Save Time When You File
Trade Documents Online

With FedEx® Electronic Trade Documents,
you can upload and submit your customs
documentation electronically. With this
shipping solution, you’ll save time and
money, and enjoy greater peace of mind.

Follow the instructions to set up FedEx
Electronic Trade Documents on FedEx Ship
Manager at fedex.com.

How to Enable FedEx Electronic
Trade Documents
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Within the Customs Clearance Preferences section, check the “Enable Electronic

Trade Documents (ETD)” box.
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Note: If your user account does not have ETD as an option in Customs Clearance
Preferences, your shipping administrator will need to enable ETD by selecting the
“customize privileges, references and default” option in the User Settings from the

Administration tab.
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Review the FedEx Electronic Trade Documents Terms of Use.
After reviewing, click the “l accept” button.

FedExE Blectronic Trade Documents Close windgw)

Terms of Use

THE FOLLOWING TERMSE OF USE GOVERN YOUR USE OF FEDEX® ELECTRONIC TRADE DDCUMENTS. YOUR VIEWING OR USE OF THIS
SITE CONSTITUTE YOUR AGREEMENT, ON BEHALF OF YOURSELF AND THE ENTITY YOU REPRESENT (HEREINAFTER "YOU™ OR "YOUR"),
TO ALL OF THE TERMS AND CONDITIONS PROVIDED BELOW.

FEDEX MAY MAKE FUTURE CHANGES OR MODIFICATIONS TO SUCH TERMS AND CONDITIONS AT ANY TIME WITHOUT NOTICE, AND
YOUR SUBSEQUENT WIEWING OR USE OF THIS SITE WILL COMSTITUTE YOUR AGREEMENT TO THE CHANGEE AMD MODIFICATIONS.

1.4 i af Agy with FedEx of Wab-based Shipping Platfonm End User License Agreement or Tarms of Use and
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End UBEr Licenzs Ajraament far the Sppiicabes FR0EY IMemet-based snipping Applicaton or FEAEY Shipping Eofkars, INciuging but At ImKed to
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FedEx 1o ship Your Intemational shipments using alectronic documents Ins12ad of primted documants, including but not mitad to e appicabla
commercial involes, pro Tomma Invoice, and expon cerfificale of argin.

3. Agreement to Frovige nfarmasion, Lefiefhead and Signaturs Image. By utlizing FedEx® Elecironic Trase Documants, You agras i provide FadEx
with all Information necessary 1o ship Your Inkamatonal packagas, Incudng but not AMIed 1o package level detal INonmation, Your sompany
lefierhead and a signature Image for You or an authorized representative of Your company.

4. ACCUTACY of INTOFMaNoN. ¥ou FEpresent, wamant and covenant at any Information provided Dy You b0 FegEx snall be Ue, acCurale and complete.

5.vallgy of Lefiernead. You represent, warmant and covenant that the lettemead pravided by You ta FedEx for UEE In exacuting eleciranic rade
BOCUMENTE 0N Your behall shall b= a vall kettarnaad and that You poSEESE ME NECaEsary right, Title and interest In the ielkemeaad o authonze FedEx o)
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E. Walldity of Signature Image. You represent, warrant and covenant that any signature image provided by You to FedEx for use In exzcuting electranic
trade documents on 'Your tehalf shall be of 2 valid signature by a person authorized by You ar Your company fo ship with FedEx and execute:
Ehipping-relatad cocUMENts an Your company's behal,, and shall e EUMcant 1o constiute Your signature.

