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How to check and correct your 
recipients’ addresses
Before starting to use FedEx Ship Manager, you need to check 
and amend your recipients’ addresses that FedEx Express 
migrated from your myTNT account to make your shipping with 
FedEx Express accurate. You must also fix any invalid or missing 
information in imported addresses. Here’s how:

Click here to access the FedEx Express website. Then login with your User ID 
and Password.

To open your address book, click on the drop-down menu Account in the top 
navigation and click on Address Book. Each recipient record is displayed. 

https://www.fedex.com/en-ph/home.html
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Checking and amending your recipients’ addresses
For each recipient record you want to check, click the box beside it and 
the Edit button. The recipient’s full information is displayed. Modify it 
accordingly and click on the Save button.



3

Fixing errors in imported addresses
With your Address Book open, click on the drop-down menu Import/Export 
on the top navigation and click on Import/Export History.

Click on View last import report in left-hand menu. Imported recipient 
addresses with invalid or missing information fields are shown and stored 
for 90 days. After 90 days these addresses are deleted. 
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You need to correct these addresses before creating a shipment. The invalid 
or missing information that needs fixing is shown in the Reason column.

For each recipient record you want to fix, click the box beside it and the Edit 
button. Recipient’s full information is displayed. Modify accordingly and click 
on the Save button.
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