Select Dangerous Goods check box. The View/Edit
Dangerous screen displays and defaults to the 1 — Other
screen.

4. Select IATA from the Regulations drop-down menu.

5. Complete 1 - Other and 2 - Dangerous goods entry
screens and complete your shipment.

Dry ice only
. Select Dry Ice Only on the Options screen. The Dry Ice
Information screen is displayed.

2. Enter the weight of the dry ice.

+ U.S. shippers enter the weight of the dry ice
in pounds.

« Canadian shippers may enter the weight of the dry
ice in kilograms or pounds. Regardless, the total dry
ice weight is automatically converted to kilograms
and prints in kilograms on the label.

fa it

Dry Ice Information @
Number of Dry ice packages: _
Dry ice weight per package: 0.0 kags -

Mote: For intemational multiple-piece shipments, the Dry
ice weight for each package must be identical.
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Dangerous goods and dry ice enhancements

To allow you to process dangerous goods and dry ice
shipments more effectively, FedEx Ship Manager Software is
adding the following capabilities:

« Allow Canada-origin shippers to create a FedEx Express
dangerous goods shipment containing up to 5 dangerous
goods commodities and print those commodities on the
Shipper’s Declaration for Dangerous Goods (DG-1421C).
U.S.-origin shippers already have these capabilities.

« Allow U.S.- and Canada-origin shippers to print the
Shipper’s Declaration for Dangerous Goods (M-1421C)
using a laser or inkjet printer.

+ Allow U.S.- and Canada-origin shippers to enter dry ice
weights (Ibs. or kg) to one decimal place and not the whole
number (e.g., 5.5 Ibs.).
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Loose dry ice

You can use loose dry ice as a coolant in an overpack. When
Dangerous Goods (DG) shipments with UN ID 1845 (Dry Ice)
are surrounded with loose dry ice in an overpack or All Packed
In One (APIO), it is accurately reflected in the DG Shipper’s
Declaration.

Perform the following steps to select Loose Dry Ice.

1. Click Databases | Dangerous Goods.

2. Click View/Edit Dangerous Goods dialog screen. Loose
checkbox is displayed which is located directly to the right
of the UN#/ID# UN text box.

3. Select Loose checkbox.
4. Click OK.

View/Edit Dangerous Goods @
Enter Dangerous Goods Information
Dangerous goods [D: 1343
Regulations: ||
Radioactive nfomation
RN DN 13t5 adioactive
ol - Radionuclide:
Packing instruction: 354 ey
Net quantity/Gross mass: 20000000 kg - Packagng b
Net explosive mass: | 0.00000 elect an ites Transpot nder. Lebeltpe
Techrical e Suface reading: 0.0 memh
Type of packing: g Package dmensions: L xW xH
Percertage: 00 % Physical fomn:
Aircraft ype Qualifyingword Chemical fom:
Passenger and cargo [[] miture 7] Excepted Pkg Radioactive (RQ)
] Cargo areraft orly 7] moten AR ELE Citicalty safey ind
7] sltion ] Aindication A109 S
7] stabifzed
Authorization:
IATA Dangerous Goods Reguations
Proper shipping name: (Class Sub sk PG Tpkgingt ;T;nax ‘]”;kg ;“Tax i;kg Pac
Carbon dioxide, solid 9 954 200k Forbidden 954 2M0kg
Dryice 9 9 kg orbidder 9 D0kg
1- Passenger and Cargo Aircraft 2 - Cango Airoraft Only

.
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Hazardous materials available for FedEx Ground (U.S. only)

Note: For detailed hazardous materials shipping information, go to fedex.com.

Ship)ping enhancements for hazardous materials (U.S.
only

FedEx Ship Manager Software provides FedEx Ground
hazardous materials shipping enhancements to improve
your shipping experience and help facilitate Department of
Transportation (DOT) compliance. Shipping of dry ice, small-
quantity exceptions, and nonhazardous lithium batteries is
now available, so you have more ways to take advantage of
legendary FedEx reliability.

These improved hazardous materials features are designed to:

« Enhance compliance with DOT rules and regulations. The
DOT is requiring that all shippers include basic identifying
information (offeror name) on hazardous materials shipping
documentation effective Oct. 1, 2010.

« Increase your shipping capability for FedEx Ground
hazardous materials and Other Regulated Materials —
Domestic (ORM-D) shipping through electronic shipping
solution support.

« Support hazardous materials laser forms OP-900LL and
OP-950 on all FedEx® electronic shipping solutions.

« Enable the addition of UN or NA identification numbers
(table) that only allow users to create shipping labels for
valid FedEx hazardous materials commodities. Enable you
to select up to three commodities per package from the
hazardous materials table for printing on the OP-900LG, OP-
900LL, and Hazardous Materials Certification Report (OP-
950).

« Allow dry ice shipments to the contiguous 48 U.S. states but
not to Alaska or Hawaii.

Allow small-quantity hazardous materials shipments

to the contiguous 48 U.S. states but not to Alaska or
Hawaii.

Allow shipments of lithium batteries to be processed as
a nonhazardous material shipment to all 50 U.S. states.

Note: Dangerous Goods shipments will allow you to choose an appropriate

classification type for your Lithium Battery commodity items, improving

compliance with dangerous goods regulations. All Section | lithium batteries
and cells and all UN3480 and UN3090 batteries and cells must be entered as
Dangerous Goods under Special Services.

New Regulations for Shipping Hazardous Materials

FedEx Ship Manager Software now incorporates recent
regulations governing hazardous materials shipping. These
updates include the following regulatory changes:

All Other Regulated Materials - Domestic (ORM-D)
shipments must be identified when processing any
FedEx Ground hazardous materials shipment. To select
this special service option, click the Options tab, and
then select the Ground ORM-D check box in the Special
Services section.

A requirement to enter the number and type of a
package before or after the basic shipment details for
any FedEx Ground hazardous materials shipment (e.g., 1
fiberboard box, 1 cylinder). In this version of FedEx Ship
Manager Software, these fields print before the Proper
Shipping Name on the OP-900 Hazardous Materials
form but can be after the packaging group on the
OP-900LL Hazardous Materials form.
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Requirements to include the following information
when you process a FedEx Ground hazardous materials
shipment:

- Emergency contact number

- DOT shipping name of material

—Hazard class or division number
- Identification number

- Packing group

- Weight

- HazMat Package Qty and Type

Shipping information

If you are shipping a multiple-piece shipment (MPS),
complete the Shipment details screen and click Multiple-
piece shipment. When the Multiple-Piece Shipment
Information screen displays, complete the required
sections and click Ship.

For detailed FedEx Ground hazardous materials
shipping information, please refer to the FedEx Ground
Hazardous Materials Guide. To download a PDF copy,
go to fedex.com/us/ship-manager/software/resources/
support/user-quide.html.

Hold at location for FedEx options (U.S. only)

Whether you’re shipping or waiting for a FedEx®
package, you can quickly and easily request to have

it delivered to one of up to 2,400 FedEx locations for
pickup. This option is available with FedEx Express®,
FedEx Ground®, and FedEx Home Delivery® services —
and it’s free.

You may request Hold at Location when initiating a
shipment — or even after the shipment is on its way.

Expert

Signature required at time of delivery?

We also accept and hold signature-required shipments. For
security, the recipient must show a government issued photo ID
at the time of pickup.

We offer these value-added options free of charge at retail
locations nationwide — many open extended hours.

For more detailed information, go to fedex.com/us/services/
hold at location overview.html

FedEx Ground

Our Hold at Location options for FedEx Ground shipping allow
you to designate delivery to any of more than 1,700 FedEx
Office locations nationwide for convenient pickup. FedEx
Ground packages will be available within the scheduled delivery
time of 1 to 5 business days (Monday-Friday) at most FedEx
Office locations.

International shipments

Hold at Location options are also available for certain
international shipments. Services include FedEx International
Priority®, FedEx International Economy®, FedEx International
Priority® Freight and FedEx International Economy® Freight.

You can call 1.800.GoFedEx 1.800.463.3339 and say
“international services” to confirm pickup date and time.

Notes:
FedEx World Service Center® locations accept only FedEx Express shipments for
Hold at Location.
FedEx Ground C.O.D. shipments and shipments containing hazardous materials
are not eligible for Hold at Location options.
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FedEx OnSite

FedEx OnSite is the collaboration of FedEx with other
retailers to have locations that are not owned by FedEXx,
act as access points for Hold at Location (HAL) and
Redirect to Hold (RTH) shipments, as well as drop-off
locations for pre-labeled packages. This provides you
more options to either drop-off a pre-labeled package or
pick-up a HAL/RTH shipment beyond just the FedEx Office
location.

To enable and view different Hold at Locations, perform
the following steps.

1. Select Hold at Location Special Service to view Select
FedEx Hold Location screen.

2. Select Go Online to Find Locations.
3. Click OK.

Note: The Lookup FedEx Hold Location screen displays the Maximum Package
Weight and Maximum Package Size details.

Essentials Advanced Expert
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Updating Hold at location table
To update your Hold at Location table, follow these steps:

1. Select Download from the Utilities menu. The Demand
Download screen is displayed.

2. Select Hold at Location Table check box.
3. Click OK to download your Hold at Location table.

To create a shipping label for a FedEx Ground Hold at FedEx
Location package, follow these steps:

1. Complete the Shipment details screen for a FedEx
Ground shipment.

2. Inthe Package and shipment details section, select
FedEx Ground Service from the Service type drop-
down menu. The Package type field defaults to Your
Packaging. Complete the Package dimensions field.

3. Click Options tab. The Options screen is displayed.

4. Select Hold at Location check box or View/Edit
associated with the check box. The Select FedEx Hold
Location screen is displayed.

5. Confirm the contact name and contact telephone
number associated with the selected recipient in the
Contact information section.

6. To change the current contact name or contact
telephone number, enter the new contact name in the
Contact name field or the new telephone number in the
Contact Telephone field.

Note: When you enter a new contact name or contact telephone number
in these fields, the information is not automatically saved in the Recipient
database (Address Book). After you click Ship to create a shipping label,
select Yes in the resulting popup screen to save these new entries in the
Recipient database.
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Select FedEx Hold Location (mE3m]

Contact informabon
o: I -

Contact name: CAFE Automation
Contact Telephone: (301) 263-5433

Select zearch method

@ Search Default List () Go Online to Find Locations
Zip/postal code for lookup: M1M 1M1
Country: | C4 - Canada

FedE x address where the shipment should be held
Location name:
Location type:
Address 1:
Address 2:
Zip/Postal:
City:
State/Province:

Telephone: || )
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7. In the Select search method section, click Search
Default. List radio button (default option) to search
for a default FedEx Office location associated with the
listed ZIP code. The ZIP code in the ZIP/postal code
for lookup field defaults to the selected recipient’s ZIP
code.

8. Click Search to locate the designated FedEx Office
location for the current ZIP code.

9. To locate another FedEx Office location, click Go

Online to Find Locations radio button, and click Search.

The Lookup FedEx Hold Location screen is displayed
with several alternate FedEx Office locations.

10.Select the appropriate location and click OK. The
Select FedEx Hold Location screen is displayed.

11.Confirm your FedEx Office location and click OK. The
Options screen is displayed.

12.1f you need to make any changes, click View/Edit next
to the Hold at Location option. The Select FedEx Hold
Location screen is displayed.

13.Enter your changes and click OK. The Options screenis
displayed.

14.Click Ship to create a shipping label.

Note: You can now select a specific HAL location ID instead of accepting the
default Location ID associated with the HAL ZIP code.

Expert

Lookup FedEx Held Location
Please select a location:

Location Address1 Address2 City State/Province Postal Code Distance Day of Week r  Hours

FedEx Office Ship Center 1016 W Poplar Ave Collierville: ™ 730 AM-3:00 PM
FedEx Office Print & Ship Certer 9077 Poplar Ave Gemantown (TN 38138 81mi Monday * 7:30 AM-3.00 PM
Temporary 1 3860 Farest Hill Irene 107 Memphis ™ 38125 81mi Monday * 9:01 AM-5:00 PM
FedEx Office Print & Ship Center 7801 Winchester Rd Memphis ™ 38125 11.0mi Monday * 7:00 AM-11:00 PM
FedEx Office Print & Ship Center 1130 N Germantown Plowy Cordova TN 38016 124mi Monday * 12:01 AM-11:58 PM
FedEx Office Print & Ship Center 6641 Poplar Ave Gemantown | TN 38138 13.8mi Monday * 7.00 AM-11:00 PM
FedEx Office Print & Ship Center 7962 US Hwy 64 Bartlett ™ 38133 14 6mi Monday * 7:30 AM-9:00 PM
FedEx Office Print & Ship Center 6233 Winchester Rd Memphis TN 38115 146 mi Monday 730 AM-5:00 PM
FedEx Office Print & Ship Certer 5385 Stage Rd Bartlett TN 38134 181 mi Monday * 7:30 AM-3.00 PM
FedEx Office Print & Ship Center 4691 Poplar Ave Memphis TN 38117 18.5mi Monday * 7.00 AM-11:00 PM
FedEx Office Print & Ship Center 3295 Poplar Ave Memphis ™ 3811 21.8mi Monday * 7:30 AM-9:00 PM
FedEx Office Print & Ship Center 200 Goodman Rd E Southaven |MS 38671 246mi Monday * 7:30 AM-5:00 PM
FedEx Office Print & Ship Center 1573 Union Ave Memphis ™ 38104 25.7 mi Monday * 6:00 AM-11:59 PM
Aim Mail Center 1046 Church Rd W Southaven |MS 38671 26.6mi Monday * 9:00 AM-6:00 PM
FedEx Office Print & Ship Center 1439 Union Ave Memphis TN 38103 287 mi Monday 730 AM-5:00 PM
FedEx Office Print & Ship Certer 5 Stonebridge Blvd Jackson TN 38305 689 mi Monday * 7.00 AM-11:00 PM
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Inside pickup
Available for FedEx Express Freight (U.S. only)

Select Inside Pickup to pick up freight shipments inside the
sender’s building.

Inside delivery
Available for FedEx Express Freight (U.S. only)

Select Inside Delivery to deliver freight shipments inside the
recipient’s building.

International controlled export

FedEx provides pre customs clearance and door-to-door
delivery of international controlled exports from the U.S.,
including:

+ Items moving under a U.S. State Department License
+ Items moving under DEA export permits 36, 236 and 486

+ In-bond shipments moving under a transportation and
exportation customs form (CF7512) from a foreign trade
zone or a bonded warehouse

1. Select International Controlled Export on the Options
screen. The FedEx International Controlled Export (FICE)
screen is displayed.

2. Select a FICE License Type.
3. Ifthe license type is DEA 236, DEA 36 or DEA 486, enter

Essentials Expert

License Number/Permit Number for the item. Then
enter the expiration date in MMDDYYYY format, or click
the calendar icon and select the date. If you omit this
field, tomorrow’s date fills in automatically.

. If the license type is T&E or Warehouse Withdrawal

for T&E, enter Foreign Trade Zone (FTZ) code,up to 5
characters.

. To view the Terms and Conditions, click Terms and

Conditions.

. To accept the Terms and Conditions, select | accept the

Terms and Conditions check box.

. Click OK to save the FICE information and return to the

Options screen.

. view or edit your information, click View/Edit next to

International Controlled Export. Make any changes and
click OK.

