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Welcome to Shipping Administration

What is FedEx Ship Manager™ at fedex.ca

Shipping Administration?

Shipping Administration is a feature of FedEx Ship Manager at
fedex.ca that gives you centralized and administrative control over
the decentralized and global shipping of your company.
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Is Shipping Administration right for your organization?
Do you need to:

Control access and use of account information?

Manage who ships and what services and features they can
access?

Make sure costs are properly allocated to the right cost centres?

Gain visibility into your company’s shipping activity on every level
— locations, Departments, and accounts?

Reduce shipping-related data entry and invoicing errors?

Provide a shipping solution that is time and cost efficient and less
error-prone?

Create custom reports to monitor and access the shipping activity
of the entire company?

Manage the billing process through reference field configuration
and cost-code validation?

If you answered yes to one or more of these questions, then Shipping
Administration is your solution!
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Fed

Shipping Administration provides control and flexibility

FedEx Ship Manager at fedex.ca Shipping Administration allows you
to determine how you wish to organize and control shippers, known as
Shipping Administration ‘Users’, to best fit the needs of your company.

o Utilize the Create User process so you can control their
User ID, password and shipping profile.

e Utilize the Invite User process, which gives them autonomy
over their User ID, password and shipping profile.

e Set up Users anywhere in the world.

® Provide an existing or new User with access to multiple
account numbers.

e Set up Departments that use different account numbers or
cost centres.

¢ Assign an account number or multiple account numbers to
a Department.

e Permit or restrict access to FedExservices, customize
shipping features, and set shipping defaults at the Department
and User levels.

e Set up reference field control(s) on up to four references,
for billing and charge-back purposes.

e (Create, mandate and validate the reference information
entered into the reference fields.

e Pre-determine which account number should be billed for
‘transportation” and/or ‘duties and taxes’.

Shipping Administration provides administration and

management

Search and sort on both the User and Department screens to help
streamline administrative tasks.

Import Departments, Users and References for fast setup or to
change existing information.

Set up a central address book with up to 25,000 recipients that can
be shared company-wide.

Assign administrative privileges to other Users to help you delegate
responsibility and provide an extra layer of support.

Assign privileges, that allow Users to:

- Create and ship pending shipments;

- Only create pending shipments;

- Process other Users’ pending shipments.

Shipping Administration provides visibility and monitoring

Have visibility into the shipping activity of multiple Users in multiple
locations within your company; you know who's shipping what,
when, to where and how much.

Receive notification of Users who are shipping on your company’s
account(s) and are not being administered.

Access your account shipping information 24 hours a day, 7 days
a week.

Create and save customized and detailed shipping reports that allow
you to monitor, manage and measure the shipping activity of all
Users to better control costs.
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Registering for FedEx Ship Manager ™
at fedex.ca Shipping Administration

When you register your account for FedEx Ship Manager at fedex.ca
Shipping Administration, you will become the Administrator of your
account and will be able to administer and manage the other shippers
or Users of your account(s).
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FedEx

Open aNew Account

When opening a new FedEx account online using your credit card,
your account will be automatically enabled for FedEx Ship Manager
at fedex.ca Shipping Administration.

1.
2.

Go to fedex.ca and click on the Register for fedex.calink.
Select the OpenaNew FedEx Account option.

Complete the form to create your new User ID and password
and enter your credit card details to open a FedEx account.
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Login

User ID: Farget?

Password: Forgot?

FedEx Ship Manager Shipping Administration Getting Started Guide

4



Fed-x. FedEx Ship Manager™Shipping Administration

Use your existing FedEx account online

To register your existing account for Shipping Administration, you
will need to create a new fedex.ca User ID and password.

1. Gotofedex.caand click on the Register for fedex.calink.
2. Select the Use Your Existing FedEx Account Online option.

3. Complete the form to create your new User ID and password
and link it to your existing FedEx account number.

Login

User I0: Forgot?

