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Legal and Copyrights

Confidential and Proprietary

The information contained in this guide is confidential and proprietary to FedEx Corporate Services, Inc. and its affiliates
(collectively “FedEx”). No part of this guide may be distributed or disclosed in any form to any third party without written
permission of FedEx. This guide is provided to you and its use is subject to the terms and conditions of the FedEx Automation
Agreement. The information in this document may be changed at any time without notice. Any conflict between this guide,
the FedEx Automation Agreement and the FedEx Service Guide will be governed by the FedEx Automation Agreement and the
FedEx Service Guide, in that order.

© 2024-2025 FedEx. All rights reserved. FedEx and the FedEx logo, among others, are trademarks, service marks and trade
names of Federal Express Corporation. All other marks are the property of their respective owners.

Payment

You must remit payment in accordance with the FedEx Service Guide, tariff, service agreement or other terms or instructions
provided to you by FedEx from time to time. You may not withhold payment on any shipments because of equipment failure or
for the failure of FedEx to repair or replace any equipment.

Inaccurate Invoices

If you generate an inaccurate invoice, FedEx may bill or refund to you the difference according to the FedEx Service Guide, tariff
service agreement or other terms or instructions provided to you by FedEx from time to time. A request for refund on a FedEx
shipment must be made in accordance with the applicable Service Guide or terms or instructions provided by FedEx from time
to time. A shipment given to FedEx with incorrect information is not eligible for refund under any FedEx money-back guarantee.
FedEx may suspend any applicable money-back guarantee in the event of equipment failure or if it becomes inoperative.

Disclaimer
All Improper Transaction scenarios are for example only. They do not reflect all error condition scenarios.



Welcomel!

Whether you are new to FedEx Ship Manager® Software
or have been using it for years, you’ll appreciate that this
latest version has been designed to help you process
shipments more easily, quickly, and conveniently.

This User Guide is a complete reference to the features and
benefits of FedEx Ship Manager® Software, and guides you
through everything it has to offer — from common tasks
such as shipping, tracking and reporting to more involved
operations, such as integrating your existing customer
database or shipping dangerous goods.

Simply follow the clickable navigation within this PDF for
quick and easy access to comprehensive information on
how to use FedEx Ship Manager® Software to accomplish
your business shipping goals.

For support throughout your FedEx Ship Manager® Soft-
ware experience, use the Help menu in the application,
click the fedex.com link available within the application
or contact your FedEx representative for additional assis-
tance.

Thank you for choosing FedEx Ship Manager® Software.
Now, enjoy the experience of easier, faster, more
efficient shipping!




Support

Support Type  Access Prompt Support topics Hours
FedEx Technical |1.877.339.2774 | FedEx Ship Manager® « fedex.com Monday to Friday
Support « FedEx Ship Manager® CT7am.-9p.m.
» More options Saturday
CT7am.-3p.m.
FedEx Customer |1.800.463.3339 |In a few words, please » Schedule a pick-up 24 hours a day,
Service say what you are calling |« [|need shipping rates 7 days a week
about. « Track a package
« Find a FedEx location
« More options
FedEx 1.800.463.3339 | Say Dangerous « Regulatory assistance with IATA | Monday to Friday
Dangerous Goods Goods or type 81 on regulations for air and 49CFR for |CT 7 a.m.-8.30 p.m.
phone keypad. ground hazmat. Saturday
« International and DomesticDG |CT 10a.m.-2 p.m.

for Dangerous Goods + Ordering DG/Hazmat supplies
for the support number |,  Assistance with DG/Hazmat
1.800.463.3339 shipping on the ship manager
software

FedEx Ship Manager® installation is free.

Contact FedEx Support Representative on call
1.800.463.3339 if you wish to expand your current FedEx Ship
Manager® (FSM) installation or want additional information.

FedEx Service Guide

FedEx Service Guide provides more details about FedEx
services, packaging, and other information. You can view or
download the U.S. guide, go to fedex.com/us/service-guide.




Before you begin

Installing FedEx Ship Manager® 3950

You must be running FedEx Ship Manager® 32XX or higher
to upgrade to 3950. Note: A screen resolution of 100% is recommended for optimum

viewing.
+ Adobe® Reader 8.1 or higher.
« TLS 1.3 communication enabled.

« Minimum screen resolution is 1024 x 768 pixels.

Before starting the installation of FedEx Ship Manager®:

« Turn off any virus protection or firewall programs on your
PC, these programs may interfere with the installation.

« Reset User Access Control (UAC) to the lowest level to
help prevent permissions issues with installation.

+ Close all other open files and programs.

Minimum system recommendations

+ Intel®i5
« 8GBRAMand 10 GB disk space
« Desktop versions:

° Windows® 10
° Windows® 10 Pro
° Windows® 10 Enterprise
° Windows® 11
«  Windows® Server 2016

« FedEx Ship Manager® is compatible with 64-bit Help links
operating system.

Select Help Topics from the Help drop-down menu or click
« Microsoft .NET Framework 4.8 or later is a prerequisite underlined (hyperlinked) field names.

for software installation.
FedEx Bulletin Board

Select Service Bulletin Board from the Utilities drop-down
menu to view messages from FedEx.

« LAN orinternet access required.
« Available port if you are using thermal printer.
+ Laser and/or inkjet printer for reports and labels.

« Supported browsers are Edge, Google Chrome, and
Mozilla Firefox.

FedEx website

For the latest information about FedEx, go to
www.FedEx.com/en-us/shipping/shipmanager/software.html
to explore more features and news.




Infrastructure requirements

All connections between FSM and FedEx Web Services production addresses / DNS names:
are encrypted and initiated by the software.