Controlled Shipment - FICE [

FCE Lcense Te: (NI -

License &/Pemit &:

Expiration Date:  06/24/2017

Foreign Trade Zone

Ertry Number:

[] I accept the Tems and Conditions [ Terms and Conditions

| ok || Cancel |
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Non-standard packaging
Select this option if your package:

« Measures greater than 60 inches in length but equal
to or less than 108 inches in length

« Is not fully encased in an outer shipping container

« Isencased in an outer shipping container made of
metal or wood

For multiple-piece shipments, you can select Non-
Standard Packaging for all packages or for individual
packages within the shipment.

FedEx Priority Alert®

FedEx Priority Alert is a specialized contract-only fee
based service that combines 24x7 support, advanced
shipment monitoring, proactive notification and
customized package recovery for critical and time-
sensitive shipments. In addition, FedEx Priority Alert
shipments receive boarding priority and clearance
priority over like services.

FedEx Priority Alert PlusTM includes all of the features
of FedEx Priority Alert listed above, plus additional
options such as dry-ice replenishment, gel-packs
exchange and cold storage.
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FedEx Priority Alert Expansion

FedEx Priority Alert is undergoing global expansion (73+
countries) and will be available in the following two tiers,
with rollout currently planned for October 2012:

Service availability includes FedEx First Overnight;

FedEx Priority Overnight; FedEx 1Day Freight; FedEx
First Overnight Freight; FedEx International First; FedEx
International Priority; FedEx International Priority Freight;
FedEx International Priority DirectDistribution.

FedEx Priority Alert provides proactive management of
shipments with priority boarding and clearance —a real
benefit for customers whose shipments are time-critical,
environmentally sensitive or high value.

Peace of Mind. You can ship your packages with added
confidence because FedEx Priority Alert proactively
monitors and can intervene to resolve problems that may
increase your shipment’s risk of delay.

Dedicated Support. Each FedEx Priority Alert account is
assigned a dedicated analyst who monitors the account’s
FedEx Priority Alert shipment activities.

Global Reach. FedEx Priority Alert and FedEx Priority Alert
Plus will be available internationally in 73+ countries and
will be available domestically in 6 countries (U.S., Mexico,
United Arab Emirates, Switzerland, India and Canada).
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Return labels

Available for U.S. only

1. Select Return Labels check box to print a return label.
The Return shipment tab becomes active.

2. Click Return shipment tab and complete the
Return shipment details screen.

Saturday delivery

Available for FedEx Express

Select the Saturday Delivery check box to deliver your
shipment on Saturday. This option displays when available
for the ship date, service type and destination.

Saturday pickup
Available for FedEx Express

Select Saturday Pickup to pick up your shipment on
Saturday. This option displays if it is available for the ship
date, service type and pickup location.

Signature options

Available for U.S. destinations and select international
locations as well as from a Canadian origin.

Select the appropriate FedEx Delivery Signature Option
from the Signature Options menu.

No Signature Required (NSR):
FedEx may release the package without anyone present

Expert

Indirect Signature Required (ISR):

FedEx will obtain a signature in one of three ways:

1. From someone at the delivery address.

2. From a neighbor, building manager or other person at a
neighboring address.

3. Therecipient can authorize release of the package without
anyone present.

Direct Signature Required (DSR):

FedEx will obtain a signature from someone at the delivery
address before releasing the shipment.

Adult Signature Required (ASR):

FedEx will obtain a signature from someone at the delivery
address who is at least the age of majority in the destination
country.

Note: The signature options can be found in the bottom left section of the Options
tab.

For detailed information about signature options, refer to the
FedEx Service Guide at fedex.com.

Optional information

You can enter additional references in the Optional information
section on the Options screen. This information prints on
shipping label doc-tabs and shipping reports.

Note: To customize the reference field names, refer to Customize Fields.
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Shipment receipt

Select Print shipment receipt check box in the Shipment receipt
section on the Options screen to print the one-page summary which
includes detailed information about the shipment, such as sender
and recipient information, package details and billing information.

The Shipment receipt prints on your report printer or laser printer.

FedEx InSight®

If you are enrolled in the FedEx InSight program, you can enter
specific contents for your shipment.

1. Click Shipment contents in the FedEx InSight section on the
Options screen to enter the following shipment information:

+ Code
« Part number
« SKU/Item/UPC
« Quantity
« Description
2. If you do not want the recipient or a third party to view the
shipment information, select Block Shipment Data check box.

Note: For more information about FedEx InSight, go to fedex.com/us/pckgenvlp/fcl/track/
insight/.

FedEx InSight®

Shipment contents |

(Shipment level detail for FedEx InSight customers only )

[T Block Shipment Data
(Prohibit the recipient and third party payer from viewing information about this shipment )

1
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FedEx ShipAlert®

With FedEx ShipAlert®, you can send shipping notifications for Note: Save time and keystrokes when preparing your shipments by setting
all shipments to yourself and others. FedEx ShipAlert preferences. Refer to the Preferences instructions on the
next page.

All notifications include shipper information provided

. A . . The Sender and Recipient email address field is expanded up to 250
during the shipping process (name and email address). This

characters.
information indicates who requested the notification(s) to be
sent.
To set up shipping notifications:
1. Click ShipAlert tab. _
ip Manager _ d
2. Enter up to four email add resses for notiﬁcationS. bases Customige Utilities Integration Inbound Passport fedex.com Help
Freight Tack Shippinglist = AddressBook Reports Close =]
3. Select a Notification language.
4. Choose one or more Notification types, by selecting the I [ | 5 TE o E E E
appropriate check box, for each email recipient. pors Endti) -] JEED J o 0o o o @O
« Shipment notification indicates when a package has e T ] [Engin vy o o o o 0
bhee 2 [ Emad HTHL) ol | [Engien «] O [m] O O 0O

been shipped.

« Exception notification identifies any exception scans
that may cause a delivery delay, such as customer not
available. For multiple-piece shipments (MPS), this
feature allows you to see if a customer received partial
delivery or full delivery.

Not avadable with non-English characters

« Delivery notification indicates when a package has
been delivered.

« Estimated Delivery Notification allows you to receive
estimated delivery details (date and time) for all
shipments.

5. Click HTML or Plain Text format for your email notifications.

6. Add a personal message to your notification(s). This option
is not available for non-English characters.
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Preferences

Save time and keystrokes by setting FedEx ShipAlert
preferences that fill in automatically when you prepare your
shipment.

1.

6.

Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen is displayed.

Select an existing profile and click View/Edit, or add a new
profile.

Click 4-FedEx ShipAlert Preferences tab.
Select Outbound - Shipment as the Preference type.

Note: To set FedEx ShipAlert preferences for return shipments, select Return as
the Preference Type.

Select field and a Behavior option from the list and click one
of the following Behavior options (for all fields except Format
Type and Personal Message):

« Unchecked - Leave this field unchecked.

« Automatically select if email available — Automatically
check this field if an email ID is shown on the FedEx
ShipAlert screen.

« Always checked - Always check this field.
« Skip - Skip this field.

If you select the Format Type or Personal Message field,
select one of the following Behavior options:

+ None - Do not assign a default for the field.

+ Constant - Click Constant then select or enter a value in
the Field Values field to automatically populate this field
with the same information for all shipments.

« To override field preferences for an individual shipment,
press F11 on the associated shipping screens.

« Carry - Carry over or repeat information from the

previous shipment.
Skip — Skip this field.

View/Edit Domestic Shipping Profile =

Shipping Profile Code: | DEFAULT Description: | Defautt Damestic Shipping Profil

1-Field Preferences | 2 - FedEx Express Preferences | 3 - Group Shipping Preferences |
4-FedEs Shipdlerl/Molifcation Preferences. |5 - Ground Preferences |

Behavios

Prefrence type: il
@ Linchecked

B D N Rh zm (@) Automaticall select f email available

ress Delivery Notfication - Recipie

Express Delivery Notfication - Sender O Aways checksd

Express Bxception Notfication - Gther 1 7 Skip

Ecpless E:u:eptmn Nataton -Other 2
ress Exci

ecip

Expless Exce:mnn Fottoston - Sondar

Eotess Sipmert Notfcaan Ot
ress Shipmert Noffication -

Extress Snipmert Nolfication - Recpiert

Eress Shipmert Nokfcaion - Sender

Express Tendered Notfication - Other 1

Ecpness Tandered Nodficaion - Oher2

s Tendered Notification -

Expless Tencerse Nodheaton - ot

Format Type - Other 1

Fomat Type - Other 2

Fommat Type - Recipient

Fomiat Type - Sender

Ground Delivery Notfication

Ground Delivery Notific:
Ground Devary Notfic
(reunc Excepion Natfaton - 0ther1
Ground Exception Notfi

Ground Exception Hothcaton - Rac\plem
(round Excepion Natfcaion - Serder
Ground Shipmert Notfioatio

Ground Stipment Notficson - e
Ground Shipment Notfication - Recipient 2
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7. Click OK on this screen and subsequent Shipping
Profile screens to save your preferences.
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Access your shipping databases

FedEx Ship Manager Software makes it easy to access its
extensive databases. To start, click the Databases tab at the
top of the screen, and select one of the following:

+ Sender

+ Recipient

+ Department/Notes

« Dimensions

+ Reference

« Groups

« Commodity

- Dangerous Goods

+ Hazardous Materials (optional)
« Brokers

« IPD/IDF/IED Importer of Record (optional)
+ Templates

+ Customized Database Reports
« User Setup

Essentials Expert

Refer to the following information for detailed
instructions on using and maintaining your databases.

« Database Functions
« Enterprise Access Controls & Integration —
Account Masking

« Templates
« Backup

« Restore

« Import

« Export

Note: To customize database reports, select Customize Database Reports
from the Databases menu or from the Reports screen.
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Filter for sender database

FedEx Ship Manager Software added a filter for

the Sender database to provide enhanced search
functionality for locating key sender information,
including a sender ID, contact name and company name
and address.

Key enhancements include:

+ Search functionality added to the View Sender
dialog.

+ Ability to search for sender ID, contact name,
company name, address, city, and state/province.

« Addition of search entry box.
« Wildcards are supported in the search functionality.

« Addition of toggle button (More/Less) to view search
results.

3rd party account database

FedEx Ship Manager gives you the ability to add a 3rd
party account number in the database that stores 9-digit
account numbers and descriptions. The 9-digit accounts
will display in both the parcel and freight Account #
dropdown in the Billing Details section for a parcel
shipment and in the Bill LTL Freight Charges to screen for
a LTL shipment when billing a Third Party.

Expert

Note: To help distinguish between a LTL freight and parcel account number,
when nicknaming the account, prefix the nickname with FXE for parcel

and FXF for LTL Freight i.e. FXE-ABC Inc or FXF-XYZ Inc. Freight LTL 8-digit
accounts are not supported in this database.

To use this feature:

Click Databases at the top of the tool bar.
Scroll down and select Third Party Accounts.
Click Add button.

Enter the 9-digit Account and the nickname in the
Description field, click OK.

5. Lists Third Party Accounts with option to search
when list gets too long to display on screen.

H W=

6. Accounts will appear in the dropdown when Third
Party is selected for Bill Transportation charges.
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Enterprise access controls & integration — account
masking

Account numbers will no longer print on international and
non-U.S. domestic express plain paper shipping labels, but
will continue to print on the FedEx label copy.

Two options will print

« Consignee Shipping Label —without account number.

« FedEx Copy Only label (AWB) — with the account number.

Database functions

Every FedEx Ship Manager Software database offers the
following functions on the View screen:

- Add

+ Add by duplication
« View/Edit

« Delete

« Print

The Recipient database (Address Book) is used as an
example for the following instructions. However, the fields
and options that appear on the database screens vary
depending on the database selected.

You can also begin shipping to a recipient from the
Recipient database. Select the recipient and click Ship to.
The recipient information automatically populates the
associated fields on the Shipment details screen.

Note: When using the Recipient database, you can sort the Recipient list by
column heading on the View Address Book screen. Click the column heading
once for ascending order, then click again for descending order.

Add

Expert

To add a new record to a database:

1.

Select database from the Databases menu. The
View screen is displayed.

Click Add. The Add screen is displayed.

. Enter a new ID and the remaining information

you want to save. Required fields appear in bold
on the screen.

Click OK to save the record and return to the
View screen.

Click Add another to save the record and
continue adding other records.

Click Cancel to cancel your entries and return to
the View screen.
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Add by duplication

To add a new record to a database by using
information from an existing record:

1.

Select database from the Databases menu. The
View screen is displayed.

Select the record and click Add by duplication. The
Add screen is displayed.

Enter a new ID and the make any changes to the
existing information. Required fields appear in
bold on the screen.

Click OK to save the record and return to the View
screen or click Add another by duplication to save
the record and add another record.

View/Edit
To view or edit a database record:

1.

Select database from the Databases menu. The
View screen is displayed.

Select the record and click View/Edit. The View/
Edit screen is displayed.

Make the desired changes to the information.

Click OK to save the changes and return to the
View screen.

Expert

Delete
To delete a record from a database:

1. Select database from the Databases menu. The
View screen is displayed.
2. Select the record and click Delete.
3. Click Yes when prompted to delete the record.
4. Click No to retain the record and return to the View
screen.
Add Recipient [

Enter recipient information

Third party billing account rumbers
Recipient 1D: [N
Country: US - United States - Bill shipment account number:

Contact name: John Doz Bill duties/taxes/fees account number:

Comparty name: US Company
Address 1: 123 Main Street International information

Address 2

Location #: Tax ID:
City: Colierville - Broker [D-
State/Province: TN - Tennessee - The shipper and recipiert are related parties
Zip/Postal: 38017- P
Telephone: (301) 2639433 =% Email address Notification Language

Email Address: john doe@mycompary com
Motffication Language: English -

Other 1 iohn.doe@mycompany.cor  English -

Other Z: English -
Faxrumber: { } -

Account number.

[] This is & residential address

[] Skip address checking

OK ] [Add ancther by duplication ] I Recipient preferences ] [ Cancel
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Print

FedEx Ship Manager Software includes detailed reports
for each database.

To print database reports: Recipient Reports 5]
1. Select Recipient from the Databases menu. The View Recipient Reports
Address Book screen is displayed. @ Recipient Detail report

(") Recipient Code and Company Mame only
(") Customized Report

3. Choose default or Customized Report. Options

@ Al Recipients

(") Domestic Recipients Only

(") Intemational Recipients Only

2. Click Print. The Recipient Reports screen is displayed.

Note: To customize database reports and create new reports, refer to
the Customize Reports section.

4. You may select other options for your report, if
available.

5. Click OK to print the report.

6. Click Cancel to cancel your selections and return to
the View Address Book screen.

Sort O phions
@ Recipient ID
() Comparny Name

o

1
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Templates Types of databases
When importing and exporting databases and You can create templates to import and export
shipment information, you must use a template to these databases:

define the file layout of the source file. You can use
and modify FedEx Ship Manager Software templates o
and create your own templates. * Recipient

« Department

« Sender

Before you import or export a database, select a
template and carefully view the contents. - Groups

+  Commodity
« Dangerous Goods

Types of templates ,
1. When you import a database to FedEx Ship * Hazardous Materials (U.S. only)
Manager Software, use an Import template. . Hold File

The file extension is .imp.

2. When you export a database from FedEx Ship
Manager Software, use an Export template.
The file extensionis .exp. Note: You can export shipment information from FedEx Ship Manager

Software, but you cannot import shipment information to FedEx Ship
Manager Software.

