HOW TO TRANSFER ADDRESS BOOK
FROM SOFTWARE TO FEDEX.COM

Fed

Express

Follow the instructions below to transfer shipment addresses from
FedEx Ship Manager™ Software to FedEx Ship Manager™ at fedex.com

Note: Below instructions only apply to FedEx Ship Manager™ Software Version 10 and
above. For version 9 and below, please contact technical hotline for migration support.

STEP 1. Launch FedEx Ship Manager™ Software

- FedEx Ship Manager Software - o x
[File] Edit Ship Track/History Pickup Databases Reports Setup Message Help
FedEx IR = [ e | mononmans | mases || e | e |

‘ Shipments in Progress H Shipment History H Upload Data (?) Quick Help

Sender

hipment Detail

* Sender D [Testing Sender ] ([ ea ]

Company Name |Testing Company
Contact Name

Shipping Date [28/07/2020 | [__]

* Service | Select Senvice

* Packaging |Select Packaging .

Shipment # (911110683009
Special Handling

First Phone #
CourtryTenitory
FedEx Account &

1234567850

Hang Kong SAR, China

202702843

Packages

“ Total Weight

Recipient ID
Company Name
Contact Name:

* Country/Temtory

@® Single

O Group

I EEED
| [

Caniage Value

“ Customs Valus
Shipmerit Reference
Department/Notes

1

0.00

Kiograms w

0.00

| [select Cumency ..

0.00

~]
] * Purpose of Shipment |50\d

| [

Include Retum Label []

|

hipment Contents

Select Courtry, Temtory

Shipmert cortains @) Documents Only (O Commodities

* Address 1
Address 2
Address 3

*City / Postal code:

* First Phone:
VAT/Customs ID/EIN #
[ ShipAlett email to

I

Save in/Update Address Book []

B[]

* Please Complete the Mandatory Fields

[ Cany info overto next shipment Documents

* Description

Electronic Trade Docs

Billing Details

[ Post-Shipment

Add Documents

“Bil shipmentts [(Nene) -
* Bil Duties and Tavesto

Account #

Save Preview [

Cancel

I

Ship ]

STEP 2. [Version 12 and above] Select File tab in Top Menu and Select “Export to

FSM@fedex.com”

[Version 10 and 11] Select File tab in Top Menu and Select “Import/ Export template”

v FedBx Ship Manager Software - o x
File | Edit Ship Track/History Pickup Datebases Reports Sctup Message Help
Import / Expert templates
Export to .com I
o || Peiup ]| EoonDocumans ]| Dabases | prtmerces || mopors |
i Message | Shipments in Progress H Shipment History H Upload Data | (7) Quick Help
Sender Detail

* Sender D [Testing Sender ] ) e ]

Company Name | Testing Company
[ 2 E R Testing Contact Name]

First Phone #
Courtry/Termtory
FedEx Account #

1234567830

Hong Kong SAR. China

202702848

Shipping Date [28/07/2020 | (]

*Service | Select Service

* Packaging | Select Packaging ...

Packages |1 5

* Total Weight

0.00

@ Single

Camiage Value

Shipment # 311110683009
Special Handling

0.00 Select Curency v

O Growp  Customs Ve [000 | Pupose of Stipmert [Sod ~]
Recipient 1D | E] Edit Shipment Reference | [  nclude Retum Label [J
Company Name | [ Department/Notes | O
Contact Name | [ Contents
* Country/Tertory |Select Courtry/Tertory .. - Shipment contains @ Dacuments Only (O Commodities
* Address 1 * Description
Address 2
Address 3
*City / Postal code |
Blectronic Trade Docs [ Post-Shipment: Add Documents

* st Phone
VAT/Customs ID/EIN #
[ Shiplett emailto

1

Ext

L]

* Please Complete the Mandatory Fields
[ Cany irfe over to next shipmert

Save in/Update Address Book []