All connections are TCP via DNS using WS — Web Services site VIP address information

ports 443 and 80. If either port is blocked,
communications will fail. If whitelisting is e ames

required for your company’s firewall, please ws-atl-vip1.dmz.fedex.com

use the following DNS names to allow FSM to

. : ws-atl-vip2.dmz.fedex.com
communicate with FedEx.

ws.fedex.com ws-atl-vip3.dmz.fedex.com

ws-las-vip1.dmz.fedex.com

Software and component distribution: ws-las-vip2.dmz.fedex.com
https://sdx.prod.fedex.com ws-las-vip3.dmz.fedex.com

Gateway — Web Services site VIP address information

If you are using a gateway, proxy server, or gateway-atl-vip1.dmz.fedex.com
other high-level access mechanism to reach

the internet based on dynamic DNS entries,

gateway-atl-vip2.dmz.fedex.com

please use the following address: gateway.fedex.com gateway-atl-vip3.dmz.fedex.com
cafegip.ts.dmz.fedex.com:443/tcp gateway-las-vip1.dmzfedex.com

gateway-las-vip2.dmz.fedex.com

Note: SSL/TLS inspection should be bypassed for the
Tunnel Server address cafegip.ts.dmz.fedex.com, and
this DNS name is an alias for tunnel.g.fedex.com.

gateway-las-vip3.dmz.fedex.com

NOTE: Gateway is the legacy site for WAPI, it can be used to access web-services, but the preferred
site is ws.fedex.com.



Benefits that fit your daily needs

On the Shipping Dock In the Office In Accounting

Ship within U.S. and Canada Ship within U.S. and Canada Print Reports

Ship Internationally Ship Internationally Customize Reports
Meet International Requirements Track Bill Customers

Send Multiple Items in One Shipment Check Addresses Print Shipment Receipts
Store and Reuse Shipping Data Send Email Notifications Courtesy Rate Quotes
Reprint Labels Manage Returns

FedEx Global Returns Email Return Labels Access to Shipping History

Customized Shipping Lists

View Transit Times



Essentils Advanced

Contents

Meet International Requireme
Manage Returns .......ccecoveeeeeeurereennne
Generate Reports .......cooeeeeeenenne.
Close at End-of-Day................. \




Ship

Every shipment’s journey starts here. To ship within the U.S.
and Canada, or to an international destination, begin with
Shipment details. The following pages guide you through the
four main sections of the Shipment details screen:

Recipient information

Sender information

Package and shipment details
Billing details

In addition, these key features make shipping easier
and more accurate:

Address Book — Populates recipient information
automatically to save time and keystrokes.

Group Shipments — Speeds the shipping process
when you send the same type of package to multiple
recipients.

FedEx® Address Checker - Verifies street level
recipient address information.

Special Service Options — Convenient access to the
special services shortcut menu panel right from the
Shipment details page.

Custom Label Enhancements - Easily apply a logo,
image, barcode, promotional message, and more,
to your shipping labels.

Expert

View Transit Times — Look up the transit time when
creating a shipment to obtain the best shipping
method for your needs.

Customized Shipping Lists — Select what shipping
information you want to include on the final
shipping list.

LTL Freight Shipment Templates — Create, save, or
modify an entire or partially populated shipment
template for future use.

To prepare a return shipment, refer to the Manage
Returns section.

To create FedEx Freight shipping labels and the Bill
of Lading for FedEx Freight less-than-truckload
(LTL) shipments, refer to FedEx Freight®.

To use keyboard shortcuts for a variety of FedEx
Ship Manager® Software functions, refer to
Function Keys at the end of this section.
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Recipient information

Start your shipment in the Recipient information section

on the Shipment details screen.

Required fields appear in bold type on the screen and
may vary depending upon your shipment details.

The following fields and options display in the Recipient

information section:

Ship to group
Include a Return Label
Hold

Recipient ID

Country
Contact name | Company name

Address 1 | Address 2 | Address 3

Postal code

State/Province

City

Telephone | Ext

Tax ID/ EIN (International only)

Location #
This is a residential address

Save in/update my address book
Auto Track

Essentials Advanced Expert
"= FedEx Ship Manager | - u] o
File Datgbases Customige Utilities  Integration [nbound [Passport  fedexcom  Help
m (TLFreight | Track  Shippinglist = AddressBook  Repots | Close Fedtx.

Shipment detsls  Options  ShipMlet  Retum shipment

Recipient information Package and shipment details
Oshetoone [ bcude a Rebu Label my.
Rscpeent ID. | .|
T = Bumber of packages: rtedy
Courtry: | US - Linked State: w
T Weight:
Cortbet name. | 5 b
Campany name: | Packages type
Address 1| ] Package
Adchess 2| Ship date: [12/06/2022 =
Addess 3 | (Enpewss iy} Declaed walue- |5
Postal eode:| - | §4 State/Province.
,_-_,,.:: vy
Teisphons:[L ) - | e ]
R =
[ Thes s 2 residential sddess
Save nApdate my add
[0 Aute Track Bl v to: | Sekect an dem | Acet 8
A il - Depatment notes ...'_ |
s =
Change sender. | Pamya w . i
Current pender. Mphass
add1
Collorvlle. TH 23017
Changss ety address: | Cument serder ] Imvoice rumber
View/Ede Shigmert 1D |
Mohasis
addt
Collervile, TH 33017

5 pacial Servces

Wiew,/Eclt Special Service Data
Select Sgnature (poong

Auabo Teack.
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Ship to group
Select the Ship to group check box when you ship the same
type of package to more than one recipient.

Refer to Group Shipments to prepare group shipments and
set group preferences.

Include a Return Label

Enable the checkbox to create the return shipment with
outbound.

Hold

Select the Hold check box to save a shipment in the Hold File
and ship it later. Refer to Hold File for detailed instructions on
using this feature.