« IPD/IDF Importer of Record
« Shipment (Export only)

You can now back up and restore as well as import/export the additional
reference section of the Address Book.
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Select a template

1. Select Import/Export Database Templates from
the Databases menu. The View Templates screen is
displayed.

. . . View/Edit Template [E=8 RcR==|
2. Touse or modify an existing template, select E et
the template and click View/Edit. The View/Edit - et
Template screen is displayed. . T s
To add a new template, click Add. The Add Template Cchmistane
screen displays. Enter a new Template ID. e
. . Coacivia ~ Maclen * [Cawa ] | Description Length™ Start Postion End Posttion ‘
3. Enter template information. o m— o e TR0 e
H . . Cormodty Pupose ! [Cconove ] [\ ot pesare 5 21 S
« Modify or enter a Description for the template. Gt : el o= v=- T %
Descrpton el | Export License Number 2 7 4
+ Select the template Type. i e B Eomn o CH [ “
Export License Number 12 Country of Vg 5 & T
« Select the Database you are importing or — “ — o
exporting. B - __Jue =
. < . r ! i | 3
« Enter a File name, such as sender.csv. Exm
[7] Bxport at Express close
[ peenad
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Select a format

The file format determines how fields are identified and
separated in the source file.

. L . . Format
1. Click Delimited or Fixed as the file format. i
.. . . Delimiter: -
+ Delimited - Fields are usually surrounded by single or ® Delimited I
double quotation marks and separated by commas or - Field separator: v
spaces, as in the following example: () Fixed Date format: MMODTYYY -
“SENDER1”, ”Jane Doe”, "PetsRus”, ”1 Front Street”, Date delimiter: ™ONe hd
”Fairfield”, ”Ohio” :
« Fixed - Each field has a fixed number of characters. mfia}'::;i:;ﬂc:ﬁﬁe US - United States T
Delimiters and field separators are not used, as in the

following example:

SENDER?1 Jane Doe PetsRus 1 Front Street Fairfield
Ohio
2. If the file format is delimited, select Delimiter.
The delimiter surrounds the data and is usually single
quotes or double quotes.

3. If the file format is delimited, select Field separator. The
field separator separates fields within the file.

4. Select Date format and Date delimiter used in the source
file.

5. Select your Default country code. The country code is
used primarily for importing senders and recipients.

6. If you want the field names to appear as column headers,
select Column headers on 1st line check box.

1
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Add or remove database fields

When you add fields to a template from the source
file, add them in the same order that they appear in
the source file. Also enter the maximum number of
characters allowed for the field length.

Start and end positions

When using fixed file formats, the Start and End
numbers indicate where each field is located in the file.
These numbers must be correct to import or export the
correct data.

Start and End numbers are not used in delimited file
formats. You do not see these columns in delimited
format templates.

To identify the correct location of fields:

« Thefields in the Template fields section must be in
the same order as the source file.

+ The Length of each field must equal the maximum
number of characters allowed for each field or the
maximum number of characters to import or export
from a field.

« When using fixed file formats, the order and the
length of the fields determine the Start and End
positions.

Essentials Expert

Add database fields

1. If thisis a new template, select the first field in the
source file from the Database fields section. Click
Add. The field is added to the Template fields section.
Repeat this procedure for each field you want to add
to the template.

2. To add all fields to the template, click Add all.
Note: If there are spaces between two fields where you do not want to

collect data, select Filler to insert a filler between the fields. Enter the length
needed to adjust the Start position of the next field.

View/Edit Template foll® =)
Enter template infomlion
Format
Tempiste ID: [COMMODITY EXF pemier |1
Desrption © Delmited Field separator. |
T e . @ Fied Date format: MMDDYY Y -
Date deimicer: Nore hd
Petebase:  Canmadiy - Default courtry code: U - United Stales -
— ] Column headers on Tst s
Fields
Database fislds Template fields _* Felds allw in place edting
Descripticn Max Len = Description Length™ Start Posttion End Position
Commodiy Furposs ! Unit of Measure 5 21 25
County of Mg 2 <<Removesl | | Unt Value 11 % *
Descrption he Export License Number 2 7 s
Ecen 5 Expiration Date ] 2 54
Expiration Date ° Hamrized Code in 55 6
Export License Nurber 12 oty Vg 5 P -
AILLER 2 FILLER 11 7 81
Hamonize 4 Coce 2 HLLER o 2 e
mport Licenss Expiration Date 0 f—— B 5 P
mport License Number 2 1
o i v < I ] B
Export at close
[ Ewor at Express close
[] Export 2t Ground close
o ] [ cancet |
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Export at close

You can automatically export a database when you close
shipments for the day.

1. To export, select the check box for one or both

Remove database fields
1. Toremove a field from the template, select the field
in the Template fields section, and click Remove.

2. Toremove all fields from the template, click Remove

all. i
options:
Modify template fields + Export at Express close
1. Select the field in the Template fields section. « Export at Ground close
2. Inthe Length box, enter maximum number of 2. Select data to export.
characters the field allows. 3. Click OK to complete the template.
The length and the order of the fields in the
Template fields section determine where the field is R S
located in the source file. Tembao: o e
Desciption Rl === Fieid ssparator
3. Inthe Spec. Fmt. box, select a special format for the Lol o | S —
field to identify special characters or formatting ’ T T
allowed for the field. et T
Description MaxLen | Add >> Description Length™ ‘Start Position End Postion
trto A Gttt O L )
4. In the Deflt. Value box, enter default value e - e —
H - - Commody Pupose ! | CecBonove [ ot tease 5 21
information you want to import (e.g., a Customs ID/ Gonr | TR
EIN for each sender in the Sender database). . - o —

Hamonized Code 14 55 68
Country of Mg 2 69 Kl
FILLER 1 7 £l
FILLER 24 82 105
Descrption 148 106 253

E P —— v <[ i, ]

Export at close
[C] Export at Express ciose
[7] Bxport at Ground close
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Backup
Maintain current backup files of your databases.

Schedule weekly or monthly backups.

Always back up an existing FedEx Ship Manager
Software database before and after you import
information into the database.

Back up databases after you enter several changes.

Follow these steps to back up databases:

1.
2.
3.

Select File Maintenance from the Databases menu.
Select Backup from the secondary menu.

To back up one or more databases, click Backup
selected databases, and select each database to
back up.

To back up all of your databases, click Backup All
or Select All.

Click |2 to select the location where you want to
back up the database(s). You can save to your hard
drive or external memory, such as a CD or a USB
drive.

If using disks, FedEx Ship Manager Software tells
you how many disks you need and prompts you
when to insert each one.

Click OK, to proceed with the backup procedure.

Essentials Expert

File Maintenance - Backup @

() Backup Al
@ Backup selected databases:

Broker
Commodity B
Custom Shipping Label Profiles
Customer Label Profiles
Customized Fields

Dangerous Goods

Department

Dimensions

Domestic Profiles

Hazardous Materials

Integration Settings

Intemational Profiles
IPD/IDF/IED Importer of Record
LTL Bill of Lading Line tems
LTL Freight Accounts

LTL Freight Profiles

LTL Freight Templates

Recipient and Groups
References

Report Configuration

Sender

TD Profiles

Templates

Third Party Accounts

13

m

Backup To: C:“ProgramData“FedbBx\FSM_BACKLP

L) ]

OK || seectAl || Cear || cancel
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Restore

By keeping backups of your databases, you can
restore damaged or lost data on your FedEx Ship
Manager Software system.

File Maintenance - Restare >

() Restore Al

Follow these steps to restore databases:
P (@) Restore selected databases:

1. Select File Maintenance from the Databases menu.

Broker s
2. Select Restore from the secondary menu. Commodity
y Custom Shipping Label Profiles
3. Torestore one or more databases, click Restore Customer Label Profiles

Customized Fields

selected databases, and select each database to Dangerous Goods
restore. Department
Dimensions
To restore all of your databases, click Restore All or Domestic Profies
Hazardous Materials
Select All. DD Preferences
. IDD Profiles
4. Click Replace or Append. Integration Sellings

Imtemational Profiles

+ Replace - Data on the drive replaces all of IPD/IDF/IED Importer of Record

the data in your current FedEx Ship Manager LTL Freight Accounts
Software database. All data in your current LTL Freight Profiles
. LTL Freight Templates
database is removed. LTL Handling Unit Details
. Recipient and G
« Append-Dataon the drive is added to Pt e oS
your current FedEx Ship Manager Software Eepgrt Configuration
database. None of the data in your current Templates v
database is removed.
5. Click to select Restore From location. @® Replace O Append
. . . Imtegration Settings, Profiles, Customized Settings,
6. Click OK and follow the restore instructions on IDD Preferences. and Report Configuration are
your screen. ELIEEIL

Restore From: |C:'-.F‘rc:gramData'-.Feu:|E:-:'-.FSI"-"I_BACKUF' =

Select Al Clear Cancel
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Import Software database. All data in your current database is
|
You can append, replace or merge data into the following removed. (Make sure you have a current backup!)
databases: « Merge data - Use this Address Book Merge data
. Sender feature to import one or more recipient records without

importing an entire database. This feature compares

. Recipi . A
ecipient the import file with your current database.

« Department

« Groups

+  Commodity

« Dangerous Goods

+ Hazardous Materials

+ Brokers
Note: Always back up an existing FedEx Ship Manager Software database before and
after you import information into the database. Refer to Backup in this section.
Refer to Templates in this section for viewing, modifying, and creating database

If a record in the import file is different from an existing
record in the database, the imported record overrides
the current record. If a record is not found in the
existing database, it is added to the database.

6. Select Auto-assign IDs check box to enter an ID prefix, the
length of a numeric suffix and a starting suffix number.

7. Click OK to proceed with the import. FedEx Ship Manager

templates before importing databases. Software notifies you when the import is complete.

8. To view the imported data, select database from the

. ) ) . . . o Databases menu.
If applicable, insert the disk which contains the import file into

the proper drive.

Follow these steps to import databases: File Maintenance - Import =
1. Select File Maintenance from the Databases menu. Enter file importinfomalion
Template name: -
2. Select Import from the secondary menu. The File — )
Maintenance-Import screen is displayed. rlerene
3. Select Template name. e i ecorenn
4. Enter Input filename, including the directory path, or click © Beplace curet data
Browse to select the directory and file name. - Meme de
5. Click one of the following options for Import behavior: | utozsion Bs
« Append to current data — Data from the import file is
added to your current FedEx Ship Manager Software
database. None of the data in your current database is
removed.

Replace current data — Data from the import file replaces
all of the data in your current FedEx Ship Manager
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File Maintenance - Export @

Export

FedEx Ship Manager Software exports all of the data
listed in Import, along with shipment information, in
ASCII format using the template you specify.

E nter file export infomation

Template name: [coMMODITY EXP ']

Output file name: [ WSE
. . . . . . . Export Data Filter ==
Refer to Templates in this section for viewing, modifying, e
i 1 @ Ship Date
and creating database templates before exporting e I
databases. © FedoxEares Soping e
After defining your template, follow these steps to L T ——

export databases:

() FedEx Ground Shipping Cycle

1. Select File Maintenance from the Databases menu.

(©) FedEx SmartPost Shipping Cycle

2. Select Export from the secondary menu. The File
Maintenance - Export screen is displayed. Tt

3. Select Template name. S

4. Enter Output file name, including the directory path, | BebdeDettedRcors

or click Browse to select the directory and file name.
If applicable, insert a disk if exporting to an external
drive.

5. Click OK to proceed with the export and continue on
the next page.

6. If you are exporting shipment data, the Export Data
Filter screen displays. Select filter criteria and other
information then click OK.

Refer to the following Export Data with Deleted
Entries instructions for more information about
exporting shipment data.

7. The system exports the database file and saves it to
the designated drive. A screen is displayed showing
the number of records exported.

Page 228



Export data with deleted entries

When exporting shipment data that includes deleted
entries, you can display a Y next to package tracking
numbers that were deleted and an N next to package
tracking numbers that were not deleted.

To enable this feature, follow these steps:

1.

Select Templates from the Databases menu.
The View Templates screen is displayed.

Select SHIPMENT EXP from the Template list and click
View/Edit. The View/Edit Template screen is displayed.

Select Shipment from the Database menu in the Enter
template information section.

Select Deleted indicator in the Fields section and click
Add. The Deleted indicator field moves to the Template
fields section on the right.

Click OK. The View Templates screen is displayed.
Click OK. This feature is now enabled.
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Importing and exporting records in dimensions
database

FedEx Ship Manager Software enables you to import
and export records in the Dimensions database

using a template. When choosing an option on

the View Dimensions screen, you can select the
primary identifier from the Description column (box
description) or the Dimension ID column (2-character
code).

View/Edit Template =8 l=8 5|
Enter template infomation
Format
Template 1D: [coni
emplate ID: | COMMODITY EXP Deimiter: 1
Descipion: Defauit Commodity export © Deimted el separator: |
O Fixed MMDDYTYY v
ot Dets format:
Date defmier: Mo
Datab
abase: . Shipment Defaut country code: LS - Urited States.
File name. Column headers on Tt ne
Fields
Daisbase fiekds Templete fields _*Fields allow in place ediing
Descrption gzl 3 Description Lengih® Spec Fmt Deft al
EEVE o - e
Addtional Handing Chiarges 7 all>>
Addtional handiing surcharge 4
Addtional handii h: 14
tional handling surcharge type

AES Ciation 2
AES/FTSR Exemption Number 2

Allow retum shipment to be edted

<

Exportatclose
7] Export at Express close
[C] Export at Ground close.
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Send a Multiple-Piece Shipment

FedEx Ship Manager Software offers flexibility for multiple-
piece shipments (MPS). You can enter individual package
information or total shipment information.

Refer to the following information to prepare and process your
MPS:

e Preparing an MPS
+ FedEx Express MPS
« FedEx Ground MPS

Save time and keystrokes when preparing your multiple-piece
shipments by setting shipping preferences for references,
package weight and dimensions, service type and more.

The associated fields populate automatically based on the
recipient and sender selected for the shipment. Refer to
Recipient Preferences and Shipping Profiles.

To ship a U.S. domestic FedEx Express or a U.S. domestic FedEx
Ground multiple-piece shipment (MPS) containing identical
packages, refer to Per Package/Per Shipment Option (U.S.

Only).
If you are shipping a U.S. or Canada FedEx Express or FedEx

Ground multiple-piece shipment (MPS) containing nonidentical
packages, refer to FedEx Express MPS and FedEx Ground MPS.

To ship a commercial or residential intra-Canada FedEx
Ground multiple-piece shipment or a FedEx International
Ground multiple-piece shipment (MPS) by entering a total
shipment weight and dividing it across all of the packages
in the shipment, refer to Parse Pak (Canada Domestic and
International Shipments).

Essentials

Expert

Multiple-Piece Shipment Information

Shipment information
[] Print Iabels after | have complated this shipment

Signature Options:  None specified

[ Print shipmert receipt

Package information - 1 of 4

Shipment summary
Total shipmertt weight:  0.00 lbs

Package rate quoles
Package rate quote:  $0.00 USD

Package summary (T otal packages: 0)

Pkg Weight Declared value

4444

ER s |

Package Weight - lbs
Package dimensions
Declared value 0 uso
Customer reference:
P.O. number:
Inveice number:
Shipment 1D:
Department notes: -
Package contents 1
Package cortents 2:
[7] Identical packages
[ Shipment contents | [ Specidl services | | Add1 handing
Qvemide preferences

Page 230



Essentials Expert

Preparing an Multiple-Piece Shipment (MPS) Options and special service options

Shipment details | Return shipment details (U.S. only) Click the Options tab or Return options tab (U.S. only)
1. Complete Shipment details screen for U.S., Canada to select additional shipping options and special service

domestic, or international shipments. options.