Password: Forgot?
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Registering for Shipping Administration fedex.ca Regatration Confimation

1. Regardless of whether you opened a new account or linked
anew User ID to your existing account, on the confirmation
page you'll see a link to ‘Ship Now’.

(1) Eriw regminmes miorsies (31 Enier moad srioresies (B Asgivtraton confimtion
2. When you click this link, you will be presented with a screen [ Bargratubaiores TRISA yars vagltration 1 woinpless:
to enable FedEx Ship Manager at fedex.ca. s T ey
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3. Next, a confirmation screen will display with a link to an
additional option to register for the Shipping Administraton | =¥ — — et i i o o
feature. Click Register and complete the additional steps for FedE m—o
validation and registration -

IMPORTANT: Do notclick on the ‘Start Using FedEx Ship @) res¢: com Logn Regisiation
Manager’ link, as this will stop the Shipping Administration '
registration process.
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After registering for FedEx Ship Manager ™ at fedex.ca
Shipping Administration

After you register for FedEx Ship Manager at fedex.ca Shipping
Administration, you will need to complete some or all of the
following tasks to take full advantage of the features offered by this
powerful account management tool.

e Add Departments. Departments can be set up as separate
geographical locations or as functional groups within the
organization that use different account numbers or cost centres.

¢ Assign account numbers to Departments by selecting existing
account numbers from the available accounts list or by adding a
new account number.

e Set service and reference options for each Department.

e Add Users to Departments and assign account numbers to
Users.

e Assign Company or Department administrative privileges to
other Users (optional).

The following sections of this guide provide detailed information
in each of these functions within FedEx Ship Manager at fedex.ca
Shipping Administration.
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Getting Started with Shipping Administration

To get started using Shipping Administration, determine how to
organize and control Users in a way that best fits the needs of your FedEx Ship Manager® Shipping Administration @ e @ GiEET
company and complete the following steps or tasks. [eccows
Departments and Users Welcome To Shipping Administration ABC CompanyasT
Shipping Administration allows you to organize and manage the Daers ®son | | Account Usage Notification @ bioip
shippers in your company at the Department and User levels. Set up T e e s
Departments in your company, then create or .|n.v|te Users who are Crest i Unee | s st A
assigned to a Department. Preferences and privileges can be set at mtecew e TN i s S e
the Department and/or User level. e U | e G e 815 4l 6yt el
Add a Department
. . . . Departments (gigip | | Announcements from FedEx 3 ligip
Adding Departments is a four-screen process that includes: '
. . . . Vou beve veguiered 1218 ettt Visicama 18 ¢ new 884 mareved verses of Frabx Shia
1. Profilescreen: Complete the details that identify the sz sespmer: Varager 2 egn com - Snizping Asmesmian
Department and assign account numbers. Do ] BRI | | s i mins st o i
o ASCERS Tedbccom appiCations wing 008 S4CuUNE COMTGn
2. Privileges screen: Define User privileges and set service 52
h ] Reporns @ peip = et Bpiybed 1 380 Thigugh yauf Samoify dctunty
choices. S L et
3. Referencesscreen: Configure information for references [Geestarecen =l AR
. . 5 Biong up bo 25500 recpen] addreiaes B e ceslred
Users will see on the FedEx Ship Manager™ at fedex.ca screens. PO onsitent
L. _-—I:i} ® ERibeet o GRAl iRy Sor BESAUMLARESE AN HUEtS
4. Defaultscreen: Set up feature and shipping defaults. —— :
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Managing Departments

View Departments

When you click on the Departments tab, the Departments screen
displays.

The Departments screen contains key information about
Departments, such as Department name and Department ID.

You can search, sort, view, add, update, delete, import and
export multiple Departments and view Users associated with the
Department.

Department Profile

Enter and update a Department’s information and assign one or more
account numbers to the Department, or remove account numbers as
necessary.