Recipient ID

The Recipient ID is a unique identifier, such as a nickname

or customer number, assigned to a recipient, and saved

in your Address Book. When you select a Recipient ID, the
information from your address book automatically populates
the recipient fields.

Note: If Hold file lookup displays instead of Recipient ID, click the Hold file lookup
button to switch to Recipient ID.

To use a Recipient ID

1. Select an existing recipient from the Recipient ID menu.
A globe icon identifies international recipients. Refer to
Customize Recipient ID List to select the fields that display
in the Recipient ID menu.

2. To search for an existing recipient, click [44l.
3. Refer to the Address Book Search instructions.

Expert

To create a new recipient,

1. Enter a new ID in the Recipient ID field, up to 25
characters, or make changes to an existing recipient.

Refer to Add a Recipient when Shipping.

Note: The Save in/update my address book check box is selected
automatically when you use a Recipient ID. Deselect this option if you do not
want to save updated information to the Address Book.

Recipient information

Ship to group [ Include 8 Retum Label Hold

Group D

1

Description:
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Country

Select the destination country. This field is required for all
shipments.

Contact name | Company name

Enter the recipient’s contact or company name, up to 35
characters. All shipments require at least one of these fields.

Address 1| Address 2 | Address 3
1. Enter the recipient’s primary street on address line 1. This
field is required for all shipments.

2. Enter the information (e.g., suite number) on address line
2. This field is optional.

Note: Each address line contains up to 35 characters. Once you provide the
required recipient information, you can click the FedEx Address Checker
check mark beside the Address 1 field to verify the accuracy of the recipient’s
address. Refer to the FedEx Address Checker section for more information.

A message is displayed for shipments containing “PO Box” in the Address
Line. The message prompts for addresses if it includes or excludes spaces or
punctuation.

3. Enter additional address details on address line 3. This field
is optional.

Expert

Recipient information

O Shiptogroup [ Include 3 Retum Label [0 Hold
Recipient ID: ||AUTOUS o
Country: | US - United States V]

Contact name: | CAFE Automation

Company name:
Address 1:|10 FedEx Parkway
Address 2 |Baliey Station Rd

Address 3:: | (Express Ony)
Postal code:|32103- # smemmime:

Telephone:[(901) 2639433 |  Ba:| |
Location #: [555 |
[ This is a residential address Al-H1
E Save in/update my address book
[ Auto Track

Page 12



Postal code requirement for postal aware countries

The postal code is required for international shipments if
the destination country supports postal codes. To access
the current postal code for your shipment’s destination
country, follow these steps:

1. Click binoculars icon #lnext to the Postal code field on
the Shipment details screen. The Valid Postal Code List
screen is displayed.

2. Select your shipment’s destination and click OK.
The current postal code for the selected destination
populates the Postal code field.

3. Enter the remaining required information to complete
your shipment. You can also manually enter the
recipient’s postal code, up to 15 characters. The
destination country you choose determines which field
name is displayed.

« A postal code is required for all U.S. and Canadian
recipients.

» A postal code is required for international
shipments if the destination country supports
postal codes.

If you do not enter a postal code for a postal aware country,
a warning displays that the recipient country is postal
aware and entry of a postal code is highly recommended.
Refer to the Postal Code Formats for a list of postal aware
countries and their postal code formats.

Expert

Auto-populate City and State/Province

To set your system to auto-populate the City and State/
Province fields for U.S. and Canadian recipients when you
enter a postal code, refer to System Settings.

The Auto Populate City/State option appears on the System
Settings screen under the 2-FedEx Customer Admin tab in
the Shipping Screen section. You can select this option at
any time during your shipping process without having to
restart the software.

State/Province

Select the recipient’s state or province, or enter the
2-character abbreviation.

« Stateis required for all U.S. destinations and optional
for international destinations.

« Province is required for all Canadian destinations and
optional for international destinations.

City
Select the recipient’s city, or enter manually, up to 35

characters. This field is required for all shipments.For all
international destinations, a telephone number is required.

Telephone | Ext
Enter the recipient’s telephone number, up to 15 characters.
You can include an optional extension number, up to 6
characters.
« For U.S. destinations, a telephone number may be
required for return shipments and certain special
service options like Hold at Location.

« For allinternational destinations, a telephone number
is required.
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Tax ID/EIN (International only)

Enter the recipient’s Tax ID number, when required, up to 15
characters. This field is required for Brazilian destinations
and is optional for all other destinations.

Tax ID requirements for Brazil

Shipments to Brazil require a valid Brazilian Tax ID number
for customs clearance. Missing or incorrect information
stops your shipment before clearance. If correct information
is not provided within 5 working days after your shipment
arrives in Brazil, the shipment is returned at the shipper’s
expense.

Commercial shipments require a 14-digit Brazilian Tax ID
number. Residential shipments require an 11-digit Brazilian
Tax ID number.

FedEx Ship Manager® Software provides a Tax ID validation
routine to determine if the number entered is in the correct
format.

Location #

Enter a store location number, up to 10 characters,
for FedEx Ground® shipments.

Although this field is available for all service types, it is only
used for FedEx Ground® to help FedEx deliver packages

to the correct address when businesses have multiple
locations and a similar address.

Note: This field is called Recipient Location # in the menus on the Doc Tab
Configuration screen. To configure doc-tabs, refer to Customize Doc-Tabs.

Advanced Expert

This is a residential address

Select the This is a residential address check box if
you are shipping to a residential address.

Save in/update my address book

Select the save in/update my address book checkbox to save
or update recipient information in your

Address Book.

This check box is only available when using a Recipient ID and is
checked automatically by default.
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Postal code formats

FedEx recommends using the appropriate
postal code formats for the countries listed to
the right.