2. Inthe Billing details section, select the account to ’ Speiiabl ser;/ici %p;ions:kc])r rhigll:!a'; skllai!oments
bill for the shipment and for the duties/taxes/fees, if rthgs N ?cel efc € trpm € Mulliple-riece
applicable. Enter the FedEx billing account number if ‘pment Information screen.

the Acct # field is not populated automatically. « Special service options for return shipments can

3. Complete the Return shipment details screen be selected from the Options screen.

for a return MPS (U.S. only).

« Inthe Package and shipment details section, FedEx ShipAlert
enter the total number of packages in the

shipment and the weight of the first package. If you want to send shipment notifications to your

customer, yourself and others, click ShipAlert tab and
« Ifall of the packages in your shipment have the make your selection(s).

same weight, service type and package type,

select Identical packages check box and ship the

packages using only the Shipment details screen. Documents (International only)
. If only certain packages in your multiple piece To prepare an international document multiple piece
shipment have the same weight, service type and shipment complete the Document screen.

package type, continue with these instructions.

« You can specify which package contains
dangerous goods from the Select Dangerous
Goods Packages Screen while updating the
Multiple-Piece Shipment Information screen.

1
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Commodity/Merchandise (International only) Warning
To prepare an international commodity/merchandise MPS, If you click Cancel when adding items on the Multiple-
complete the Commodity/Merchandise screen. Piece Shipment Information screen, a warning displays to

inform you that this will cancel your entire shipment.

. + If you want to save your information and return to the
Customs (International only) Multiple-Piece Shipment Information screen, click No,
After completing the Commodity/Merchandise screen or then click Save & Exit.

Document screens, complete the Customs screen, including
required EEI or Canada Export Declaration filing information
when appropriate.

Save & Exit is only available when you select the Print
labels after | have completed this shipment check box.

« If you want to cancel the entire shipment and return
to a blank Shipment details screen, click Yes.

Multiple-Piece Shipment Information

1. Once you have completed the previous steps, click Multiple-
piece shipment at the bottom of the screen. The Multiple-
Piece Shipment Information screen is displayed.

2. Refer to the following instructions applicable to your MPS:
+ FedEx Express MPS
+ FedEx Ground MPS

1
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FedEx Express Multi-Piece Shipment (MPS)

If you are shipping a U.S. domestic, Canada domestic or

international FedEx Express multiple-piece shipment (MPS) U.S. domestic or Return MPS

. . . . . . Multiple-Piece Shipment Information 2=
containing nonidentical packages, proceed with this procedure. onan T -
Note: To ship a U.S. domestic FedEx Express or FedEx Ground multiple-piece

[ Print shipment receipt
shipment (MPS) containing identical packages, refer to Per Package/Per Shipment
Option (U.S. Only). S -
1. To ship a FedEx Express MPS, follow the steps in the e

usD

previous Preparing an MPS section. Then continue with

- Package summary (Tolal packages 0)

step 2 below to complete the Multiple-Piece Shipment
Information screen. Pebromn .

2. Select Print labels after | have completed this shipment
check box to modify the shipment without starting over. All B

Overde preferences Save & Bxt Rate Quate

of the labels print when you process the shipment.

Note: For International Direct Distribution (IDD) Multiple-Piece shipments (MPS),
the ‘Print labels after | have completed this shipment’ check box is enabled by
default, however you can still uncheck the check box.

3. U.S. domestic or Return MPS - Enter information for

Canada domestic or International MPS

each package. For instructions, start with step 2 in the pre— b
Information for each package section on the following page.

4. Canada domestic or International MPS - Select one of Tt st v 108
the following MPS options and follow the associated S oot

instructions on the following pages.

« Information for each package - Click this option
to enter individual package weight, dimensions and
value.

+ Total shipment information - Click this option to
automatically divide the total weight of the shipment
equally among all packages in the MPS. You can also S—
enter individual package dimensions.
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Information for each package

1.

Select Information for each package in the Shipment
information section to enter individual weights, dimensions
and value for each package in the shipment.

Note: This option displays for a Canada domestic or international MPS. For

a U.S. MPS, the Multiple-Piece Shipment Information screen defaults to this
layout. To ship a U.S. domestic FedEx Express or FedEx Ground multiple-piece
shipment. Per Package/Per Shipment Option (U.S. Only).

You can specify which package contains Dangerous Goods
from the Select Dangerous Goods Packages screen after
adding the Multiple-Piece Shipment Information.

Change the Package Weight for the first package, if
needed. The weight populates from the Weight entered on
the Shipment details screen.

Note: For a return MPS, enter the Estimated weight and an Item description.

For a U.S. or return MPS, enter or select package
dimensions and other optional information such as
declared or carriage value and references.

If there are identical packages in your MPS, select the
Identical packages check box after you have entered all
package information. Then enter the number of identical
packages and click Add.

All of the identical packages are listed individually
in the Package summary section.

Note: During the course of recording the shipment information if the total
number of MPS shipments changes from 50 MPS to 49 MPS (as an example),
then you can still continue processing the shipment. It is not required to start
the shipment process all over again even when there is a change in the number
of total packages. The add text will dynamically increase as you add additional
packages. You can view the Package Summary text “If you ship now, your
shipment will contain 49 packages (s).

Expert

Shipment contents (U.S. only)

Click Shipment contents to enter information specific to
the package, such as part number, SKU and description.

Multiple-Piece Shipment Information

Shipment infomation
Print labels after | have completed this shipment

@ Irformation for each package

) Total shipment information onty

Number of packages: |50
Signature Options:  Mane specified
Package information - 1 of 50
Repeat previous package
Package Weight: N “os
Package dimensions:
Camage value $100 uso
[ Identical packages

Cancel | [ Ovemde preferences |

Total shipment weight: |200.00 lgs

L7 =]

Shipment summary
Total shipmert weight:  200.00 kgs

Total camiage value:  $100.00 USD

Package summary [T otal packages: 0)
¥ you ship now, your shipment will contain 0 package(s)

Pka Weight Camiage value

Delete

Rate Quote Ship
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Special service options

U.S. or Return MPS - FedEx Ship Manager Software
allows you to apply the service to individual
packages, if applicable, or to all packages in

the MPS. Click Special services and make your
selection(s).

To apply the service to all packages in the MPS,
select Apply to all? check box. Click OK to return to
the Multiple-Piece Shipment Information screen.

To apply the service to this package only, leave the
Apply to all? check box unchecked.

Note: If the Apply to all? option is not available for a service, the
service applies to all packages in the shipment and cannot be selected
for individual packages.

Canada domestic or International MPS - Special
service options apply to all packagesin an
international MPS. If you want to view, modify or add
special service options, click Save & Exit, then click
the Options tab.

Expert

Multiple-Piece Shipment

Shipment information

Information

Print labels after | have

S hipment summany
ofal &

|sD

=]

Sianature Options| Special Services information
FedEx Express Special Services
O ot Special Service View/Edit  Applytoal?
E Hold at Location [&]
[ | Lithium Batteries/Cells =)
Pack [T | Phamacy Delivery )
[ | Priority Alert =)
Package Weighl [ Priority Alett Plus ]
Packege dmension]| | | Lol Labels a8
| [ | Saturday Deliver =]
Customer referenc|
P.0.numbg
Invoice numbg
Shipment I
Department note|
Package contents
Package cortents
s

e preferences

Rt Qe

Delete

Ship
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Additional handling (U.S. only)

1.

To add or modify handling charges for U.S. MPS packages,
click Add’l handling and enter a fixed or variable amount.
Handling charges carry over from one package to the next.
Note: Additional handling is activated only if you have set handling charge
defaults in your Shipping Profiles.

Once you have entered all package information, click Add

to add the package to the shipment.

Note:
If you did not select the Print labels after | have completed the shipment
check box, then Ship displays instead of Add. Each time you enter package
information and click Ship, the package is immediately processed and a
label is printed.
As you add each package, the Shipment summary and Package summary
sections are updated.

Enter package information for the next package in your
MPS.

« Torepeat the information entered on the previous
package, click Repeat previous package. Make any
changes and click Add.

« Ifyouare shipping alcohol or dry ice in a U.S. MPS, click
Special services to edit the alcohol contents or weight
of the dry ice for each package as needed.

You can specify which package contains Dangerous Goods
from the Select Dangerous Goods Packages screen after
adding the Multiple-Piece Shipment Information.

The following functions are available at the bottom of the
Multiple-Piece Shipment Information screen:

« Cancel - Cancel your MPS and all associated shipment
details and options.

+ Override preferences — Override any MPS preferences

Expert

set in your shipping profiles.

Save & Exit — Save MPS information and return to
previous shipping screen.

Rate quote - View a courtesy rate quote detailing
shipment charges for each package, including COD
and additional handling.

Ship — Process your completed MPS.

Done - If you did not select Print labels after | have
completed this shipment check box in the Shipment
information section, Done displays at the bottom
right instead of Ship. When you have shipped all
packages in the MPS, click Done to exit the screen
and return to the Shipment details screen.

Page 236



Essentials Expert

Total shipment information (Canada Domestic and International only)

9. The following functions are available at the bottom of
the Multiple-Piece Shipment Information screen:

1. For a Canada domestic or international MPS, you have
the option to divide the total weight of the shipment

equally amongst all packages in the shipment. To use this . Cancel - Cancel your MPS and all associated

option, click Total shipment information in the Shipment
information section.

shipment details and options.
Override preferences — Override any MPS

2. Ifyou are e.ntering individu-al pagkage dimensions, select preferences set in your shipping profiles.
Enter individual package dimensions check box. The ) ) .
screen refreshes to display the Package information Save & Exit - Save MPS information and return to
section. other shipping screens.
3. Enter total Number of packages in the shipment. Rate quote - View a courtesy rate quote detailing
. . shipment charges for each package, including COD
4. Enter Total shipment weight. and additional handling.
5. If you are not entering individual package dimensions, Ship - Process your completed MPS.
skip to step 8.
6. If you are entering individual package dimensions, select T _— ==
dimensions of the first package or enter dimensions 3 e s et ones T o soment vt 0108
m a n U a | Iy. ° TDotal\:_rs“hmm:m l;nlolrm;;t\in sn:r
7. If thisis the only package this size, click Add, then repeat e
these steps for the remaining packages. ceemen ot (R i .
If there are identical packages in your MPS, select the
Identical packages check box after you have entered all
package information. Then enter the number of identical
packages and click Add.
Note: As you add each package, the Shipment summary and Package
summary sections are updated.
8. To view or edit shipment information on the other
shipping screens before you complete your shipment,
click Save & Exit. Make changes as needed and click
Multiple-piece shipment to return to the Multiple-Piece g | [o— [ Smette | [ Faci: | (ECEEE

Shipment Information screen.
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FedEx Ground Multiple-Piece Shipment (MPS)

If you are shipping a U.S. domestic, Canada domestic or international
FedEx Ground multiple-piece shipment (MPS) containing nonidentical

packages, proceed with this procedure. U.S. domestic or Return MPS

Notes: T =

Shipment summ; ary
Total shipmert weight:  0.001bs

«  Toship aU.S. domestic FedEx Express or FedEx Ground multiple-piece shipment (MPS)
containing identical packages, refer to Per Package/Per Shipment Option (U.S. Only).
+  To ship a commercial or residential intra-Canada FedEx Ground multiple-piece shipment or

Package rate quotes
Package rate quote:  $0.00 USD

a FedEx International Ground multiple-piece shipment (MPS) by entering a total shipment
weight and dividing it across all of the packages in the shipment, refer to Parse Pak (Canada

Package summary (T olal packages: 0)
Fkg  Weight  Declared value

Domestic and International Shipments).

Add handing

)

1. To ship a FedEx Ground MPS, follow the steps in the previous
Preparing an MPS section. Then continue with step 2 below to
complete the Multiple-Piece Shipment Information screen.

2. Select Print labels after | have completed this shipment check box
so you can modify the shipment without starting over. All labels are Canada domestic or International MPS
printed when you finish the shipment.

Note: For International Direct Distribution (IDD) Multiple-Piece shipments (MPS), the ‘Print
labels after | have completed this shipment’ check box is enabled by default, however you
can still uncheck the check box.

(B |
Shipment summary
Total shipment weight:  200.00kgs
Total cariage value:  $100.00USD

3. U.S,, Canada or Return MPS - Enter information for each package. ——

Repeat previous packsge

For instructions, start with step 2 in the Information for each peckaos e [T

Package dimensions:

Caniage value $100 usD

package section on the following page. et e

¥ you ship now. your shipment wil cortain 0 package(s)

Fkg  Weight  Camage value

4. Canada domestic or International MPS - Select one of the following
options:

« Information for each page - Click this option to enter individual
package weight, dimensions and value. R

« Parse pak - Click this option to automatically divide the total weight
of the shipment among all packages in the MPS.

Note: For U.S. FedEx Ground MPS, select the Identical packages check box on the Shipment

details screen to automatically divide the total weight of the shipment among all packages in

the MPS. Refer to Per Package/Per Shipment Option (U.S. Only).
e
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Information for each package

1.

Select Information for each package in the
Shipment information section to enter individual
weights, dimensions and value for each package in
the shipment. (This step applies to Canada domestic
or international MPS.)

Change the Package weight for the first package,
if needed. The weight fills in from the Weight
entered on the Shipment details screen.

Note: For a return MPS, enter the Estimated weight and an Item
description.

Enter or select package dimensions and other
optional information such as declared or carriage
value and references.

If there are identical packages in your MPS, select
the Identical packages check box after you have
entered all package information. Then enter the
number of identical packages and click Add.

All of the identical packages are listed individually
in the Packages summary section.

You can specify which package contains Dangerous
Goods from the Select Dangerous Goods Packages
screen after adding the Multiple-Piece Shipment
Information.

Expert

Shipment contents (U.S. and Canada domestic only)

Click Shipment contents to enter information specific to
the package, such as part number, SKU, description, etc.

Special service options

U.S., Canada or Return MPS - If you want to view, modify
or add special service options that you selected on the
Options screen, such as non-standard packaging or
C.0.D,, for individual packages, click Special services
and then click View/Edit next to the service. The Special
Services information screen displays. View or make any
changes, then click OK.

If you cannot access a service on this screen, then

the service applies to the entire shipment and cannot be
modified for individual packages. Click Save & Exit then
click the Options tab.
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Additional handling

1.

To add or modify handling charges for this package,
click Add’l handling and enter a fixed or variable amount.
Handling charges carry over from one package to the
next.

Note: Additional handling is activated only if you have set handling charge
defaults in your Shipping Profiles.

. Once you have entered all package information, including

contents and special service options, click Add to add the
package to the shipment.

Note: If you did not select the Print labels after | have completed this
shipment check box, then Ship displays instead of Add. Each time you enter
package information and click Ship, the package is immediately processed
and a label is printed. As you add each package, the Shipment summary
and Package summary sections are updated.

. Enter package information for the next package in your

MPS.

« Torepeat the information entered on the previous
package, click Repeat previous package. Make any
changes and click Add.