FedEx Ship Manager” Shipping Administration O
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O [l Tesing
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Managing Departments (continued) @ rore @rricaes (@ e (@) e -
L. * Denoies required feld,
Department Pr|V|Iege5 Address Book i Help | | Domestic Services i3 Help
Allow or restrict User rights and privileges, including: ' Fersanal sdrees bok [ sekctal I ol foreturn ahipnents &
. . -]
e Choosing which address book(s) Users can access; o om— B rexrret i@ [ Pt Ground 3
e Allowing Users to create up to 20 sender profiles; PP Serierprfie | A e senders i i PR
W Fesex Standand overnght'® W FadEx 10ay Fregnti®
e Allowing Users to process return shipments (intra-U.S. only); I P resesc z0ey @ W et ey Fregnt®
o Allowi . d . ) i DHSI0 | | e ecanomy B P FedEx 30ay Freight B
Allowing Users to view rates and transit times; 1 erocsse retum ahiments P Festx Exprezs saver O
¢ Allowing Users to set up a thermal printer; T —

I liow user to schedule pickup

. " . . International Services 2 Help
¢ Allowing Users to add additional handling charges; S
. . . . . r
e Allowing Users to view and update default shipping information; 7 crese penaing snpments 3 e
. . 0 an . W/ FedEx Intl.Firsi (2 W' FedEx int Economy (3
e Allowing Users to view and update default references. I7T Prosses ciher usere panding ehimente 3 . . . -
FadEx InHl_Pricirky FedEx Indl.Grosnd

{UBenz who 2hare e 2ame SCCoNNE numker]
[ FedEx Europs First it Prioty [ FeaEx int Priory Freght 5
{inira Eurpa only] 2

W' FedEu intl Economy Fraight D

Rates & Transit Times [ Halp
r'\l -
Sl bALEG N Special Services 21 Help
¥ 0o nat dizplsy rales [Dizpky ranal limss only)
I Abways dicglay al serviees [ Sedect all [F Appy o return shipmems
[ | Alevays shoey secion expandsd .
F Dangerous goods FF Salurday services
% Do st dispimy 1his sechon (pickupideiveny)
[T Hazardous meterals
cao Saturday delvery jor fraighd
F F ¥ e ]
Additional Preferences @ Halp M meide pickupidaivery (Fraight servicss only)
Require Broker Diaplay anly Brokara defined by
C C
(Users can change thess sstings) Smlect Admnistraior
¥ Setup thermal printer

P et asstons anang crarse ot | “prowas| Coniovs ] savo|

F wiewiptats defaul ehipping hfometion
F Wiswlpdabs dedsul references
I'| Display pending shipments confirmationd
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Managing Departments (continued) FedEx Ship Manager® Shipping Administration @ s (Do @S

Department Defaults ; [htmrieens [ Accows || Compaey 0

Set service settings to most frequently used settings to facilitate

) ] . Edit Department ADC Companyif?
faster shipment processing. Qrote @i @ Reivecn () Deisite niz
e Set defaults for options to ensure a consistent User experience Bk S o
across the Department(s).  Default Shipping information Ot | | PickupDropoft 7 el
e Default settings entered here correspond with options available Secetrt (S sk anecce B | | ot schosctnd ke sty meated
on the User’s Preferences screen. Pctigetee  [Vour Facugry 2 | | € waoattatPucts patee
Lind 2? mbaduire |;'HHI¢E:| j
ot [Fane nect 3 | Customize Options 0 Mg
Barannosnatet [sene ormcae, H|
] I Ay Femng Gl 13 R et AhgMel
Fyrrnam. og | e Al ARz IRt oo Rmaien wRlEs
Beowcestaes  [Fance piecaci e | T Dapwy contuct 0 e
ey iz
Feus Bupan ALedns :
Arooymd r | mmﬂ
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Shipping Administration

Managing Users

Adding Users

There are two ways to add Users, depending on the amount of
control or flexibility you need.