N = Numeric characters
A = Alphabetic characters

Note: Colombia has been supported as a postal aware country
in FedEx Ship Manager® since September 29, 2014. The proper
6 digit postal code should be entered for any recipients with a
Colombia address.

Non-postal aware countries

When a non -postal country is selected in the
following screens, then City field displays a list
of cities in the dropdown.

Note: This feature is not applicable for the non-postal country
UAE.

« Shipment detail tab/recipient information
« Recipient view/edit

« Brokers view/edit

« Returns

« |IPD/IDF/IED IOR view/edit

« Sender Entry

If the dropdown list is not available, you can
enter city name manually in the City field text
box.

Code
AU

BE
BR
CA
CN
co
DK
FI
FR
DE
GR
ID
IN
T
JP
LU
MY
MX
NL
NO
PH
PR
PT
RU
SG
ZA
KR
ES
SE
CH
TH
TR
us
GB
GB
GB
GB
GB

Country
Australia
Austria

Belgium

Brazil

Canada

China

Colombia
Denmark
Finland

France
Germany
Greece
Indonesia

India

Italy

Japan
Luxembourg
Malaysia

Mexico
Netherlands
Norway
Philippines
Puerto Rico
Portugal

Russia
Singapore
South Africa
South Korea
Spain

Sweden
Switzerland
Thailand

Turkey

United States
United Kingdom
United Kingdom
United Kingdom
United Kingdom
United Kingdom

# Characters

NoocouwuuubuuouupbrhoouuubrhbdbboubhNuououuuuuupshooooohbhDb

Expert

Format
NNNN
NNNN
NNNN
NNNNNNNN
ANA NAN
NNNNNN
NNNNNN
NNNN
NNNNN
NNNNN
NNNNN
NNNNN
NNNNN
NNNNNN
NNNNN
NNNNNNN
NNNN
NNNNN
NNNNN
NNNN
NNNN
NNNN
NNNNN
NNNN
NNNNNN
NNNNNN
NNNN
NNNNN
NNNNN
NNNNN
NNNN
NNNNN
NNNNN
NNNNN
ANNAA
ANNNAA
ANNNAA
ANNNAA
AANNNAA
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Automatic tracking (Auto Track)

This feature gives you the ability to request automatic tracking
updates be sent directly to your Shipment Details screen. With
the ability to Auto Track up to 25 shipments at a time, keeping

up with the status of your shipments has never been easier.

1. Click Ship | Shipment details tab.
2. Select Auto-Track checkbox. Shipments will then be

displayed at the bottom of the Shortcuts panel, below the
Special Services groupbox.

[ ship to aroup [ Include a Retum Label [ Hold
Recipient ID: |[AUTOUS | ¢4
Country: | US - United States v]

Contact name: [CAFE Automation

|
Compary name:| |
Address 1:|10 FedEx Parkway |
Address 2:|Baliey Station Rd |

Address 3:[ ) | (Express Only)
Postal code:| 52103 @4 State/Province; CA
Gity:[SAN DIEGO Y[
Telephone:[(501) 2639433 | Ba: [ ]
Location #: |555
[[] This is a residential address Al-H1
B4 Save infupdate my address book
[ Auto Track

Expert
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Sender information

The Sender information section on the Shipment details screen
displays the current sender and allows you to change the
sender and return address.

Save time and keystrokes when preparing
your shipments by assigning Shipping Profiles
to individual senders.

Note: Recipient preferences override sender preferences that have been selected in
Shipping Profiles for the same field.
Refer to Recipient Preferences for more information.

The following fields display in the Sender information section:
+ Current sender

« Change sender

« Change return address

Note: You can add, view, edit, and delete senders in the Sender database. You can
also print sender reports. To access the database, select Sender from the Databases
menu and refer to Database Functions.

For detailed instructions on importing and exporting senders,
refer to Databases.

To learn more about the enhanced search capabilities of the
data filters within the sender database refer to the information
on the Filter for Sender Database page.

Essentials Advanced Expert
File Databases  Customize  WRilties  Indegraton  Inbound  Passport  fedexcom  Help
ﬂ LTLFreight  Track Shippimglat =  Aderess Book  Reperts  Close  fedex.com Mx
Snpment detals Options  Shipiedt  Rstum shipment
Recipient information Package and shipment detals
O Sow s [ ichuie » Retin Lokl m]- Special Services
Recpsert 10 ar. i n
Courtrr || Code Campany Contact xy Yy S— -
Contact rame |G AuTORR DASDA CAFE Automation Pans
Company name:| DIASGA CAFE Automation Sarta Ka G
Address 11 | AUTOUS DASGA CAFE Autpmation SN DIEGO CA
Address 2 E AUTOUS_RES DASGA CAFE Automation Collervile ™
Acdess 3| W NP asan asaaa repal ciy
Postal code:|ure i it *
City:| AN DIEGD e
Teiophone [ 501) 2635433 =
e 5 it
[ This is & resdertial address ALH1
I Save it oy wiressbock Ao Tk
[ éato Toach Bl bransporation o: | Sekc an tem | Aot ii:
Sender information o =
Custromes reference

Charee sender | SENDERTSI0 . Ravgs |
Cumert sander: Mphass
a1
Coberdle, TH 38017
Change soiym acdhess | Cunent sender

Mohawe
add!

P00, rumber-

Additional releremnces

Wnvoicn nurmber
Shpment ID

Sender information

Change sender:
Cument sender:

Change retum address:

Current sender
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Current sender
The Current sender serves as the default sender in the
Sender database.

If the sender has a shipping profile, the profile preferences
are applied. Refer to Customize for information on setting
preferences and creating shipping profiles.

To assign the Current sender:

1. Select Sender from the Databases menu.
The View Senders screen is displayed.

2. Select the sender you want as the default
sender then click Current sender button
to the right of the list.

3. Click OK.

Change sender

If the current sender shown on the Shipment details screen

is not the actual sender, select the correct sender from the
Change sender menu.