7. Authorization for FedEx io Use Information. For any elecinonic trade documents complated by FedEx on behalf of You or Your company, You
authonizs FadEx ko UEa Me Informatian provisad by Yau to Enip Your IMemational packagqes, ncluding but nod Imitad to package lavel datall
INFOFMatkon, Your campany lefisshead and Your signature Image or 3 signature image of an authonzed raprecentative of Your cCompany.
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expenses, fines and judgments, Including re3sanabie attomeys’ f2es (hereinafer colleclively “Clalms”), arising out of FedEXE ues of Me Information
provided by You, Including but not Bmited to package level detall information, Your comgpany letierhead and Your signature image or a signature Image
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digeration. You will not sefile any action relating 1o any Clalm thal Involves FedEx withowt the priar written consent of FedEx,
prin
(5 Y scocpd 1 decims

Although not required, FedEx highly recommends selecting the following
options to help avoid regulatory or customs delays with your shipment.
Select “Always Create Commercial Invoice” to make it a default option.

b. Select “Always print Commercial Invoice/Pro Forma Invoice on uploaded
company letterhead” as a default option.

c. Click “Upload” to upload a letterhead image. Letterhead image files must be in
either GIF or PNG format and no larger than 700 pixels wide by 50 pixels high.

d. Select “Always include uploaded signature on the applicable customs
documents” as a default option.
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e Click “Upload” to upload a signature image. Signature image les must be in either GIF
or PNG format and no larger than 240 pixels wide by 25 pixels high.

Signature

If you select the Print Signature Image Option in FedEx Ship Manager at fedex.com and FedEx Global Trade Manager, the following image will
be printed on the "Signature” line on each document that is completed online (where signature images are allowed):

To update the image, specify the image's path and file name below and click Upload

8 )
File name Browse... 1 Upload

—
L_U Alert: Your image must be in either the GIF or PNG format and no larger than 240 pixels wide by 25 pixels tall.

If you need to create your digital signature file, you will first need to scan, size, and
upload your signature.

a. To begin, sign your name on a blank piece of paper. It is suggested that you use a marker.
b. Next, use a scanner to capture your signature and save it to your computer.

To correctly size the image, use a tool such as Microsoft Paint.
d. Open the scanned signature file in Microsoft Paint. If necessary, rotate the image

so that it is correctly oriented on the screen.
e. Under the Home tab, click the “Select” icon.

f. Using your mouse, draw a rectangle around the image, leaving limited white space
around the signature.

Click the “Crop” icon.

h. Next, click the “Resize” icon.
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i. Ensure that the “Maintain aspect ratio” box is selected.

j. Select the “Pixels” radio button.

k. Enter 25 pixels in the “Vertical” input field. Check the updated horizontal pixel
number. If it is under 240, no further changes are required. If the image is larger
than 240 pixels wide, then enter 240 in the horizontal field.

Note: It is required that a signature le be no larger than 240 pixels wide by 25
pixels high and for a logo le to be no larger than 700 pixels wide by 50 pixels high.

. Click“OK.”
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@ Under the Utility tab, click “Save as.”

Select “PNG picture.”

@ &I PNG picture

Save a photo or drawing with high quality
and use it on your computer or on the web.

== JPEG picture
save Bee| 5,0 5 photo with good quality and use it

on your computer, in e-mail, or on the web
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Open
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and use it on your computer.

_| GIF picture
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and use it in e-mail or on the web.

— ] Other formats
E Open the Save As dialog box to select from

Send in e-mail all possible file types.

Properties

01 About Paint
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Exit
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@ You can now upload the digital signature to fedex.com by clicking “Upload” next to the
“Always include uploaded signature on the applicable customs documents” option.
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Click “Browse.”

Signature

It you select the Print Signature Image Option in FedEx Ship Manager at fedex com and FedEx Global Trade Manager, the following image will
be printed on the "Signature” line on each document that is completed online (where signature images are allowed).

(No image has been uploaded.)

To update the image, specify the image's path and file name below and click Upload.

@ o |

Py
(1) Alert: Your image must be in either the GIF or PNG format and no larger than 240 pixels wide by 25 pixels tall

Select the saved image file from your computer and then click the “Open” button.

|l Desktop » Search Desktop =l

Organize » New folder i’: * [ e
b 3¢ Favorites F
b4 Libraries e S e
I+ % Computer J‘&w M i
» €l Network

File name: » [aiFiles 0 -

@I Open ]I Cancel I

Click “Upload” to upload your file.