Documents

Billing Details

Save

*Bil shipment o [(Nane) -
* Bil Duties and Tases to

Account #

I

Preview [ Cancel Ship ]
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STEP 3. [Version 12 and above] Click on the arrow next to the Select Template field and
choose a category from the drop-down menu. For example: “FSM@fedex.com - Export

Sender Template for Sender” [Version 13 and above] 3 address line is not able to export
in the template

! Export to FSM@fedex.com X
Template
Select Template: w
Tope: Select template
LS FS M @fedex.com - cipie | : -cipie

FSM@fedex com - Export Commodity Template for Commodity

FSM@&fedex.com - Export Sender Template for Sender

F5M@fedex com - Export Broker Template for Broker

File Name: | [ Browse ]
Status Report
Records Expoted = 0 Records Unsuccessful = 0
[ View ] [ Execute ] l Close ]

[Version 10 and 11] Click on the arrow next to the Select Template field and choose
“FedEx Recipient Export Recipient export template”

! Import / Export templates

Template

Select Template: |l ola M

- Select template
LS FedEx Recpient Export Recipient export template

importbehawor

Sk
Overwrite

Uelete

Fle Name I Browse
Status Report

Records Exported = 0 Records Unsuccessful = 0

Records Added = 0
Records Updated = 0
Records Skipped = 0 Helpdesk Phone Number
Records Deleted = 0 Log | (800) 820 1336

View J I Edit J [ New J I Delete J l Execute ] I Close
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STEP 4. Click Browse and Enter a new file name for exporting sender information.

a5 Export to FSM@fedex.com X
Template
Select Template:  |FSM@&fedex.com - Export Sender Template for Sender i
Type: |Export
File Mame: |D:\sender.csv | [ Browse |
Status Report
Records Exported = 0 Records Unsuccessful = 0
[ View ] ’ Execute ] l Close l

STEP 5. Once all data is exported, a pop-up message indicated “Records exported”. Click
OK.

W FedEx Ship Manager 5. X

Records exported.

Ok

STEP 6. Login to fedex.com and select “Account -> Address Book” from main tab to enter
Address Book page

MAicHK (0) @]

Account v

Shipping v Tracking Support

RATE & TRANSIT
TIMES

OPEN AN ACCOUNT
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STEP 7. Select “Import/Export -> Import/Export” from main tab

Customer Service | Site Map English

FedEx.

Express Ship » Track ~ Manage My Account ~ Leamn -

Address Book @it (7)) Hep

Administration

Addresses Import / Export -

Customize

Welcome, MAGICHK QA Import / Export Choose columns
I'ru ur Address Book coentains:
96 addresses (1%) of a maximum 10000
[search Jin [ Contact name ~ | (23 Display addresses for
View ALLABCDEFGHIJKLMNOPQRSTUVWXYZ0123456788 PerPage [ 100 v | Page[1 v |of 1
D Contact name “ Contact ID Company, Address 1 City, Checked
D Full Name Company Add1 NEW YORK
D Macau Company Addi1 NEW YORK
O US Recpient 100 Jaymee Company  Add1 NEW YORK
D US Recpient Company Addi1 NEW YORK
O 20200207 US Name 20200207 US Mame 2( US Address 1 NEW YORK
O 3216 3216 Company Name 15614561 NEW YORK
O AU 20200724 AU 20200724 2020724 AU COmpany AU Address 1 DARWIN
O AU Name 20200227 AU Name 20200227 2( Address 1 DARWIN
[7) AU Recipient AU Recipient 2019110: AU Company AU Address DARWIN
20191105
D Carol Kriss Carol Kriss 2020226_1CK Enterprises §720 Otterburn Cove  Memphis
Adto
[ Eit | Deiete | [ Go

STEP 8. Enter or Select the data below

a. “Importas” —use the drop-down arrow to choose a type (example: Sender)
b. “File toimport” —Select a file you exported previously (i.e.: sender.csv)
c. Click “Import” button at the bottom right corner