Change return address

To print the return address information on the shipping
label, leave the default as Current sender or select a
different return address from the Change return address
menu.

Advanced Expert

View Senders
Current sender
NAME
COMPANY

ADDR1
COLLIERVILLE, TN 38017

Sender list

Searchfor: Sender ID

_ SenderlD  Cortactrame
89| SENDER107102 | Sanchez
89| SENDERS28559 | Smith

|ciupap Juarez [ I

‘State/Province

|on ‘»

(85| 14569 John Doe

| vERNON HILLS i "

Sender detals
Cortact name: NAME
Company name; COMPANY
Address 1: ADDRI
Address 2: ADDR2
Ciy: COLLIERVILLE
State: TN
Zp: 38017
Country: Us
Telephone: (575) 6565656

This s a residentia address

[0k ][ &l ][ Adibyduplcaion

][ MewEdt | Deete ][ B

Number of items: 5 .

To assign the default for Return address:
1. Select Sender from the Databases menu. The View

Senders screen is displayed.

2. Select Return address check box at the top right of

the screen.

3. Select the sender you want as the default sender for
the return address then click Return address to the

right of the list.

4. Click OK.

Page 18



Package and shipment details

Enter specific package and shipment information
— such as service type, package type, dimensions
and more — in the Package and shipment details

section.

Required fields appear in bold type on the
screen and may vary depending on your origin,
destination and other shipment details.

To save time by setting preferences such as
package type, dimensions and service type, refer
Recipient Preferences and Shipping Profiles.

Expert

= FedEx Ship Manager |

Ele Datgbases Customige  Utilities  Integration  [nbound
m LTL Freight Track Shipping list = Address Book Reports  Close

Recipient information

Oshotogoe [ nchse 2 Betun Label [ ke
Recpient ID: |[AUTOUS Ty
Country: | US - United States |

Shpment detals  Options  ShipAlet  Retum shipment

Compary name

Cortact nome: [CAFE Atonation

Address 3

Address 1:[10 FedSx Patonay

Address 2 Bnier Station Rd
Postal code: 52103

City:[SAN DIEGO ][V

| tExpress Ooiy)
| #4 StatesProvince C8 |

Ome

Sender information

Telephone: [[901) 2638433 | e ]

9 save nupdate my address bock
[0 Ao Track

Lecation 2: [555 |
is & residential address AlHT

Passport  fedex.com  Help

Package and shipment details

Billing details
El_lmmm: Select an tem. v: Aot 1,
Department notes: | ~

Customes reforence: | | Addihanding
PO, ruamber: v

Additional references

Clearfields | Delete/Modify shipment | Repeat shipment | Oyermide prefs | Rate Quote and Transit Times

- o x
-

Special Serace:

View/Ede Special Seevice Data
Select Sgnature Opliens

Auto Track

ldentical packages

M 12 e Man Wt

Package dimensions: _Seled aniem..

Mml.ﬂ?f@ﬂlza | = O Delivery

Declared value: IS

| UsD -

Saturday
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| Package and shipment details

Package contains: ' Document @ Commodity/Merchandise
MNumber of g ldentical packages
Weight - b= Man Wt
B t E

Package dimensions:

Ship date: 11/03/2017
Total camiage value: $0.00

Package and shipment details

Packaqe contains: @ Documert

Weight - Iz Man Wt

) Commodity/Merchandise
|dertical packages

Package dimensions:

Ship date:

Document Description:

Total camage value:

Total Customs Value:

11/03/2017

Select an item... -

£0.00 -

n nn
$0.00

Expert

The following fields and options display in the Package

and shipment details section:
« Number of packages
« Identical packages
+ Weight
« Service type
« Package type
« Package dimensions

« Ship date
o Saturday Delivery

« Declared value

Additional fields are available for international
shipments:

« Package contains

« Document Description

e Currency type

o Total carriage value

« Total Customs Value
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Number of packages

1.

Enter 1 or more. If you are shipping multiple packages, refer
to Multiple-Piece Shipments (MPS) for instructions.

If you are shipping more than one package and all packages
have the same weight, service type, and package type,
select the Identical packages check box. You do not have

to use the Multiple-Piece Shipment Information screen for
identical packages.

Package contains (International only)
This field displays two options for international shipments.

Click Document when shipping documents (e.g., reports,
financial records, correspondence).

Click Commodity/Merchandise when shipping
commodities or merchandise. Commodities may be
assessed duties and taxes, as well as require a Commercial
Invoice.

Refer to Meet International Requirements for detailed
instructions on shipping documents and commodities/
merchandise and preparing customs documents.

Identical packages

Identical packages in an international shipment must also have
the same carriage value.

Advanced Expert

Weight
1. Enter the weight of the package.
2. If there is more than one package in the shipment,

enter the weight of the first package or the total
shipment weight.

3. If you are preparing an international shipment or an
intra-Canada shipment, select the weight type (Ibs or
kgs).

The weight limit on FedEx Home Delivery® packages has been increased to
150 Ibs which helps you deliver larger packages with weight greater than 70
Ibs.

Package contains: (' Document @ Commodity/Merchandise

Number of packages: |dentical packages
Weigh: b= Man Wi

Package dimensions: | Select an fter
Ship date: 11/03/2017
Total camiage valus: S0.00 -
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Service type

Select a FedEx service from the Service type menu. In the
Service type drop-down menu on the Package and shipment
details screen, the U.S. services are displayed alphabetically in

ascending order. The available U.S. services listed depend on the

shipment’s destination ZIP code.

For FedEx service definitions and commitments, refer to the
FedEx Service Guide at fedex.com.