1. If you want to create and manage a User’s ID, password and
shipping profile, use the ‘Create New User’ functionality.

2. Ifyou prefer that the User have autonomy over these factors,
use the ‘Invite New User’ functionality.

Assign the User to a Department by selecting one from the drop-
down menu.

View Users

When you click on the Users tab, the Users screen displays. This
screen contains key information about Users, such as User alias,
User name, Department ID and User status.

From this screen, you can search, sort, view, edit, delete, invite or
create and import/export Users.

Esea®ai f Cassanar Gpre | FedEs sogalans Go

Fed-x

Ship » Track » Manage »

FedEx Ship Manager® Shipping Administration

Packnge/Envalops Fraignt Expadited OtficasPrine Sarvices d
Business Solutions »

(@ (F) =

Aderw Homa | Bepartmerts [ Fesszeerces  acmin Roports || Accounss, | Company o
Usars Andned Companyy
Saarcn LT R ) oty [heraliss 8] Porpope (3 T Page (1 T
Fiagr by sepanmees | View all vsers 18
View: ALLABGDEFGHIJHLMNOPGRSTUYWEYZI1E2456T08 153 Rocoeos 153 Displaves
Rie 304 = il not Rengaiment 1D F &
O ASammes Aghiies Baminer TS At
) Address Ba APy hm D Ammae
D Ames Mt S ot I AEd
12 | Angrea Argrea Parry Maresing g
O Ooeeven Listwig Vil Db ACETG LT
R
=
EdiOslute]ivvice new urarfCrasts new usecmpor/Expon]
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Managing Users (continued)

Account Usage Notification Tool

This screen gives Administrators visibility into who is able to ship
using their account and provides the ability to manage or remove a
User’s access to ship on selected account numbers.

FedEx Ship Manager® Snipoing Adminisiration i Tosn & (Eheme (TR

i Towl
| Depanvents Ly, Rsfieras WELY [ Cempany i

Welceme To Shipping Administration

User Profile
Use this screen to enter and update User information, assign an
account number(s), assign User settings, and assign the User’s role.

Once the Department is selected, the available accounts will be
displayed and can be assigned to a User.

AT Hene Degarivents Ralectces Al Rpponz ACGER Company info
Creats New User MgreE_EDS
P Profle (T Arkieges (3] References  (T) Defauts
+ D=neies requred izl

1. User Detaike @halp | | Z Accounts Available 5 Help

* Dpartraent |"2“"'5'”3 ;i “tfow tan add an acceunt by selecing mn exiting FedEx accoust an
e Lupidabls ccosnts ke and clickang e Add buben. To remove an

= Liser ahas I pocoust, skt {be nccousi n the Sesgned Accsunie et aed dick
o i Ramoe Bien

* Frst same I

AeeFardy R ot

* Lozt name I 000900000 - Allanta 00000000 - Ba:l on
000000000 - Chicago 000000000 - Wismi

+ E-mi I DO000DDD - Haw “York

* Lner O l

T FRBasun I

#* Peaawor & 6 Eoal & chenctan
& Pusawmornd musl centsy al kask are e asd
RS number
vy I = | [ =iians |

papRwTl

I updatz win Degt
- Lgorees 1 [ 3. User Settings 1 Helo

Adrees 3
B R lige desariment prvieges. reterences, and defauks

-y [ Wi SeHings
©
St [ *BatksaneLs, cova g Castivvize prhdsces; paferercss and Seliids
Paerk Al
Assign Laaras
* BFPerinlcrck | * Resguinedd for e coutria
¥ Reguier iser nzr-agnm
= Coaréry IHu:utem ﬂ

™ Depanmen) atrinalaer

= Prons i I
Faxma. I

L Cerpany admesrinaiar
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Multi-Account Support for Users

If the User has been assigned to more than one account number,
they will see the account nicknames in the drop-down menu within
the ‘Billing Details’ section of the shipping screen.

Users can change the Account to be billed for both the ‘Bill
transportation to’ and the ‘Bill duties/taxes/fees to’ options.