« If you have selected a special service option, such
as non-standard packaging, click Special services to
edit the information as needed.

You can specify which package contains Dangerous
Goods from the Select Dangerous Goods Packages
screen after adding the Multiple-Piece Shipment
Information.

. The following functions are available at the bottom of

the Multiple-Piece Shipment Information screen:

Essentials Expert

Cancel — Cancel your MPS and all associated
shipment details and options.

Override preferences — Override any MPS
preferences set in your shipping profiles.

Save & Exit — Save MPS information and return to
previous shipping screen.

Rate quote - View a courtesy rate quote detailing
shipment charges for each package, including
C.0.D. and additional handling.

Ship — Process your completed MPS.

Done - If you did not select the Print labels after

I have completed this shipment check box in the
Shipment information section, Done displays at
the bottom right instead of Ship. When you have
shipped all packages in the MPS, click Done to
exit the screen and return to the Shipment details
screen.
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Parse Pak (Canada Domestic and International Shipments)

Parse pak is faster than entering information for each
package. With Parse pak, just enter the total number

of packages and the total weight of the shipment to
automatically divide the weight equally among all packages.

. . . . . Multiple-Piece Shipment Information ==
To ship a commercial or residential intra-Canada FedEx Somonttomain ommicmmn
Ground multiple-piece shipment or a FedEx International o e
Ground multiple-piece shipment (MPS), proceed with this N

p roced ure. Total shipment weight: 30.00 bs

Signature Options:  Mone specitied -

1. Click Parse pak in the Shipment information section.

2. Enter total Number of packages in the shipment.

3. Enter Total shipment weight.

4. To add or modify special service options, such as
C.0.D,, click Save & Exit then click Options tab.
Note: When you ship Parse pak C.0.D., you enter one C.0.D. amount for the
shipment and receive one C.O.D label.

5. To return to the Multiple-Piece Shipment Information
screen,click Multiple-piece shipment at the bottom of the
screen.

Save 4 Ext Reto Quote

6. Click Ship to process your MPS and print labels.

Notes:

«  Toship a U.S. domestic FedEx Express or FedEx Ground multiple-piece
shipment (MPS) containing identical packages, refer to Per Package/Per
Shipment Option (U.S. Only).

« Ifyouare shipping a U.S. domestic or Canada FedEx Express or FedEx
Ground multiple-piece shipment (MPS) containing nonidentical packages,

refer to FedEx Express MPS and FedEx Ground MPS.

«  For U.S. FedEx Ground MPS; select the Identical packages check box on
the Shipment details screen to automatically divide the total weight of
the shipment among all packages in the MPS.Refer to Per Package/Per
Shipment Option (U.S. Only).

1
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Per Package/Per Shipment Option (U.S. Only)

The per Package/per Shipment option on the Shipment
details screen is available for a U.S. domestic FedEx Express
or FedEx Ground multiple-piece shipment (MPS) containing

identical packages. This option is not available for shipments g 2= = wie v el s —
to Puerto Rico.
1. Enter the total weight and total number of packages for a e Do Do Specilsenees

Fedg( Express or FedEx Ground multiple-piece shipment | e P

M P . Country: U5 - United States - Sa'vimlyp&i 7 - FedEx Express Saver
. Cnl:p:ny:::: s Pac;gedimer\smns: = e

2. Select Identical packages check box. The Per Package/Per kvons 1. PPy Shiodate; 10272077

Shipment drop-down menu displays. ot e ] Semowes: G5 < st

City: SAN DIEGO -
3. If you select Per Package from the drop-down menu, Tesons 581263363 5
. Location & |555 Select Signature Options
FedEx Ship Manager Software processes the packages as P Bt Ao o
o o . . Save in/update my address book .

a multiple-piece shipment (MPS). The Per Package option £ At e

is the default setting. E——— of B oy
4. If you select Per Shipment from the drop-down menu, s

FedEx Ship Manager Software automatically divides Coptnstans, Oamnrds - -

the total weight by the total number of packages in the Pt |

shipment.

. . . . . Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times Multiple-piece shipment

5. Click Options tab and select the special service options. T, e, 207 310 |

6. For C.O.D., enter one C.O0.D. amount per package for the
entire shipment.

7. If you want to display the courtesy rate quote, click
Rate quote at the bottom of the screen.

8. Click Ship.
Note: If you are shipping a U.S. domestic FedEx Express or FedEx Ground multiple-

piece shipment (MPS) containing nonidentical packages, refer to FedEx Express
MPS and FedEx Ground MPS.

Note: To ship a commercial or residential FedEx International Ground multiple-

piece shipment (MPS), refer to Parse Pak (International Shipments).

1
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The Hold File

Use the Hold File as a central holding place to save Enable the Hold File

shipment information for as long as you like. Once you . . . ]
save a shipment to the Hold File, you can delete, edit, To display the Hold check box on the Shipment details screen:

duplicate or ship it at any time. The Hold File is perfect 1. Select System Settings from the Customize menu.
for pending and repeat shipments. 2. Select the appropriate System # and click Modify.
Refer to the following information in this section to use 3. Click 2-FedEx Customer Admin tab.
4

and customize the Hold File: . Select the Enable Hold File check box in the Shipping Screen
« Enable the Hold File section and click OK.

« Save Shipments to the Hold File

« Hold File Functions e 5
Syemt [ | Descrption: |
° C u sto m iZe th e H O I d Fi | e 1-\:m Slysllem Sremngs 2. FedEx Custamer Admin |3+ Logging |5-Fed£x£xwessAémm | 5 FedEx Graund Admin | - Misc

Contact name:

Company name:
Address 1. |add1
Address 2 [add2

e
ay only
() Override indefinitely

jeight  Track  Shipping st ~  Address Bock  Reports | Close City @® Do not ovenide
State/Province: [ON Zip/Postal O Ovenide today arly
xclude! i

je O bt Bt Lkl (= Shipping Scroen

jonus Discounts

e : Packace conlaing: ) Document (@) Commodty /Merchandse ] Broker Select Option futo popule Cay/Sate [ Express Eamed Discourts
pert ID: || AUTOCA ~ | | ] ) 1 | CTdertil pasckingos = [ Autotab to Weightfrom Fecient ID [ Ground Eamed Discounts
fountry: 0 - Canads b | [z Mt~ manme J Doy b Support Infomation
bt name: CAFE Auteematan - ) 1 ] Hold af Location . [ Use Domestic List Rates Enable Expired Rates
: Service type: | 2 -FadEn inipions! Prioulyrd | ] 174 Prmary Cortact name: ‘ [ Use Intemational List Rates
[ name Packans trpe; | Dher Packagng - O] Letmm BattenenCole Emai Address: | || 1 Disabe Rates onthe Shisping Sreen
jireas 1:| Addnss Line1 . ] Nem Standard Packagng [ Disable Rate Quote Dialog
: Fackage dmensicra: | Select aniem . | ] Ret.ma Cloarance Other Gortact e | Enable automatic downioad of Ground discourts
jiress 2 Address Line2 Ship date: 1270172022 [z] (] Third Pasty Conigree Email Adress: | | Display Dynamic Rate Preview
firmes 3. | Exprers oo Total carioos vabue: [50.00 UsD- e IPD/DF Monrevenve aosourt # |
pl code: MM 1M1 # SateProvincs: ON - - Quick Setup
City: | Tororto «| ¥ [] Create Defauk Sender from Account information Phone #:1() - Bt
Ta 1D
pphwore; (501) 263-53433 (=} |
V/EIN Listion & 666 \iew/Edt Special Sennce | [4] Repor Prter 1=
[ Thinis & residertial address A242
] Save miupdate my address book Awita Track oK Cancel
00 Ao Tk
_ R ]
o gender. | Rampa w O e -] P Ry
Jert servcer. Mphass -
Additional references
add1
Colkervlle, TH 38017 P10, number
b pddman. | Cutient sendes - Ireoice rumber |
i/ Bt Shwpment 10
Wpkasis
a1
Colervlle, TH 33017
Dglete/Moddy shipmnt | Repeat shipenent | Oerride prefs | Rate Quote and Transit Tames S186.72 | Dim Wisight 12 s | Multiple-petce shiprg
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Save shipments to the Hold File

You can save shipments to the Hold File for as long as you
like.

1.

2.

Select Hold check box in the Recipient information
section on the Shipment details screen.

Note that Ship changes to Hold at the bottom of the
screen.

Select a Recipient ID or enter a new Recipient ID and all
required recipient information.

Enter remaining required package and billing
information.

Click Options tab to select additional shipping options
and special service options.

Click Hold at the bottom of the screen to save the
shipment to the Hold File.

Note: All commodities listed in an international Hold File shipment are saved, but
only the first commodity displays on the Hold File List. To delete, edit, duplicate
or process a shipment in the Hold File, refer to the following Hold File Functions

section.

& Ship Manager |
Detgbases Customige Utilities  Integration  Inbound  Passpost fedexcom  Help

TFreight  Tack Shippingw - AddressBook  Repoms | Close

1
Postal code: MM 1M1 | # Stale/Province] 0N |

Mds | Delete/Moddy shipment = Hepeat shipment | Overrideprefs | Rate Quote and Transit Tames

Oty Tororto | v
[Bonzesn | e ]
Wiew/Edt Special Service Data.

Ta AD/EIN Locgtion & 666 Selct S r
] This is & resideniil address Kewiz

[ Save n‘update my address book Auta Track
17 Auto Trac, Bl t: [ 1 Serder =

Collervlle, TN 38017 PO, rumber. b
| Irrvoicoe number: b |
Mew/Edt Shipmant ID: b

S186.72 | Dim Weight 12 lbs | LMuttiple-pece mu;.-ne:\rl:]

Expert

Hold file functions

Delete, edit, duplicate or ship a Hold File shipment at any time.
Refer to the following instructions for each Hold File function.

Delete
1. Select the shipment on the Hold File List and click Delete.
2. Click Yes to delete the shipment.

Assign tracking #

Select the shipment on the Hold File List and click Assign
Tracking #. A tracking number is automatically assigned to the
shipment.

Note: If Tracking # is not displayed on the Hold File List, refer to the Customize the
Hold File later in this section to select fields to display.

A message to download new tracking numbers is displayed If the total shipments
in the Hold File batch for each carrier exceeds the number of tracking numbers
allocated for that carrier.

File Datghases Customize Utilities Integration Inbound fedexcom Help

Ul LTLFreight Track Shippinglist ~ AddressBook Reports  Close | fedexcom MXJ
Hold File List =]
Searchfor in fiekd v [ Seach ][ showm ][ Seectal
Transaction N Recipient Recipient Recipient Recipiert Recipient
EmorMessage | Tracking # Recpient ID ~ oy Corfact Name  Company Address 1 Address 2 Recipi

AUTOUS S CAFE Automation  DASQA 10 FedEx Parkway  Baliey Station Rd  Calliervil

@ Are you sure you want to delete the selected item(s)?

< m, v
[ ok ] [ cstomzz | [ Deete | [ AsionTmcking# | [ Edt | | FeedScae | [ Duplicate Sipment |
Number of tems: 0
Clear fields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times Multple- piece shipment
Commldle Thursday, June 22, 2017 4:38 PM 1
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Edit Ship

1. To edit a shipment directly in the Hold File List, click the Select the shipment on the Hold File List and click Ship.
appropriate field and update the information, then press The shipment is processed immediately and removed
Enter to accept the change. from the Hold File.

2. To edit the shipment information on the Shipment details
screen, select shipment on the Hold File List and click Edit.
The Shipment details screen displays.

3. Make any changes on the Shipment details screen.

4. Click Options tab to add or edit options and special
service options.

5. To save the shipment, make sure the Hold check box is
checked, then click Hold at the bottom of the screen. The
shipment remains in the Hold File.

6. Click Ship to process the shipment. The shipment is
removed from the Hold File.

Read scale

If a scale is attached to your shipping system, select the
shipment on the Hold File List and click Read Scale to read
the package weight.

Duplicate shipment

Select the shipment on the Hold File List and click Duplicate
Shipment. Unless there is an error, the shipment is processed
and you receive a shipping label immediately. The original
shipment stays in the Hold File.

Note: For regular distributions, like payrolls or monthly reports, enter the
shipment information and save the shipment in the Hold File. Then duplicate the
shipment from the Hold File when it is time to ship.

1
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Hold file list customization

The Hold File List can be customized to display
the fields you select.

1. Select Hold File from the Shipping list menu.
The Hold File List displays.

2. Click Customize.

3. Select the check boxes for fields you want displayed
on the Hold File List.

4. Click OK.
Note: The field selections and column sort order you select in the Hold File

List are maintained during software reboots, software closes and End-of-
Day close.

FIE Databases  Customize  Utilities Integration Inbound fedex.com  Help

| LTLFreight | Track | Shipping list = Address Baok | Reports  Close | fedexcom | Mx
Hold File List [=]
Searchfor infield | =] [ Seach [ ShowAl ][ Seecar
ErorMessage  poreacton Tracking # Recipiert D~ Kﬂ:_fu"rﬁ'r:’“ e S_f":s;y“ FeneE e Recipi

Heold File List Customization [==]

Error Message o

Recipient Address 2
Recipient City

rtPost
Number of Packages
Package 0 -

Hold Fie Lookup Bxact Matches Orly

Uncheck Hald Checkbax on Edit/Lookup

Apply cument sender and retum address to all shipments:

« i [ ok ][ cekal ][ unchedcar |[ cance ]

'
oK | [[Casomze | [ Deke \‘ e e J:_\ Duplicate Snipment | ——

Number of items: 0

Clear fields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times | | Multiple-piece shipment

Thursday, November 02, 2017 2:47 PM l
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Hold file list lookup options

Choose from a variety of ways to customize lookups on
the Hold File List.

1. Hold File Lookup Exact Matches Only

Hold File List Customization =
Select this option then select a field from the Hold File
Lookup Field menu to match during a Hold File search.

Ermor Message

»

Tracking #

Transaction 10 B
Field options include: Recipiert 1D =
+ Date Created Eeqpieg g;mz )
ECIDIE = ame B
- Department Notes Recipient Company
« Invoice number Recipient Address 1
« P.O.number Hec?p?errt Address 2
. . Recipient City
+ Recipient ID Recipient State
« Reference Recipient Zip
hioment ID SmartPost Hub Id
* S pme t MNumber of Packages
« Transaction ID ) Package Weight{package 0) -
2. Uncheck Hold Checkbox on Edit/Lookup
Hold File Lookup Field: [ Date Created -

Select this option if you usually ship packages after
you retrieve or edit them from the Hold File. If this
option is selected, the Hold check box is deselected

[] Hold File Lookup Exact Matches Only
Uncheck Hold Checkbox on Edit/Lookup

when you return to the Shipment details screen. (] Apply curert sender and retum address to all shipments
3. Apply current sender and return address to all [ ok || CheckALL |[ UncheckAl || Cancel
shipments

Select this option when shipping multiple packages
from the Hold File at the same time.

.
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FedEx SmartPost® and FedEx SmartPost® Returns* (U.S. Only)

FedEx SmartPost® is a U.S. residential service with last mile
delivery by the U.S. Postal Service (USPS). FedEx SmartPost®
is offered on a contractual basis and is a cost-effective, less

time-sensitive, low-weight, and less feature-rich alternative to
FedEx Home Delivery. To learn more about FedEx SmartPost®,

go to fedex.com/us/smart-post/index.html.