Package type
1. Select a FedEx package type or select 1-Your Packaging.

2. The Package type menu includes multiple package types to

meet clearance requirements for the following shipments:
« betweenthe U.S. and Canada
« fromthe U.S. to Puerto Rico
« from Puerto Rico to Canada

Package dimensions

The Package dimensions field activates when you select
1-Your Packaging as the Package type. You can select preset
dimensions or enter dimensions manually.

Note: To save preset dimensions in your Dimensions database, refer to Database
Functions.

Expert

« The minimum package dimensions are 1"x1"x1" for FedEx
Express® shipments.

« The order of the package dimensions is automatically
corrected before you receive a courtesy rate quote. FedEx
Ship Manager® Software automatically assigns the largest
dimension to Length, the second largest to Width, and the
third largest to Height.

« Based on the dimensions provided, the dimensional weight
for the shipment is determined. If the dimensional weight
is more than the actual shipment weight, the dimensional
weight is displayed at the bottom of the ship screen next to
the rate quote amount.

Note: Shipping dimensions are no longer required for all international shipments.

Package and shipment details

Package contains: ® Document () Commodity/Merchandise
Number of packages: |1 ldentical packages
Weight: |1 [lbs ~] Manwe
Service type: | £ - FedEx International Priority® “
Packaage type- | Other Packaging v
Package dimensions: £ - Enter Dimens V|
Ship date: |06/30/20] Enter Dimensions
Document Description: :I
Total camiage value: |$0.00 Length: _I
Total Customs Value: | $0.00 Width: l:l
Height: l:l
Cancel
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Ship date

The Ship date is the date you give your package to
FedEx.

To change the ship date:

1.

Click &2l calendar to select a future ship date. The
View/Edit Ship Date screen is displayed.

Select a future ship date and click OK. You can
ship FedEx Express® up to 10 days and FedEx
Ground® up to 45 days from current date. FedEx
Ground® allows any number of days in the future
as ship date. FedEx Home Delivery® operates 7
days a week with deliveries to most residences on
Saturday and many on Sunday.

If you are shipping only one package with the
future ship date, select Apply to this package only.
The ship date automatically returns to the current
date when you complete the future shipment.

If you are shipping more than one package with a
future ship date, change the ship date back to the
current date after you ship each package with the
future date.

Saturday Delivery

Select Saturday Delivery to deliver your FedEx
Express® shipment on Saturday, if applicable. This
option displays when available for your ship date,
service type, and destination.

Advanced Expert

Package and shipment details

Package contains: @ Document ) Commodity/Merchandise
Number of packages: 1
Weight: 1 kgs + ManWh
L niln a0, o | - FedEx Intermational Pricrity -
Package type: Other Packaging -
Package dimensions: an ite
Ship date: 01/27/2017
Diocument Description: Select an item. .. -
Total camiage value: $0.00 usp-  w-
Total Customs Value: $0.00 UsD -

ldentical packages

Saturday
([ Delivery

Document Description (International only)

If you are shipping documents such as letters, statements,

or reports to an international destination, select a customs-
approved Document Description that best applies to your
document. If the appropriate description for your document
is not listed, enter your own description in the free-form field,
up to 135 characters.

The complete description prints on the Commercial Invoice
or the Proforma Invoice, and the first 60 characters print on
the shipping label.

Refer to Meet International Requirements for more
information on shipping single and multiple documents.
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Currency type

Select the currency type for the carriage value.

For FedEx Express® shipments, the menu displays all currency
types allowed by the destination country.

Declared value

The FedEx limits of liability stated in the FedEx Service

Guide applies unless you enter a higher amount. There is an
additional fee to declare a higher value. Enter the declared
value for packages within the U.S. and Canada or the carriage
value for international shipments. If a FedEx Express® or
FedEx Ground® domestic shipment or a FedEx International
Ground® shipment contains more than one package and all
packages are identical, the declared value entered in this field
is the declared value for each individual package. If a FedEx
Express international shipment contains more than one
package and all packages are identical, the declared value
entered in this field is the total declared value for all of the
packages.

Increased maximum declared value amount for FedEx
Ground® and FedEx Home Delivery®

FedEx Ground® and FedEx Home Delivery® return shipments
of fragile or extraordinarily valuable items may now request
increased declared value of up to $1,000 for print, email and
manual PRP labels, and up to $50,000 for FedEx Ground® Call
Tag shipments.

Note: Currency type for Latvia (LV) and Lithuania (LT) is updated to the Euro (EUR).

.
Essentials Advanced Expert
File Dstabases Customize  Utlites Integration Inbound fedexcom  Help
BT L1 Freight Track Shippinglist = AdcfessBook  Reports Close Mx
e e =
Recipient information Package and shipment details Shortcuts
[ shiptoamup [ Include 2 Retum Label [ Hold Special Servces:
General Specil Servioes
Recpient I0: [AUTOUS o
W‘ Number of packages: |1 Identical packages [ Dangerous Goods
County:[US - Unied taes v
" Weighi: |2 b | ManVh [0y lee
Contact name: | CAFE Automation 1~ Fedx Piorty Dverighte SFEHB{SUWLAM@EME
. ! F Prefered
Sy ane P 1-You Packagig Y| Orecee A
Address 1:[10 FedEx Parkuay Seectanten.. v [] FedEx Sumound® Select
Adress 2 ] Hold st Location

s fmeesow

Postal code 32103 | State/Province: T |

S —
Tolephone B0 263348 |

c

Sender information
Change sender. i
Curert sender.
abedef
Calienvlle, TN 38017

Curent sender v

View/Edi

Change retum adk

abodef
Coliervile, TN 38017

Ship date: [04/17/2025 ]

Bil [seectanten..  ~| pcct#:
Depatimert noes; v
Custmer eference <] | Addihanding

Clearfields | Delete/Modiy shipment | Repeat shipment | Override prefs | Rate Quote and Tansit Times

[] Lithium Batteries/Cells
[] Non Standerd Packaging
] Pharmacy Delivery

View/Eh Specil Sevice Data
Seect Signature Options

Auto Track

$116.21 | Dim Weight 21bs | Multple-picce ship

:
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Advanced Expert

Total carriage value

Enter the Total carriage value for your shipment. The carriage
value is the maximum liability of FedEx for loss, delay or
damage to the shipment.