The default for both these options can be set in the Users
‘Preferences’ as well as when they are adding recipients into their
‘Address Book'.

Note: Multi-Account support is not available to ‘invited’ Users.

User Privileges

Instead of allowing the same default Department settings to apply to
a particular User, you can assign unique privileges when adding the
User to the Department, including:

e Allowing or restricting specific rights and privileges to the User,
e Allowing or restricting shipping service choices to the User;
e Allowing or restricting special service choices to the User.

User Defaults

Customize defaults at the User level. These default settings
correspond with options available on the User’s Preferences screen.

Mailroom Processing

Mailroom processing allows a User to begin processing a shipment
that can later be completed by another User. Administrators can
assign the following privileges for creating pending shipments on the
‘Privileges’ screen:

¢ Create pending shipments

This option allows a User to

General

(1 Help

save a shipment that can be
processed later that day or
on a future date. By default,
this functionality is enabled.
Users will be able to print

a ‘Pending Confirmation
Receipt’ that can be used to

D Process return shipments
Require RMA number
D Allow u=er to =chedule pickup
D Enable Electronic Trade Documents (ETD)
Create pending shipments®
I:l Can only create pending 5hipment5®

D Process other users pending shipments: [ie)]

(U=ers who share the same account number)

find the shipment for future
use or provided with the package
for completion by another User.

e Only create pending shipments
This option allows a User to only save a shipment in
pending status and not the final processing and printing
of a shipping label.

* Process other Users pending shipments
This option allow a User to finalize other Users’ pending
shipments and print the shipping label. This is not available
if a User can only create pending shipments.
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Managing Accounts
Add aNew Account

You can add established accounts to be controlled in Shipping
Administration.

e Click Add to display the Add New Account screen.
e Enter the account information.

e The address information entered here must match the physical
address that was provided to FedEx for this account.

e Save or cancel changes as needed.

Add New Account
+ Denctes required field.

Account Details @ Help

+ Account no.

* Account
nickname

+ Contact
namse

+ Address 1

Address 2

* City

* State [ select State 53|
* ZIP

The address information entered here must match the physical
address that was provided to FedEx for this account. It may be
different than the address entered in the Department Profile.

View Departments Assigned to an Account

e You can select an Account and View Departments assigned to it.

¢ The Accounts screen will display, showing all Departments
assigned to that Account.

Company profile
Use this screen to:
e \/iew or update company information.

¢ Update the admin e-mail address used for the ‘Contact your
Administrator’ link on the Shipping Administration User log-in

page.

FedEx Ship Manager Shipping Administration Getting Started Guide

15



Fed

View and Sort Accounts
When you click on the Accounts tab, the Accounts screen displays.
e Enter search criteria to locate particular account information.
e View all accounts or select specialized ‘View Options’ from a
numbered list.

e Sort account numbers by choosing a column from the ‘Sort By’
menu and clicking a column header.

—————
Bad b | ARSI RUMEEF | S
Sat by | ASosUM numaL Par aue ] = H

T A MMM L MO N AN Y P MAS I M S DA ey eIy

Account number BAooount nickname A

Annmnmnan s
GO0 o
i nnannnaen ana
RN LR S

|
i

Edit Accounts
e Edit existing Account nickname
Select the account number from the ‘Account Management

page’.
Click on Edit

Save or cancel changes as needed.

Select the account number from the ‘Account Management’

page.
Click on delete.

FedEx Ship Manager Shipping Administration Getting Started Guide
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References

A reference is an optional number or a description that appears
on your FedEx invoice and on your Shipping Administration
administrative reports.

Add a Reference
Adding a Reference is a three-step process:

1. Add the appropriate information in the Reference ID and
Reference Description fields.

2. Select one or more of the Reference field options; you must
select at least one.

3. C(lick on Save/Update.

4, The Reference information is added and you are returned to the
References screen. If you want to save the entry and add more,
click on Save/Add another reference.