This is a contract service. Once enabled on your system by
FedEx, FedEx SmartPost® displays as a service option on the
Shipment details screen.

FedEx SmartPost® and FedEx SmartPost® Returns services
are available for FedEx account holders that have signed an
agreement for FedEx SmartPost® services.

For more information about FedEx SmartPost® or to get
started using this contract-only service, contact your FedEx
account executive or call 1.800.GoFedEx 1.800.463.3339.

*Applies to FedEx account holders that have signed an
agreement for FedEx SmartPost® services.

Using the FedEx Ground integrated label for driver pickup,
FedEx SmartPost® shippers can:

Use the FedEx SmartPost® shipping screen to generate

one label at a time for variable package size and contents
for different shipping destinations. Simply enter the final
U.S. destination, select the appropriate contracted FedEx
SmartPost® service in the Package and shipment details
section, select any additional special services, and click Ship.

Use the Import/Batch/Hold process to generate multiple
package labels for multiple U.S.-customer destinations. First
build a FedEx SmartPost® template following standard FedEx

Ship Manager Software instructions used for other
shipping services. FedEx SmartPost® specific data fields
are built into the Hold File Database.

Customers supported by a FedEx customer technology
consultant can use the FedEx® Integrator process to
automate data entry for specific shipping data by
integrating it into a database(s) and/or text files. There
are two types of FedEx SmartPost® customers: large-
volume shippers and small-volume shippers.

Large-volume shippers
FedEx SmartPost® large-volume shippers:
+ Generally ship 500 or more packages per day.

« Typically maintain a trailer at their site until that
trailer is filled to capacity.

Small-volume shippers

FedEx SmartPost ® small-volume shippers:

« Generally ship less than 500 packages per day.
+ Have aregular scheduled FedEx Ground pickup.
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FedEx Ground tracking number Visibility of earned discounts for FedEx SmartPost® (U.S.
The FedEx Ground Tracking Number is assigned to all the Only)

FedEx Outbound SmartPost ® shipment s for accurate Based on your shipping volume and the terms of your FedEx
information on the shipment status. pricing agreement, your FedEx SmartPost® shipments

may benefit from earned discounts. You can now stay on
top of these discounts — and the resulting net rates —
without having to do a thing. FedEx Ship Manager Software
+ FedEx Outbound SmartPost ® shipment allows youto  clearly displays your bundled and earned discount rates

The following are few benefits of the FedEx Ground
Tracking Number

auto track and displays the filtered results based on automatically, and includes them in your courtesy rate
the ground tracking number provided. quotes. This new feature also provides the option to display
«  The ground tracking number, if enabled is populated your earned discounts on your doc-tabs (thermal labels) and
for FedEx Outbound SmartPost © Returns shipments reports, and enables export integration capabilities.
and is included in the tracking number section. As a FedEx SmartPost® customer, you also now have the ability
+  You can search and retrieve information on FedEx to earn discounts from your aggregated FedEx Express, FedEx
Outbound SmartPost® from the shipping history Ground, FedEx Home Delivery, FedEx SmartPost® and FedEx
screen using a ground tracking number. Freight shipments. The more you spend on shipping with
FedEx, the greater the discount you receive. You must sign
Shipping list a Portfolio Pricing earned discount pricing agreement to be
FedEx SmartPost® shipments are available in the Domestic eligible to receive earned discounts.
Shipping List when FedEx SmartPost® has been enabled Discounts are automatically downloaded to your system. To
on your system. FedEx SmartPost® Returns shipments are download your earned discounts manually, follow these steps:
available in the Returns Shipped List. 1. Select Download from the Utilities menu. The Demand
To access the shipping list: Download screen is displayed.
1. Click the Shipping list tab. 2. Click plus symbol (+) to expand the Rates section.
3. Select SmartPost® Rates check box and the

2. Select Domestic from the drop-down menu. The View : _
Shipped List - Domestic screen displays. SmartPost ® Earned Discounts check box (as applicable).

e - . 4. Click OK to download your rates and earned discounts.
Note: The domestic shipping list customization screen displays the alternate

track ID field, which is also known as the Delivery Confirmation tracking
number.

1
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Intelligent Mail® Package Barcode (IMpb)
(U.S. Only)

FedEx SmartPost® users can enjoy better end-to-end visibility
and enhanced performance of the new U.S. Postal Service
(USPS) Intelligent Mail package barcode (IMpb).

The IMpb is a new barcode format designed by the USPS for
all commercial and online consumers. The IMpb is a regulatory
requirement, meaning all FedEx SmartPost® packages must
adhere to the IMpb specifications.

While the new format will have the same symbology as the
current one, it will have new data elements that define mail
class, subclass, and extra services within the barcode.

There are three main differences in the IMpb from the current
barcodes:
1. Application Identifier change.

« Current barcode has an application identifier of 91.

« IMpb has a channel-specific application identifier of 92.

2. Moving from a 2-digit USPS service type code to a 3-digit
USPS service type code.

+ A 3-digit service type code provides more intelligence
within the barcode as to mail class, sub-class, and
special services.

« Alist of service type codes FedEx SmartPost® will
accept is provided with the IMpb label specification.

3. Moving from an 8-digit unique serial number to a 7-digit
unique serial number.

e
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[
Customize reports
Follow these steps to customize or create shipment and database View Customized Shipment Report ==
re p O rts . Customized shipment reports kst
H Title: Database &
1. Click Reports tab. GO0 Shmen ot Griem vty et
H H H H Commodity Report (System delivered report) Shipment
2. For shipment reports, click Customize Shipment Reports to the oo e oot meo St s o) — _
left. For database reports, click Customize Database Reports Coutesy Shipped o Detai (System devered repor) Shpmert
H H H Dangerous Goods Shipment Report (System delivered report) Shipment
to the left. To modify an existing report, select the report from e e (e ety - L
the reports list, and click View/Edit. Departmert Detal (System delivered repor) Shipment
.. . . . . Department Summary (System delivered report) Shipment
3. If the Minimum Report Customization screen is displayed, then FedEx Bpress ETD Bstch Uload Faiure Repor: (System delvered repor) | Shipmert
. H FedEx Express ETD Shipmert Report (System delivered report) Shipment
select when to print the.report, and click Data to Includg to o Croon Costomer Dot Pt Syt delvered oot -
select the shipments to include and Return Manager. Click OK FedEx Ground Customer Summay Repo (System devered repart) | Shipment
H e H FedBEx Ground ETD Batch Uplozd Failure Report (System delivered report) | Shipment
to Contlnue Wlth the SeleCted Optlons' FedEx Ground ETD Shipment Report (System delivered report) Shipment b
4., If‘the View/Edi’g Custqmized Shipment Report screenis not
displayed, continue with step 5. —
5. Click Add to create a new custom report, or create a new from
an existing report by clicking Add by duplication, if available. oo Comomiaes =
6. On the View/Edit or Add screen, enter a new Report Title or Reportle - [COD Stipmert Fspot gpnmwawm E0D
. . . . Print at Fedex Ground EOD
modify the existing name, if needed. [ Pt FodEx SmatPost EOD
7. Select the type of data to include in the report from the
Database menu.
« For shipment reports, select Shipments, Receive for
inbound shipments, or select one of the Multi weight
options.
« For database reports, select the appropriate database,
such as Recipient or Sender.
8. For shipment reports only, click Data to Include to select the

types of shipments you want to include in the report for FedEx
Express, FedEx Ground, and returns.

Note: You can also select the data to include by clicking Override include on the
Shipment and Shipment history report screens.
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9. For shipment reports only, select one of the Print options

for FedEx Express, and FedEx Ground if you want to print P —— e ——
the report automatically at the end of the day. If not, do not

Report Tile: Database: [Shipments -
1 i Print options
select any print options. e
Note: When you close shipments from the Close screen, you can select the Hold Printfield s Sortficld st Filter field s
. . . — - act Name A ul i jame

reports operator options on 2-Reports tab if you do not want to print reports Cnmm'f::_ ———— Coctact M Saliley S Beld
automatically. Length of field: D

Left Margin of field: 0

Line Break after field
10.Print field list

[mfddy] [ ViewEdt | [ Delete | [amtddi) [ ViewEdt | [ Delete |

Layout S ubtotal field kst

[] Print column headings ~ [¥] Print detail lines Field [mmgnmgmammage v]

The fields included in the report display in the list box. For
field definitions, refer to the Report Field Definitions at the

[] Keep muttiple lines together on same page

end of this section. Fort S
- To add afield to the report, select the field from the o 0'3“

Field menu in the Print field list section.

Space between columns: o

[ Page break between totals

« Toadd comments to the report, select **Comment***

Blark nes betweentotals: 0

from the Field menu, and enter the Comment text.

« Enter Length of field if you do not need to use the
maximum number of characters.

[ ——

« Enter number of spaces to indent in Left margin of field Fegot o Depater Dot Db st )
. Print options
to add a |eft marg|n. [T Print at Fedex Ground EOD [ Print at Fedex Bxpress EOD
. Select Line Break after field check box if you want the e | e ———— T
next field to begin on the next line. reefare ]| e
. Left Margin of field: 0
« Toadd afield to the report once you have entered the [E——
associated information, click Add. : w 5
: H s Wa:mz 5 £ e View/Edit elete
. Toreplace a selected field with another field, select the postrettine “ il i) ititi] ) [_vota | [ (o
field from the list box, then select the replacement field e e s mea ) Pt ctaines Pkt Decired Ve Sucharge =
. . ervice |ype Keep muttiple lines together on same page _m
from the Field menu, and click Change. G Crore - EoT——r— :
Declared Value Surcharge
« To delete a field from the report, select the field, and :m; - -_
click Delete. A

Page break between totals

« To change the order in which a field appears on the
report, select the field, and click the up or down arrow
until the field is in the order you want.

Blank lines between totals: 1

.
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11.Sort field list

. Toadd a sort field, click Add in the Sort field list then 12.Filter field list
select the field from the menu on the Add Sort Field
screen.

« Enter 1 as the Start Position to sort the field using the
first character. To sort with another character, such as
the third character, enter 3.

« Enter the number of characters to sort the field by in
Length. For example, sort the first 5 characters for

Customize your reports to run with one or more specific
report filters. Only shipments that match your filter field
value(s) appear on the report.

« To add afilter field, click Add in the Filter field list
section and select the field from the menu on the Add
Filter screen, then enter the Value. For example, select

department notes: ABC111, ABC122, ABC133. {R_ecig(ijent C&mpglrj[y anlql in;ggNumber One Company.
« If you want to print subtotals, select Print Sub-totals ©addanother fiiter, clic :
check box. « To modify filter field information, select the field in
«  When you have finished entering the information, click the Filter field list section apd click View/Edit. Make
OK. The field is added to the Sort field list. changes as needed, then click OK.
- Tomodify sort field information, select the field, and . Todelete a filter field, select the field in the Filter field
click View/Edit. Make changes as needed then click OK. list section and click Delete.

« To delete a sort field, select the field, and click Delete.

« To change the order in which fields are sorted, select the —
Add Customized Shipment Report [=]
field, and click the up or down arrow until the field is in Fepor THs: Depatnent Deral s [Sipmerts )
Print options
the sort order you want. Dmstopeuse | [ Pt adecGrundOD [ Pt t e rss EOD
Print field list Sont fieldlist Filte field list
File  Datobases | Customize jation  Inbound fedexcom  Help Fild: [Net Charge =] | [ Contact Name Statt Len Sub Field Name Value
LY LTL Freight * lok Reports | Close | fedex.com Mx Comment text: [Nt Avaiable -ﬂ % 5
Length of field: 10 * ;
Special Serwces
= - [ Line Break afterfield
o
=) Number of pacicaes: 1 Idertical packages [Crornee | [ 23] Add Filter o] B |
] Change
3 . T S T E= —
- Service type: 1 - FedE Intemational Priority - Departmert Code 15
System Setings o= P (Bl D/T/Fess account number -
Forms Departmert Name u
Languzge » Tracking # 21 < e Sublotal fiekl st
Font Skze 2l standard — Actual Weight 8 Field: [Declared Value Surcharge -
Adress = alca . -
Postal code: MM 1M1 State/Provine| Largest Service Type 3 [LJ ﬂj
Gity: Tororto ] Giross Chargs 10 Total Weight {in Ibs and kgs)
Telephons: 501} 65455 e Vsl o Seice b MetCage 0 = 4
Tax ID/EIN; Location #: |666 7] Waybill Select Signature Options Line length: 107
Save inupdate my address book oy " Py Auto Track Left Margin: 0
ransportation to: :
[ uto Track =
: S L
- Add1handing
Change sender - [] Page break between totals
Cument sender. -
Birik nes betweentotals: 1 o] ;
PO number: -
Crange et ass, | Eunet s - — .
St 0 .
a Cancel
Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times Mutiple-piecz shipment [N
Comm Idle Thursday, Nevember 02, 2017 2:30 PM
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13.Layout

« To print field names or abbreviations as column 14.Subtotal field list
headings, select Print column headings check box in - To print subtotals for a certain field, select the
the Layout section. Field in the Subtotal field list section and click

- To display information for individual packages, select Add.
the Print detail lines check box. « To change the order of the subtotal fields, select

« Select Keep multiple lines in together on same page the field, and click the up or down arrow until the
check box, if desired. field is in the order you want.

« FedEx Ship Manager® Software automatically adjusts « To delete a subtotal field, select the field, and
the Font Size on your reports based on the number click Delete.
of fields you include. You can not make manual 15.Finalize

adjustments to the font size. «  When finished modifying or adding information

« If your report fonts are too small, customize the to the report, click OK to save your changes.
report to remove unnecessary fields, and the report

adjusts automatically to a larger font size.

« The Line length displays the actual number of
characters in the report and includes field lengths,
spaces and margins.

« This number updates automatically as you modify
fields in the report. If the number exceeds the
maximum Line length amount, you are prompted to
modify the length of the report.

« Toindent for a left margin, enter number to indent in
Left Margin, or enter zero (0) for no left margin.

« To add blank spaces between each column, enter
number of blank spaces to add in the Space between

columns field, or enter zero (0) for no additional
spaces.

« To advance to a new page after printing totals, select
Page break between totals check box.

+ Toadd ablank line between totals, enter number of
blank lines in Blank lines between totals.

1
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Report field definitions

The definitions of specific fields on customized reports
appear below. Please note that these definitions apply to
doc-tabs, reports, export shipment data, and PassPort
shipments, unless otherwise indicated.

Additional Handling Charge
COD Freight Charges to add to COD amount

Freight
Gross Charge

Net Charge
Courtesy Net Freight Charge

Courtesy Effective Discount

List Gross Charge
List Net Charge
List Total Surcharge

List Total Customer Charge

Total Customer Charge

Total Discount

Total Surcharge Amount

Additional handling charge

Select from many options to include additional handling
charges. Below are the various options based on your
Handling Charge selection.

« Fixed Amount

« Handling Charge = the fixed amount specified.

Essentials

Variable amount of my shipping charges

Handling charge = (Variable % / 100) * net charge
(not including surcharges or Canadian taxes).

Variable amount of FedEx® list shipping

Handling charge = (Variable % / 100) * list net charge (not
including surcharges or Canadian taxes).

Variable amount of FedEx list shipping charges and
surcharges

Handling charge = (Variable % / 100) * list net charge
(including surcharges but not Canadian taxes).