For information about maximum carriage values, applicable
fees and terms governing FedEx liability, refer to the FedEx
Service Guide at fedex.com.

Total customs value (International only)

Enter the Total Customs Value for international document
shipments.

The minimum customs value is US/CAN $1 for shipments to
Armenia, Australia, Azerbaijan, Belarus, Canada, China, Czech
Republic, Georgia, Indonesia, Japan, Kyrgyzstan, Moldova,
New Caledonia, New Zealand, Papua New Guinea, Philippines,
Russia, Slovak Republic, Turkmenistan, and Uzbekistan.

FedEx Ship Manager® Software expands the FedEx® Third
Party Consignee chargeable special service to Vietnam
allowing you to mask the carriage and customs values on the
air waybill and have the Commercial Invoice detached from the
shipments.

FedEx Ship Manager® Software expands the FedEx® Third
Party Consignee service option globally to include Canada

and the Europe, Middle East and Africa region. The software
also enhances the FedEx® Third Party Consignee features of
service by matching them to the international express services
Features of Service.

For more information about customs value, refer to the FedEx
Service Guide at fedex.com.
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Billing details

The Billing details section of the Shipment details
screen offers comprehensive and flexible features to
facilitate easier billing.

Required fields appear in bold type on the screen.
Save time and keystrokes by setting your billing
preferences. Refer to Recipient Preferences and
Shipping Profiles for detailed instructions.

The following fields display in the Billing details section
. Bill transportation to | Acct #
« Bill duties/taxes/fees | Acct # (International

only)

« Department notes

o Customer reference
« Addl handling

Expert

File Databases Customize Utilities Integration Inbound fedexcom  Help

LTL Freight  Track Shippinglist ~ AddressBook Reports  Close

hipment details | Options | ShipAlet | Retum shipmert

F Recipient information

Address 1: 10 FedEx Parkway
Address 2: Baliey Station Rd

Postal cade: 52103 State/Province: CA  ~
City: SAN DIEGO -
Telephone: (301) 263:8433 £

Logation #: (555

fedex.com

|| Shipto group [7] Include 3 Retum Label [F] Hoid
Number of packages: 1
- Maar
Country: US - United States - Senvice hype: | o
Contact name: Package type:| ©
Company reme: [ NN Package dimensions:

Ship date: 11/02/2017

Declared vaiue: §

Package and shipment details

Identical packages

bs

Man i

UsD- -

(] This s & residential address ALHT | E—— —
Save in/update my address book
Bill transportalion to: Select an fem v Acct it
a ok
Sender information
~ [ Addihanding
Change sender: - il =
Curent sender. o
Additional references
Change refum address:  Cuent sender ~ Invoice mumber. -
St D -

Special Senices

View/Edit Special Service Data
Select Signature Options

Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times

Multiple-pice shipment

Thursday, November 02, 2017 3:24 PM |

Billing details

Bill shipment tu:|3-BiIIThird Faty =| Acct #:|123455?39 v|

Department notes: I

=]

Customer reference: I

BEMA Mumber: |‘|23.-1.5

™ Link to Outhound
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Bill transportation to | Acct #

Select the account to bill for the shipment. Enter the FedEx
billing account number if the Acct # field does not populate
automatically.

Note: For multiple-piece shipments, complete the required billing information

before you enter information on the Multiple-Piece Shipment Information
screen.

Bill duties/taxes/fees | Acct # (International only)

Select the account to bill for the shipment’s duties, taxes
and fees for international commodity shipments. Enter the
FedEx billing account number if the Acct # field does not
populate automatically.

Department notes

FedEx Ship Manager® Software allows you to assign billing
for your shipments to a specific department of your
company.

To assign a department:

1. Enter or select a Department ID from the Department
notes menu.
Note: You can add, view, edit, and delete departments in the Department
database. You can also print department reports. To access the database,

select Department/Notes from the Databases menu and refer to Database

Functions.

2. If you enter a new Department ID in the text field, the
View/Edit Department screen displays.

3. Enter Department Name.
4. Click OK to save the new department in the database.

Note: To change the Department notes field name, refer to Customize
Fields.

Expert

Reference fields

Enter or select reference information, such as Customer
reference and P.O. number, to print on the shipping label. This
information can also be used to track packages.

For U.S. shipments — Customer reference and one
additional reference field are available. Additional
reference fields are available on the Options screen.

For international shipments and intra-Canada shipments
— Customer reference is available. Additional reference
fields are available on the Options screen.

Note: You can add, view, edit and delete references in the Reference database.
You can also print reference reports. To access the database, select Reference
from the Databases menu and refer to Database Functions. To customize the
reference field names, refer to Customize Fields.

Additional handling

1. Click Additional handling to override your handling charge
defaults. The Additional handling charges screen displays.
Note: This option activates only if you have set handling charge defaults in your
shipping profiles. Refer to Shipping Profiles.

2. Make changes to the fixed and variable amounts
as necessary for your shipment.

3. Click OK to save your changes.

Additional handling charges ==
[ Fixed amourt 50.00 usD
[¥] Variable amount 20 A B 1y shipping charges and surcharges -
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Address book

Save time and automate shipping by creating a unique
Recipient ID for each recipient in the Address Book.