Department References
e Set up reference validation for the reference fields.
e (Create reference lists.
e Specify or create reference default information.
e Select reference settings for return shipments. (intra-U.S.
shipments only).
Validation options include:
Not required (text field);
Not required (view list);
Required (text field);
Required (view list);
Required with validation (text field);
Required with validation (view list);

e Default and cannot change.

FedEx Ship Manager® Shipping Administration (et (T e
m Departmants Usem Reforoncos Adwin Rapors ACCoUR Gomgany Infa
Add Department ARAFEE G0 M Eanys

& Profe @) Priviooes €D Reforensss (3] Dofosis

Apply ko

Reforanes  yyiamion List dlispley Faferonae defaudi retun
whiprsers

i

F ke e e b 2 eI

bennce  |[EmassieR vt waiclaniobestin I et i 12143078 o COIEY =)

. | Required vt alicacion v B8 | B refererces = ABCOEFGH or COI0 E|

PO no [ mequirad fview liss 5] | i refarercan ) [ReF7 Tor EEINE =

woicenc. | Deisult and cannck changs @] | Al eferences & REF7 o m (=]
janceiferevioufeacrinue)
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User References FedEx Ship Manager® Shipping Administration @ (G e
Customize references at the User level. The same validation criteria AdminHome || Departmerts | Users el | ===
apply as per Department references. R R ——
View References - -E— PeHERE oo, e

When you click on the References tab, the References screen
displays. This screen contains key information about References,
such as Reference ID and Reference description.

You can view, search, sort, add, update, delete, import and export
References here, as well as view, update and add to current
Reference lists, and create new ones.

oo Reference lise 5

—— Y

View: ALLABCDEFGHIJEKLMNDPOQRETUVIWXYZ Q123450780

16 Reconda 16 Displayed

[ Rstersnas o . Rsfarencs descripsicn oy paommenl  pons. | Eewmisans.
O bsuim DEJ 1M Yod Yim Yos Yos
[} opsu oz OsU 102 s Ho W Mo
O psu g DEJ 103 Yid Mz Wa Mo
[} psUDe DSU 104 s Ho W Mo
O psu s DEU 108 Yid Yem Wa Yos
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Admin Reports

Admin Reports allows a company centralized visibility of the shipping
activity of Users across the company. Customized Administrator
Reports can display valuable information, such as service information,
reference values and estimated shipping charges.

e Up to 25 administrative report configurations can be saved.

® Reports can be generated from the Accounts screen or by using
the ‘Reports’ box on the Admin Home page.

e (Create, add, edit and delete reports for any shipment processed
using FedEx Ship Manager at fedex.ca in the past 45 days.

To create a report from a list of existing saved reports, select a report
from the ‘Select report’ drop-down menu, select beginning and ending
dates from the drop-down menus provided, and click on the Create
reportbutton.

FedEx Ship Manager® Shipping Administration @ () o'y
|mum |D|prm ||um iaﬁ-m AdminReperts (iR

Admin Report Manager

You can create and prind reports for any shipment that has been processed using FedEx Ship Marages at fedex .com in the past 45 days.

= Dienuiess roguirnd fokd Gl al fekis
1. Selact Report @Heip | | 2. Select Dates (@ Help
L R . _q Salet th datns ko T reger] Fal oo woull s crading

® ®
o o e e
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Shipping Administration

Add Report

Add new customized reports for an individual Department or for the
entire company.

e Select up to 23 enhanced detail fields to appear on the report.

e Select up to three options for sorting the report total and subtotal.

e Set the date range for the report.

Report Results

The report results include all sender and recipient information, as
well as all reference information and can be used for monitoring
Departmental shipments.

You can view and print the entire report, or download the entire report
by saving it to a location of your choosing on your hard drive in comma-
separated variable (CSV) format.
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Fed

Support

For more details on the Shipping Administration functionality:
e Use the Quick Help tool located within Shipping Administration
e [or technical assistance, call 1.877.339.2774
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