Signature

If you select the Print Signature Image Cption in FedEx Ship Manager at fedex.com and FedEx Global Trade Manager, the following image will
be printed on the "Signature” line on each document that is completed online (where signature images are allowed):

(No image has been uploaded.)

To update the image, specify the image's path and file name below and click Upload.

upisd 1]

@ Alert: Your image must be in either the GIF er PNG format and no larger than 240 pixels wide by 25 pixels tall.




Scroll to the top of the Preferences page and click the “Save changes” button. Your account
is now set up to submit customs documents using FedEx Electronic Trade Documents.
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How to Process a Shipment with
FedEx Electronic Trade Documents

Enter the recipient and shipping information, or select a saved recipient from “My
Shipment” Profiles.
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@ Scroll down the page and click the “Continue” button.
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17 Help

o
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@ You can electronically submit a Commercial Invoice, Pro Forma Invoice, or

Certificate of Origin with your shipment in the Customs Documentation section.
You can also select “Attach additional Trade Document(s)” to attach documents

not listed.

Note: Up to five documents can be electronically submitted with your shipment.
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@ Click “Commercial Invoice” to submit your Commercial Invoice using
one of three different options — “Use my own,” “Attach from
Document Preparation Center.” and “Use FedEx generated.”

In the first scenario, we will submit a Commercial Invoice using a customs
document you have already created and saved on your computer.

@ Select “Use my own.”

@ Click “Browse.”

Create a Shipment
(T) Enter shipping information (@) Enter producticommadity information (3) Print lzbel(s) and documents

* Denctes required field. << Back | Preferences | Clear all fields
6. Commodity Information @ Help ] Hide 7. Customs Documentation (@ Help & Hide
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“Commodity “Customs  Qty “Weight shipment. Please print your customs documents and attach
value {lbs) them to your shipment.
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weight
T TniE 1000 s olars Pickup/Drop-off (optional) (@ Help E Edit

YYou are dropping off your package at & FedEx location




@ Select the Commercial Invoice document you would like to use and click “Open” to attach it.

Note: The document should not exceed 5MB and must be in one of the following formats:
.doc, .docx, .xls, .xlIsx, .txt, .rtf, .jpg, .gif, .omp, .tif, .png, or .pdf. The file name size is limited
to 244 characters on Internet Explorer and 255 characters for all other browsers.

/=2 Choose File to Upload =]

|+ Libraries » Documents » My Documents » Commercial Invoice ~ [ 43 ||| Search Commercial Invice

Organize New folder ~ 0 @
45¢ Favorites — Documents library Arangeby: Folder =
Bl Desktop Commercial Invoice -
B
8 Downloads Name Date modified Type Size
] Recent Places
= Commercial Invoice 25645 5/1/2018331PM  Adobe Acrobat D. 83KB

m

4 Libraries
4 @ Documents

4[| My Document:

| Commercial

| Custom Offic

| New folder [

| Public Docume

b @t Music

[ [E5] Pictures

> B Videos

File name: Commercial Inveice 25645 ~ | AllFiles (%) W
O o [ [

418 Computer

Your document has uploaded successfully.
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In the second scenario, we will submit a Commercial Invoice you have saved in the Document
Preparation Center.

@ Select “Attach from Document Preparation Center.”

Create a Shipment
@ Enter shipping information g Enter product/commeodity information @ Print label(s) and documents

* Denctes required field. == Back | Preferences | Clesar all fields
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Totals
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Select the document and click “Continue.”
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My Saved Customs Documents = Hide
c il D it type Uploaded file name Document reference Date
Canada Other ‘Commercial Invoice... 050172018
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In the third scenario, we will submit a FedEx generated Commercial Invoice with the company
logo and signature.

@ Select “Use FedEx generated.”

@ To attach your company logo and signature, first click “Personalize FedEx
generated customs documents.”