FedEx.
Express

Ship ~  Track ~ Manage My Account ~ Learn ~

Address Book

(@) Logout (7)  Hep =

Groups Import / Export -

Administrafion

Welcome, MAGICHK QA

‘Your Address Book contains:
96 addresses (1% of a maximum 10000

* Denoles required field Clear all fields

* Choose action

a Replace address book
View last import report

Import a5

Download a sample FedEx.com .CSV file fo use as a iemplate

* File to import Choose File | sendercsv

“Selectfletype | fedex.com Address Book (GSV file) v

| can not find my file type

[ Map my file fields to the FedEx Import template:

=

@ Alert: If you have imported addresses with errors within the last 90 days, this import will overwrite your previous import report
of addresses with errors if they have not been corrected

Please Note:
» Importing 2 large address book may take several i upon your connection speed
« Please click the Import bution enly once and do not click any other buttons in your browser while the import is being processed.
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STEP 9. The alert message appears on screen while the software is transferring your
address files

Help w

Address Book @Logout  (7)

Import | Export Administration

Welcome, MAGICHK QA

I\"cur Address Book contains:
96 addresses (1%) of a maximum 10000

* Denotes required field Clear all fields

* Choose aclion

D Replace address book
View last import report

i

Download a sample FedEx.com .CSV file to use as a template

* File to import Choose File | Mo file chosen

* Select file type |fedex.com Address Book (. CSV file) v|

I can not find my file type

D Map my file fields to the FedEx Import template

[Conet | impor|

ur import regquest is being processed.

Alert: [f you have imperted addresses with errors within the last 90 days, this import will overwrite your previeus import report
of addresses with errors if they have not been corected.

Please Note:
» Imporing a large address book may take several minutes depending upen your cennection speed
« Please click the Import button enly once and do net click any other buttens in your browser while the import is being processed

STEP 10. When your address files have transferred successfully to FedEx Ship Manager™
at fedex.com, the alert message indicates “Your last import process is complete”

Help =

Address Book (@) Lovont  (7)

Import | Export

Welcome, MAGICHK QA

‘Yo ur Address Book contains:
98 addresses (1%} of a maximum 10000

* Denofes required fisld Clear all fields

* Choose aclion

D Replace address book
View last import report

Import as

Download a sample FedEx.com .CSV file to use as a template

* File to import Choose File | Mo file chosen

* Select file type |fedex.com Address Book [ (CSV file) s

I can not find my file type

D Map my file fields to the FedEx Import femplate

(1) Alert: Your last import process is complete.

Alert: If you have imperted addresses with ermors within the last 90 days, this impert will overwrite your previous import report
of addresses with errors if they have not been corected.
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Remarks - If you have imported address with errors, please click on “View last import
report link” and follow on screen instructions

Address Book

Import | Export

Import Report

Your Address Book contains:
2 addresses (0%) of a maximum 10000 | Rejected Reason I

The following entries were imported on 18-04-2020 with invalid or missing inforjnation. You must correct these address entries
before use. They will be stored for 90 days from the above date for your convedience. They will be deleted after 90 days or upon
your next import of addresses containing errors. )
Per Page| 100 v | Page|1 v |of1

[[] Row Contact name Address 1 Reason Sender/Recipient/Broker
1 Sample User Room B, 123 Main Street jnvaiid/Missing Tel Numb Recip
Duplicate Address ID - MODIFED
2 Sample User Room B, 123 Main Street Duplicate Address ID - MODIFED | Recipient

Edit the record immediately i [ Edit | Delete |

Please note:

¥c-tal agdresses successfully Imuonedz:o » Customer can also amend the data in the csv and performimport process again.
otal addresses accepted with errors: ® Possible reject reason

Total add cted: 0
Sisliomonistoots et « Invalid/Missing Stats (required for US, CA, BR, IN and AE)

+ Invalid/Missing Telephone Number (US telephone number must be 10 digits)

= Invalid/Missing Zip/Postal

» Duplicate Address ID ~ MODIFIED (can be ignored)

Step 11. Repeat the steps to complete transfer of saved addresses for recipients and
broker.
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