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HOW TO TRANSFER ADDRESS BOOK  

FROM SOFTWARE TO FEDEX.COM 
 

Follow the instructions below to transfer shipment addresses from 

FedEx Ship ManagerTM Software to FedEx Ship ManagerTM at fedex.com 
 

Note: Below instructions only apply to FedEx Ship ManagerTM Software Version 10 and 

above. For version 9 and below, please contact technical hotline for migration support. 

STEP 1. Launch FedEx Ship ManagerTM Software 

 

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” 
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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] 3rd address line is not able to export 

in the template 

 

[Version 10 and 11] Click on the arrow next to the Select Template field and choose 

“FedEx Recipient Export Recipient export template” 
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STEP 4. Click Browse and Enter a new file name for exporting sender information. 

 

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

OK. 

 

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

Address Book page 
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STEP 7. Select “Import/Export -> Import/Export” from main tab 

 

STEP 8. Enter or Select the data below  

a.  “Import as” – use the drop-down arrow to choose a type (example: Sender) 

b. “File to import” – Select a file you exported previously (i.e.: sender.csv) 

c.  Click “Import” button at the bottom right corner 
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STEP 9. The alert message appears on screen while the software is transferring your 

address files 

 

STEP 10. When your address files have transferred successfully to FedEx Ship ManagerTM 

at fedex.com, the alert message indicates “Your last import process is complete” 
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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 

 

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

broker. 