@ Next, select “Use company letterhead on file” and “Use company signature on file.”
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Check for prohibited into Hong Kong ) Alert:
Commedity Summary profiles AC ial I Pro Forma Invaice is required for this
shipment

“Commodity “Customs  “Qty  “Weight Select
value (Ibs) Use my own
(UsD) Attach from Document Preparation Center
m Use FedEx generated
Selectorcreate v

[OPro Forma Invoice
Totals
[ Attach additional Trade Documentis)

Additional FedEx generated trade documents
@ onalize FedEx generated customs

Total Shipment Details

Shipment 3.00 Ibs D Atert:

weight This shipment requires a Commercial Invoice/Pro Forma
Total carriage US Dollars Invoice that includes a letterhead. Please include this
value with your shipment

Use company letterhead on file Edit

®

‘ Click the “Ship” button at the bottom of the page.

Use company signature on file Edit

8. Electronic Export Information (& Help = Hide

|:| My shipment contents require an Electronic Export
Information/Shipper's Export Declaration, US
Department of Commerce Export License or an ITAR
exemption

Destination Control Statement

DCS type |Depar1mem of Commerce v|

Pickup/Drop-off (optional) (2 Help [ Edit

You are dropping off your package at a FedEx location

Rates & Transit Times (optional) 2 Help [ Edit

“iew your rates and fransit times based on your selections.

9. Complete your Shipment @ Help

@ Alert:

Please review alert(s) provided on this page before
continuing.

O create a Shipment Profile fo store recipient, package and all
other details of this shipment for future use.

Sov o o511




@ Confirm your shipment details.

Click the “Ship” button.

Outbound Shipment

From

To

John Smith
123 Street
MEMPHIS, TN
United States
38103
1234567890

Jane Smith
123 Street
BRUXELLES
Belgium
1000
1234567890

Ship date

Number of packages
Total weight
Declared/Carriage Value
Pricing option

Service type

Package type
Dimensions

Bill transportation to
Bill duties/taxes/fees to
Your reference
Pickup/Drop-off

P.O. no.

Inveice no.
Department no.
Special Services

01/08/2018
1

0.50 kgs
0.0 EUR

International Priority
FedEx Envelope

MAJOR-610
Recipient

Drop off package at FedEx
location

Enen ®

Note: ETD (or EWO for Electronic with Originals shipments) is clearly
marked on the shipping label. For Electronic with Originals shipments,
printed documentation must also be attached to the shipment.

FedEx Ship Manager ©

m LTL Fraight ” Ship History

My Profile (@) Legout (7)) Hele =
|| My Lists ‘.” Reports || Integration Manager " Administration

Prepare a shipment
() Enter shipping information () Print label(s)

¥ Label
Receipt | View

ST—prp— [ pr— —pr— —
0 to Global Trade ManagerjSchedule a Pickup

> i
5
§E

g
O =
> o
X0
EHE

Thank you for shipping with FedEx. Your tracking number: 771157802075
*Your label is ready to be printed. The documents listed below have been successfully uploaded and attached with your shipment.
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Examples of EWO and ETD labels:

ORIGINID:OPFA  (123)456-7890 s . TapR1a
JORNSMITH ACTWET 30018

123 5TREET A" aa s hersan
MEMPHIS, TN, 38103 US

e

T@ JANE SMITH

123 STREET

BRUXELLES 1000

1234567890 .

T
£
“ H .
| i
I "
Ji
it

Tha, 7720 9972 2567

0]
S5 SRZA w MA

TR

PH
INTL ECONOMY

ORIGINID:OPFA  (123) 4567830 g
SRS 2 £ QaTE g
123 STREET CAD: 11188435MNET 2220

MEMPHIS, TN, 38103 Us

o
N su soer

" JANE SMITH

123 STREET

BRUXELLES 1000 (BE)

1234567890 s

A1
INTL PRIORITY

X6 KNOA « KNO

e 77115780 2075

To view your Commercial Invoice, click “View.”

FedEx Ship Manager

MeErone  (@)Lapau (O

m LTL Freignt " Ship Higtary ” My L

= v” Reports ” Integratian Manager ” Administration

Prepare a shipment
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More info

« Contact your FedEx account executive

« Go to fedex.com/tradedocs/
- Call 1.800.GoFedEx 1.800.463.3339

©2020 FedEx. All rights reserved.