Variable amount of my shipping charges, surcharges and
Canadian taxes

Handling charge = (Variable % / 100) * Net Charge
(including surcharges and Canadian taxes [HST/GST/PST]).

Fixed amount and Variable amount check boxes are both
selected.

Calculate Fixed Amount Charge (FAC) by using Fixed
Amount entered.
Formula: FAC = + or - Fixed Amount.

Calculate Variable Amount Charge (VAC) by multiplying
Base Charge * Variable Amount percentage.

Formula: VAC = (Base Charge * + or - Variable Amount
percentage).

Calculate Total Handling Charge by adding Fixed Amount
Charge and Variable Amount Charge.

Formula: Total Handling Charge = + or - FAC +/- VAC.

Percent of List Shipping Charges or Percent of List
Shipping and Surcharges is selected and Use List Rates
is not selected or current list rates are not available.
Additional handling calculated at ship time = zero.
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C.O.D. Freight Charges to add to C.0.D. amount

Select one of the options below to calculate C.O.D. Freight
charges in the Freight charges to add to C.O.D. amount field.

e 0-=None: C.0.D. amount = C.0.D. amount.

+ 1-C.0.D.charge: C.O.D. amount = C.O.D. amount + C.O.D.
Surcharge (for the package).

« 2 -Shipping charge: C.0.D. amount = C.O0.D. amount +
courtesy discounted net charge for the package (excluding
all surcharges).

« 3 -Total charge: C.0.D. amount = C.0.D. amount + courtesy
discounted net charge for the package (including this
package and shipment level surcharges and handling
charge).

+ 4 -0Order charge total: C.0.D. amount = C.O.D. amount
+ courtesy discounted net charge for all packages in
the shipment (including all package and shipment level
surcharges and handling charge).

+ 5-0rder charge net: C.0.D. amount = C.0.D. amount +

courtesy discounted charge for all packages in the shipment

(excluding all package and shipment level surcharges and
handling charge).

Freight

The Freight field on the Commercial Invoice has to be manually

entered by the shipper on the Customs screen. The amount

entered by the shipper in the Freight Charges field is populated

for any import/export templates.
Note: The Freight field is not available for doc-tabs.

The freight charge is added to the total value of the shipment
and also prints as a break-out of charges on the Commercial
Invoice.

Essentials

Gross charge

Gross charge = Base rate.
This is the base shipping rate without surcharges or taxes
added.

Net charge

Net charge = Base charge - Discount + Total Surcharges (doc-
tabs do not include Total Surcharges).

Note: For doc-tabs only, the Net Charge (Shipping) amount does not include
surcharges.

Courtesy Net Freight Charge

Net Freight Charge = Base rate - Discount + Total Surcharges
(not including taxes).

Note: The only difference between Courtesy Net Freight Charge and Net Charge
is that this calculation excludes any taxes and the Net Charge calculation includes
them.

Courtesy Effective Discount
Courtesy Effective Discount = List Net Rate - Net Charge.

Note: This calculation applies to reports only.

List Gross Charge
List Gross Charge = List Rate.

Note: This is the list shipping rate without discounts, surcharges or taxes added.

List Net Charge
List Net Charge = List Charge + List Surcharges.

Note: Use List Rates must be turned on to calculate List Net Charge.
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List Total Surcharge
List Total Surcharge = Sum of all List Surcharge fields.

List Total Customer Charge

List Total Customer Charge = List Net Charge + Handling
Charge.

Total Customer Charge
Total Customer Charge = Net Charge + Handling Charge.

Total Discount

Total Discount = amount discounted off Base Rate (not the
discount off List).

Total Surcharge Amount
Total Surcharge Amount = Sum of the list of Surcharge fields.

« Total Surcharge Amount is the sum of all of the individual
courtesy surcharges (not list surcharges). Additional details
are described below.

« Total Surcharge Amount field is reflected in the Net Charge
and Total Charge amount (for reporting only).

+ Delivery area surcharge amount is added to the total
surcharge amount for reporting and upload purposes.

« Since both Fuel and Declared value are separate line items
on the report outside of Total Surcharge Amount (labeled
Special Fees), they do not appear in the Total Surcharge
Amount in the reports. However, for export, doc-tabs and
PassPort, the Total Surcharge Amount contains items such
as fuel, declared value, and Canadian taxes.

e
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Customize forms Network client configuration enhancements
To assign printer settings for FedEx Ship Manager To enhance an administrator’s ability to monitor clients
Software reports and labels and to print Commercial using FedEx Ship Manager Software on their server,
Invoices on letterhead: FedEx Ship Manager Software has added a Network

Client Configuration Utility application and a Network
Client Administration tab within the System Settings
dialogue. This tab is password-protected on FedEx
compatible hardware systems, but not on FedEx Ship
Manager Software systems.

1. Select Customize forms from the Reports screen or
Forms from the Customize drop-down menu. The
Form Settings screen is displayed.

2. To change the printer/device, select the report or
label and click Change. The Printer Settings screen
is displayed. Using these network client enhancements,

3. Select the appropriate printer or device from the administrators can:

Available devices list and click OK. « Determine how many clients are connected to the

4. To print your Commercial Invoices on company server and their identities.

letterhead, select the paper type in the Paper + Remotely close network clients from the server
type area of the Commercial invoice letterhead console to ensure a clean shutdown when restarting
settings section. Then enter the top margin amount the server.

and select the measurement type in inches or

centimeters in the Letterhead top margin fields. Administrators and FedEx customer technology

consultants can also configure the network client by
5. Click OK to accept the changes and exit the screen. setting up a default sender and an attached scale
configuration. This utility can be used to initially
configure a network client on initial install or to
reconfigure a network client.

e
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Integrate your systems

Integration enables speedy information transfer between S ==
H H H H H [T Begin | mport | Export ‘[ Finish | Common Questions ¥

your existing applications, such as accounting and order | e

management systems and FedEx Ship Manager® Software.

to FedEx® gl
FedEx Integration Assistant will lead you step-by-step through the pracess of creating an integration profile. Your profile
o . will allow you to automatically fil in FedEx Ship Manager screens and print shipping labels using your existing business
FO r eXa m p I e, Wh e n yo u e nte r' | nfo rm at | o n s u C h as Custo m e r information. If you choose, your profile can also automatically send information from FedEx Ship Managerto a remote
file
. . . . . L
address and shi pping instructions into your order Hyou e using FedEx ntegration Assistantfor e fistime, please read the EecEx ieqration Assistnt Tutorial
management or accounting system (referred Creating Your First Profile
« . . . »\ ¢ . Aprofile s like a recipe card for shipping. It contains instructions abouthow you process packages. Each profile that you create contains information about where
to h e reafte I as b usiness a p p | | Cat IoN )’ | nteg rat|o n FedEx Ship Manager can find your business information and when it should get (import) or send (export) information. Profiles also contain information about how
andwhen youwantto view or edit shipping information, as well as how and when you want labels to print Click Continue to begin creating your first profile. You
M M M M M Iso selectthe link below to go online and learn more about the FedEx Integration Assistant.
makes it immediately available to FedEx Ship
M EXIA Self-Help
Manager Software for package processing.

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

« Benefits of Integration

« Preparing for Integration

« Understanding Your Shipping Process
« How Integration Works

Shor T 1
Editing Profile - Manisha_batch Continue » Save

« Planning Your Profiles

« The Integration Process

« Using FedEx Integration Assistant

« Locating Your Shipping Information
« Example Integration Profiles
« Activate Your Profile

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

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

Your Shipping Activity

Maintaining customer shipping
information

Receiving and handling paper
bills of lading

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

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

Reviewing FedEx Ship Manager
Software screens before
printing each label

Essentials

Without Integration

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.

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.

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

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

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

With Integration

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.

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.

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.

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

There is no need to recheck the shipping
information. You can print shipping labels
automatically in batches, or one at a time.
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Recent enhancements to FedEx® Integration Assistant

LTL Batch Dialog Defaults

LTL Batch Dialog Defaults feature includes the account
number with a drop down of configured LTL accounts,
Payment type, Payment terms, Service Type and Guaranteed
Service. These additions allow for inbound, outbound, and
third party shipments, without having to create different
profiles for each with complex mapping in each profile.

Progress Bar and Timer Control

Progress Bar and Timer Control will keep you updated
regarding the data loading status. FedEx Integration
Assistant has added prompts to make it easier to select the
data you wish to use.

Print BOL Indicator

Print BOL Indicator allows you to print the
BOL for your shipment.

Click Import | Information tabs. You can see Print BOL
Indicator in Special Services dialog.

..........
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FedEx OnSite

To select FedEx OnSite, follow these steps:

1. Click Import | Information tabs. The Special Services dialog
is displayed.

2. Click Hold at Location sub-group. This displays the
Company Name and Location ID fields.

On the Import | Match tabs, when Company Name or
Location ID fields is selected on the Information tab, then the
corresponding fields are available for mapping in the FedEx
Ship Manager Fields section.

Special Seneces [}
Shipmert Rafm
Hobd At Location
Address 1 Address
City [ Company Name
Conta Name 7 ComactPhona
Hedd at Lecabon Flag locatonlD |
Locatcn Mams Locaton Type
Pane Pestal Code
StatePiovinge

FadEx Ship Managir Fields
Freld Dhastaalt | Oplicencal)
Shepment Dala
Spocial Services - Hold Al Location
Compary Mame Q
Licaston i1 o
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Automatic tracking

Click Import | Information tabs. Auto Track is displayed

under Recipient information.

B yprien
BT | e
Finijearin
il
Adilaas 10 bl
Gy Comp ey
Coranct MHam-s C oy
et S nalets Bhel cuder
Binta Prowine s®
Bl il cai e ramin
| W Ak Trmed | v ae Bl Chalroaiy Flag
L) Havallipdsts = dgichass Book
T e i0¢
E=TE T I ETE =R
FedEx Ship Manager Fields
Fiekd Defau {Opbonal)
Shepment Dala
Recipient - Miscallaneous
s Tk G Setatns .

Loose Dry Ice

To select Loose Dry Ice, follow these steps:
« Click Import | Information tabs. The Special Services
field Loose Dry Ice is displayed. You can select the Loose

Dry Ice checkbox.

+ Onthe Import | Match tabs, when Loose Dry Ice field
is selected on the Information tab, then this field is
available for mapping in the FedEx Ship Manager Field

section.
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Special Services
| oo JIEERR

| Chemical Fom
Consignmént OF All Packed n One
Crificality Safety Index
|| Excepied Package Radioactve(RO)
|n}
Length
] Mulsple ldensical Overpack
Mot Explosive Mass Amount
Mat Explosive Mass Uni of Measie
Mumber Of Ovérpacks
Quter Container Pack Type
|71 Packing Giauwp

Class <
Consignmant OFf Ovarpacks
Emargancy Phone

Height

Infectious Substance Phong

| Loosa Dy lce

Name Of Signatany

ot Explosive Mass Typa
Murnber O All Packed In One
Mumber Of Packages
Quapacked

FPacking Instruchans

[ oc |
FedEx Ship Manager Fields

Figld Default {Optional)
Shipment Dala
Special Services - Dangerous Goods
Loos Dy low ‘ iﬁ Sefac & defaul
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Integration considerations after upgrade

If an integration profile utilizes the features below, please
review the profile after upgrade. Changes may be necessary
to prevent errors at ship time. If profiles require edits, refer
to the What’s New section in the FedEx Integration Assistant
Help for details on the new fields.

FTR exemption

Some FTR Exemption options were removed. If you have an
integration profile that uses a default FTR Exemption, it may
be invalid after upgrade.

Alcohol Shipments

Alcohol shipments now require an Alcohol Recipient Type. If
you have a profile for alcohol shipments, the Recipient Type
will need to be included on import in order to prevent edits
or errors at ship time.

FedEx Ground C.O.D. (Collect on Delivery):

The C.O.D. special service for FedEx Ground shipments
requires the users to define the C.O.D. currency type. If

you have a profile for FedEx Ground C.O.D. special service
shipments, the C.O.D. currency type must be included on the
import to prevent edits or errors at ship time.

1
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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)?
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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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Your experience level « Do you need to print labels one at a time, or is it okay

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, 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?

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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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
Is this an LTL Freight Profile

How and when you want to view or edit shipping
information

When you want labels to print

Creating LTL specific profiles

This feature gives you the ability to integrate data for LTL
freight shipments using FedEx Integration Assistant.

« InFedEx Integration Assistant, you can create a profile
specifically for LTL freight shipments.

« When selecting a Lookup for Single and Single Edit
profiles, users have the option to populate a new Order
ID field on the Freight screen in FedEx Ship Manager
or use the Lookup dialog. The Information, Match,
and Conversion screens are similar to those for Parcel
profiles with fields specific for LTL freight.

« You can map your data to fields on the Import

Information screen to pass data through from import to

export. This is data that never goes to the FedEx Ship
Manager screen. When these fields are selected for
import, they are automatically selected for export.
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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:

1. Select Begin on the Create tab.

2. Select the profile from the list and click Remove.
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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:
1. Select Begin on the Create tab.
2. Select Edit an existing profile.

3. Make any necessary changes as you move through
the tabs 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:
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« 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.

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.
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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
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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.

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:

e Purchase Order
o Customer Reference
+ Recipient Code
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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 figure on the right 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.
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Using FedEx Integration Assistant

System Requirements

+ Microsoft Edge

+ Adobe® Acrobat Reader® 8.1 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
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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.

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

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.
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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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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.

FedEx Integration Assistant set conditions

FedEx Integration Assistant Set Conditions helps you to
create conditions in FedEx Integration Assistant profiles
so you can enter your own business rules that determine
how and what data is imported. This is currently available
for import only.

This functionality is available by clicking the Set
Conditions button on the Match screen. There is no limit
to the number of conditions you can create in a profile.

The conditions evaluate your imported data using
comparisons like equal to, greater than, less than, etc., and
set a value in FedEx Ship Manager through integration.
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For example, you can create a condition if weight is greater
than 5 pounds, set Service Type as FedEx Express Saver®.

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 email 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 email confirmation.

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.
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Shipping situation 2

During normal business hours, your shipping department
processes packages associated with regular orders that
you receive by phone and through your website. 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 atime.

“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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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.

Page 274



Glossary

Accessorial Charges: FedEx Ground and FedEx Home Delivery
services charge extra for certain value-added delivery
services. These value-added services include: C.O.D, 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
Multi weight charge.

AES: Automated Export System — See also AESDirect.

AES Direct: 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
CCl: 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.

Cl: 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, butincludes 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.

C.O.D.: Collect on Delivery

Country of Ultimate Destination: Enter the final country of
destination as known to the exporter at the time of shipment.

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.
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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

EEIl: 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.).

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
IDD: FedEx International DirectDistribution®

IE: FedEx International Economy®

IEF: 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®

IPF: FedEx International Priority® Freight

IRS: Internal Revenue Service

ITAR: International Traffic In Arms Regulations

ITN: Internal Transaction Number

MAWAB: Master Air Waybill

MPS: Multiple-Piece Shipment
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Multi-weight 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
Multi-weight purposes only. Each package in a Multi-weight
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 Multi-weight Shipment.

USMCA/T-MEC/CUSMA : U.S. - Mexico — Canada 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.

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 Ibs. (or 50 Ibs. if the Length plus the Girth is greater
than 108 inches) for U.S. shipments and 50 Ibs. 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

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).

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).

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

Page 277



Index

A

Address, residential option 12
Address Book 26

add a recipient when shipping 27

recipient preferences 30

search

using wild card characters 29

Address fields 10
AES citation types 109

AES Downtime citation 110

Post Departure citation 110

Pre-Departure ITN 110
Auto-populate City and State/Province 11

B

Canada Export Declaration 104
Billing details 66, 68
additional handling 25
bill duties/taxes/fees / acct # 25
return shipments 141

C

Carriage value 23
Close
auto-close 150, 151
reports 152
request close (manual) 151
COD Freight Charges, field definition 247
Configurable references 166
Contact name field 10
Courtesy Effective Discount, field definition 247
Currency type 22
Customize
assign shipping profiles to senders 165

configurable references 166
doc-tabs 170,172

field preferences 155

fields 168

forms 249

recipient country defaults 168
Recipient ID list 14

reports 242

shipping profiles 155
system settings 173

user prompts 169

D

Dangerous Goods 186
Databases
backup 215
database functions 207
add 207,208
add by duplication 208
delete 208
view/edit 208
export 218
data with deleted entries 219
templates 210
add or remove database fields 213
export at close 214
fillers 213
modify template fields 214
select aformat 212
types of databases 210
types of templates 210
Dimensions, package 20
Doc-tabs, customize 170, 172
total doc tab configuration 171

E
Electronic Export Information (EEI) 103
F

FedEx Address Checker
check individual recipients 42
set preferences 41
FedEx Express
invoice 145
preferences 157
FedEx Freight
Net Freight Charge, field definition 247
FedEx Ground
manifest 146
MPS 228
FedEx International Broker Select 182
FedEx ShipAlert 203
Field definitions for reports 246
FTR codes/exemptions 105

G

Gross Charge, field definition 247
Ground Call Tag 139
uploads 140
Group shipments 36
add a group while shipping 38
group preferences 39

H

Hold File
customize
Hold File List fields 236, 238
Hold File List lookup options 237

Page 278



enable 233

functions 234
assign tracking # 234
delete 234
duplicate shipment 235
edit 235
read scale 235
ship 235

save shipments to 234

Information for each package
FedEx Express MPS 224
FedEx Ground MPS 229
Integration
benefits 251
integration process 260
ODBC-compliant text files 262
preparing for integration 255
profiles
activating 264
alternate return address information 259
data conversion 259
deactivating 264
default profile selection 258
FedEx Ship Manager preferences 259
field index 258
international shipping 259
multiple-piece shipments 259
planning your profiles 258
renaming 258
required shipping information 258
rush shipping jobs 259
testing 264

updating data source after package ships 259

Using FedEx Integration Assistant 261
using your integration profiles 265

International requirements

commodity/merchandise shipments 80
add a commodity 81
purpose 98

customs 90
AES citation types 109
AES Downtime citation 110
Commercial Invoice/Proforma Invoice

information 97

commodity description 82
customs documentation 101
Electronic Export Information (EEI) 103
FTR codes/exemptions 105
importer information 100
Post Departure citation 110
Pre-Departure ITN 110
reprint customs documents 146
Terms of sale 97

document shipments 77

L

List Gross Charge, field definition 247

List Net Charge, field definition 247

List Total Customer Charge, field definition
248

List Total Surcharge, field definition 248

Location # 12

M

Multiple-piece shipments (MPS)
FedEx Express MPS
total shipment information only 227
FedEx Ground MPS 228
information for each package 229
parse pak 231
preparing an MPS 221

N

Net Charge, field definition 247

Net Freight Charge, field definition 247

Number of packages 19
@)

Options and special services

Dangerous Goods 186
FedEx ShipAlert 203

optional information 201

shipment receipt 202
P

Package and shipment details
document description 22
number of packages 19

package dimensions 20
returns (U.S. only) 132
service type 19

Parse pak 231

Postal code formats 13

R

Recipient information
Address Book 26
City 11
Company 10
Contact name 10

customize Recipient ID list 14

Location# 12
Postal code 11
Postal code formats 13

recipient preferences 30
Save in/update my address book 12

Telephone 11

Page 279



This is a residential address 12 Shipping history tracking 74

Reference fields Shipping list
configurable 166 Returns 141
Reports Shipping profiles 155
customize 242 assign to senders 165
customize forms 249 FedEx Express preferences 157
document reprint 146 field preferences 155
end of day close 152 group preferences 39
FedEx Express invoice 145 State/Province field 11
FedEx Ground manifest 146 System settings 173
field definitions 246 FedEx customer administration 175
history reports 144 other options 175
ship database purge 143 your system settings 173
Ship Log 145
shipment reports 144 T
Residential address 12 Tax ID field 12
Return shipments (U.S. only) Terms of sale 97
billing details 141 This is a residential address 12
Ground Call Tag 139 Total Customer Charge, field definition 248
Ground Call Tag uploads 140 Total Discount, field definition 248
package and shipment details 132 Total shipment information only 227
process return only 130 Track
process return with outbound 130 from shipping history 74
return package from 131 results 75
Return Packages Report 142
return package to 131 U
Returns Shipping List 141 User prompts, customize 169
S v
Sender information 15 ZIP code field 11

assign shipping profiles to senders 165
Service type 19
Ship Log 145
Shipment details
billing details 66, 68
sender information 15
Shipment receipt 202

e
Page 280



	Welcome
	Track Results
	Close at End-of-Day
	Auto-close
	Reports
	Report options
	Unprinted reports


	Generate Reports
	Ship Database Purge
	Shipment and History Reports
	FedEx Express Invoice
	Ship Log
	FedEx Ground Manifest
	Document Reprint
	Reprinting FedEx Ship Manager Software Labels

	Meet International Requirements
	Document Shipments
	Single Document
	Multiple Documents

	Commodity/Merchandise Shipments
	To prepare a commodity/merchandise shipment
	Add a Commodity
	Additional Commodity Information
	Commodity Summary
	NAFTA Certificate of Origin

	Destination Control Statement (DCS) (U.S. only)
	Enable the Destination Control Statement (DCS)
	Enter the Destination Control Statement (DCS)

	International Traffic in Arms Regulations (ITAR) Enhancements
	FedEx International First® Expansion to Asia
	2010 INCOTERMS Update
	Setting Return Address for Cross-Reference Numbers for International Shipments (U.S. Only)
	Customs Information
	Tracking number bar code
	Setting Customs Document Preferences
	Updated Customs Screen
	Commercial Invoice/Proforma Invoice information
	Importer information
	Export Information
	Customs documentation
	Electronic Export Information (EEI)
	Foreign Trade Regulations (FTR) Exemption Codes
	AES Downtime Citation
	Post Departure Citation
	Pre-Departure ITN
	Canadian Customs Export Declaration Information
	Labels and Documents
	FedEx Electronic Trade Documents
	Shipping Enhancements for FedEx Electronic Trade Documents
	Reducing Number of FedEx Electronic Trade Documents Shipping Labels
	FedEx TradeLink DocCenter
	Shipping Enhancements for FedEx Express Service in Mexico
	Expansion of Economy Options for International Shipments
	Service Enhancements for FedEx Express, FedEx Express Freight Services, Dangerous Goods and Dry Ice
	FedEx 2Day® A.M. (U.S. only)
	FedEx First Overnight® Freight (U.S. only)
	FedEx First Overnight® and FedEx International First® Dangerous Goods Service
	FedEx Express® Freight Saturday Pickup (U.S. only)
	FedEx First Overnight® Saturday Delivery (U.S. only)
	FedEx International Economy® and FedEx International Economy Freight Dangerous Goods and Dry Ice Ser


	Track by Numbers and References
	Track by Number
	Track by Reference

	Track from Shipping History
	New FedEx 1D Barcode
	Ship
	Save Time Before You Ship
	Customize Recipient ID List
	Postal Code Formats
	Save in/update my address book
	This is a residential address
	Location #
	Tax ID requirements for Brazil
	Tax ID/EIN (International only)
	Telephone | Ext
	City
	State/Province
	Auto-populate City and State/Province
	Postal Code Requirement for Postal Aware Countries
	 Address 1 | Address 2
	Contact name | Company name
	Country
	To use a Recipient ID
	Recipient ID
	Hold
	Ship to group
	Sender Information
	Current Sender
	Change Sender
	Change Return Address

	Package and Shipment Details
	Package contains (International only)
	Number of Packages
	Weight
	Service type
	Package type
	Package dimensions
	Ship date
	Saturday Delivery
	Document Description (International only)
	Currency type
	Declared value
	Increased Maximum Declared Value Amount for FedEx Ground and FedEx Home Delivery
	Total carriage value
	Total Customs Value (International only)

	Billing Details
	Information Security Standards — Masking Account Numbers on Shipping Labels
	Bill transportation to  |  Acct #
	Bill duties/taxes/fees  |  Acct # (International only)
	Department notes
	Visibility of Earned Discounts

	Applying List Rates to FedEx® Collect on Delivery (C.O.D.)
	Downloading International List Rates
	FedEx International Ground
	Address Book
	Add a Recipient when Shipping
	Address Book Search
	Search when Shipping
	Search the Address Book
	Using Wild Card Characters

	Setting Recipient Preferences

	Address Book Conversion Solution
	Converting FedEx Ship Manager at fedex.com Address Book to FedEx Ship Manager Software
	Importing FedEx Ship Manager at fedex.com Address Book into FedEx Ship Manager Software

	Converting UPS.com Address Book to FedEx Ship Manager Software
	Importing UPS.com Address Book into FedEx Ship Manager Software

	Converting FedEx Ship Manager Software Address Book to FedEx Ship Manager at fedex.com
	Exporting Address Book from FedEx Ship Manager Softwar
	Importing Address Book into FedEx Ship Manager at fedex.com

	Group Shipments
	Ship to an Existing Group
	Ship to a Temporary Group
	Add a Group when Shipping
	Setting Group Preferences

	FedEx Address Checker
	Set Preferences
	Check Individual Recipients

	FedEx Freight
	Function Keys

	Manage Returns (U.S. Only)
	Process Return Only
	Process Return with Outbound Shipment
	Return Information
	Return Package To
	Return Package From

	Package and Shipment Details
	Email Return Label
	Print Return Label
	Ground Call Tag
	Ground Call Tag Uploads

	Billing Details
	Return Packages Report

	Intelligent Mail® Package Barcode (IMpb) (U.S. Only)
	Overview

	FedEx SmartPost® and FedEx SmartPost® Returns* (U.S. Only)
	Large-volume Shippers
	Small-volume Shippers

	Use the Hold File
	Enable the Hold File
	Save Shipments to the Hold File
	Ship
	Duplicate Shipment
	Read Scale
	Edit
	Customize the Hold File
	Hold File List Fields
	Hold File List Lookup Options


	Send a Multiple-Piece Shipment
	Preparing an MPS
	Shipment details/Return shipment details (U.S. only)
	Options and Special Service Options
	FedEx ShipAlert®
	Documents (International only)
	Commodity/Merchandise (International only)
	Customs (International only)
	Multiple-Piece Shipment Information
	Warning

	FedEx Express MPS
	Multiple-Piece Shipment Information
	Information for each package
	Shipment contents (U.S. only)
	Special Service Options
	Additional handling (U.S. only)
	Total shipment information (Canada Domestic and International only)

	FedEx Ground MPS
	Multiple-Piece Shipment Infomation
	Information for each package
	Shipment contents (U.S. and Canada domestic only)
	Special Service Option
	Additional handling
	Parse Pak (Canada Domestic and International Shipments)
	Per Package/Per Shipment Option (U.S. Only)


	Access Your Shipping Databases
	Database Functions
	Add
	Add by duplicaton
	Print

	Templates
	Types of Templates
	Types of Databases
	Select a Template
	Select a Format
	Add or Remove Database Fields
	Start and End Positions
	Add database fields
	Remove database fields
	Modify Template Fields
	Export at Close

	Backup
	Restore
	Import
	Export
	Export Data with Deleted Entries


	Select Special Service Options
	Special Service Options
	Alcohol Shipping Enhancements* (U.S. only)
	Creating Shipping Label for FedEx Express Alcohol Shipmen
	Creating Shipping Label for FedEx Ground Alcohol Shipment
	Broker Select
	FedEx Ground® COLLECT Billing Option
	COD (Collect on Delivery)
	Dangerous Goods
	International Air Transport Association (IATA)
	Title 49 Code of Federal Regulations (CFR)
	Documents
	Dangerous Goods Checklist
	New Regulations for Shipping Dangerous Goods
	Shipping Information
	Signatory Information
	All Packed in One
	Overpacks Used
	Infectious substance shipment information
	Dangerous Goods Details
	Radioactive Information
	Limitations
	Discontinuing Acceptance of Specific Other Regulated Materials – Domestic (ORM-D) for FedEx Express 

	Hazardous Materials
	Shipping Enhancements for Hazardous Materials (U.S. Only)
	New Regulations for Shipping Hazardous Materials
	Shipping Information

	Updating Hold at Location Table
	Inside Pickup
	Inside Delivery
	International Controlled Export
	Non-Standard Packaging
	Priority Alert
	Priority Alert Plus
	FedEx Priority Alert Expansion
	Return Labels
	Saturday Delivery
	Saturday Pickup
	Signature Options

	Optional Information
	Shipment Receipt
	FedEx ShipAlert®
	Preferences


	Customize Your Shipping Profiles
	Shipping Profiles
	Field Preferences
	FedEx Express Preferences
	FedEx Ground Preferences
	Assign Shipping Profiles to Senders

	Configurable References
	Customize Fields
	Set Recipient Country Defaults

	Customize User Prompts
	Customize Doc-Tabs
	Package doc tab configuration
	Totals doc tab configuration

	New Fields for Doc-Tab, Validator Label and Reporting
	Print Net Freight Charges on Validator Label
	System Settings
	Your System Settings
	FedEx Customer Administration
	Other System Settings Options
	Removing a Child Meter


	Integrate Your Systems
	Benefits of Integration
	Preparing for Integration
	Key Questions
	Your Experience Level

	Understanding Your Shipping Process
	How Integration Works
	Creating a New Profile
	Editing an Exisiting Profile
	Saving Profiles
	Deleting Profiles
	Renaming Profiles
	Default Profile Selection

	Planning Your Profiles
	Required Shipping Information
	Alternate Return Address Information
	FedEx Ship Manager Software Preferences
	Rush Shipping Jobs
	About Multiple-Piece Shipments
	International Shipping
	Data Conversion

	Using FedEx Integration Assistant
	System Requirements
	Installing and Removing FedEx Integration Assistant
	Starting FedEx Integration Assistant
	Getting Help
	Navigating
	Back and Continue
	Save
	Finish

	Locating Your Shipping Information
	ODBC-Compliant Applications
	ODBC (Open Database Connectivity)
	ODBC Drivers
	Data Source Name (DSN)
	ODBC-Compliant Text Files

	Example Integration Profiles
	Shipping Situation 1
	Profile 1
	Shipping Situation 2
	Profile 2


	Customize Reports
	Report Field Definitions
	Additional Handling Charge
	COD Freight Charges to add to COD amount
	Freight
	Gross Charge
	Net Charge
	Courtesy Net Freight Charge
	Courtesy Effective Discount
	List Gross Charge
	List Net Charge
	List Total Surcharge
	List Total Customer Charge
	Total Customer Charge
	Total Discount

	Customize Forms
	Network Client Configuration Enhancements

	Glossary
	Shipping Profiles
	LTL Freight Shipment Templates
	Ship to group
	Ship to group