You can add, view, edit, and delete recipients in the
Address Book. You can also print recipient reports.

To access the Address Book, click the Address Book tab
or select Recipient from the Databases menu.

For detailed instructions on importing and exporting
recipients, refer to Databases.

Refer to the following information in this section to:

« Add a Recipient when Shipping

« Address Book Search

» Setting Recipient Preferences

« Address Checker

Essentials

Advanced

Expert

View Address Book
Recipient ist

Searchfor:  Contact Name

~  Containg ~ = John Doe

=

AC Status Recipiert ID Company name Corttact Name

Address 1 Cty

State Zp/Postal  Country

123 Main Street Collierville:

@ Checked ® Pending

Company name: US Company
Address 1: 123 Main Street

Third party billing account numbers
Eill shipmenit account number.

Bill dutiestaxes,fees account number:

International information

Address 2
i State Tax ID
Cty: Colievile it
State: TN Zp: 38017 e
The shipper and recipiert are related parties
Telephone: (301) 2639423 Ext
Emall Address: john doe@mycompany com FodE x Shiphl®
Netfication Language: Enlsh Emal address
Faxrumber: ) - Other 1:john doe@mycampany.com
Accourt rumber: Other 2
This i 2 residertial adchess
This is 2 Braziian residert
ok | [ Shpto |[Rewmfom | [ Add | [ Addbydupicaton | [ View/Edn | [ Delete | [ Pt

Notfication Langusge
Engsh
Engish

Mumber of items: 1 .-
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Add a recipient when shipping

You can save a new recipient to the Address Book on
the Shipment details screen.

1. Enter a new Recipient ID in the text field in the
Recipient information section on the Shipment
details screen.

Note: The Save in/update my address book option is checked
automatically when you enter a new Recipient ID.

2. Enter the required recipient information.

3. Enter the remaining required information for your
shipment.

4. The new recipient is saved in your Address Book
when you process the shipment.

Expert

Recipient information

[] Ship to group
Recipient |D:
Country:
Contact name:
Company name:
Address 1:
Address 2:

Address 3:
Postal code:

City:
Telephone:

[] Include a Retum Label (] Hold
AUTOUS v 3%
US - United States v
CAFE Automation

10 FedEx Parkway

Baliey Station Rd

(Express Only)
92103 @4 State/Province: C&
SAN DIEGO vl
(901) 263-9433 Ext:
Location &#: 555

[L] This is a residential address Al-H1

(] Save in/update my address book

[ Auto Track
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Address book search
Search for your recipient in one of two ways:

Search when Shipping
Search the Address Book

Search when shipping

1.

On the Shipment details screen, click binoculars
next to the Recipient ID field. The Search Address
Book screen is displayed.

Enter your search criteria in any field or select from
the Country and State/Province menus.

Select the maximum results you want displayed
and click Search. The search results and number of
matches display.

To ship to a recipient from the search, select the
recipient and click Ship to. The Shipment details
screen automatically populates with the recipient
information.

Enter the remaining required information to complete

your shipment.

Advanced Expert

Search Address Book
Enter search criteria

Recipient Id: |

Courtry: [ Select an tem..

Contact name:
Company name:
Address 1:

City:
State/Province:
Zip/Postal code:

Searchresults [Matches found 0]

Searchtips

Use a combination of any of the search
criteria to find matching recipients.

Use the asterisk wild character (%) to search for partial
matches. For example, To find all recipierts with a first
name, Scott, enter, Scott™, in the Contact name
field.Fields are not case-sensitive

Recipient Id Company name Contact name

Address

Zip/Postal

City State/Provir e Country
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Search the address book

1. Click Address Book tab or select Recipient from the
Databases menu. The View Address Book screen
displays.

2. Select afield from the Search for menu (e.g., City)
and enter the search criteria in the text box (e.g.,
Memphis).

3. Click Search. The first occurrence of a recipient that
meets your search criteria appears on the Recipient
list.

4. To ship to arecipient from the search, select the
recipient and click Ship to. The Shipment details
screen automatically populates with the recipient
information.

5. Enter the remaining required information to
complete your shipment.

Using wild card characters

For more powerful search capabilities, enter wild card
characters (such as an asterisk*) in any text field(s) on
the Search Address Book screen.

« Searches are not case-sensitive. For example, if you
enter M* in the City field, all recipient cities that

begin with either M or m are returned by the search.

« Any field left blank or unselected is not included in
the search criteria.

Essentials Advanced Expert
ViewAdéanoic ===
fechiertit Searchfor Conlact Name +  Containe v = John Doe

AC Status Recipient 1D Company name

Contact Name

Address 1 City State Zip/Postal Country

@ Checked ® Pending
Recipient detals
Courtry: US
Cortact name: John Dos
Company name: US Company
Address 1: 123 Main Street
Address 2
Location #
Ciy: Collervile
State: TN
Telephone: (301) 2639433
Email Address: john doe@mycompany.com
Notfication Language: Englsh
Faxnumber. () -
Account number

This is a residential address
This is & Brazilian resident

Zp: 38017-

Third party billing account numbers
Bil shipment account number:
Bil duties Aaes Aees account number:

International informabion
State Tax D
Tax ID
Broker ID)

The shipper and recipient are related parties

FedEx ShipAlkd®
Emal address Notication Language

Other 1: iohn doe@mycompany.com Englsh

Other 2 Englsh

oKk | [ stipto | [Retumiom | [ Add

] [ Addby duplication

][ MewEdt | [ Deete ][ punt

MNumb:

er of items: 1,

Pag
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Expert

Setting recipient preferences

You can customize recipient preferences in your Address
Book and set shipping preferences for details such as service

Note: Recipient preferences override sender preferences
that have been selected in Shipping Profiles for the
same field.

type, package type, and payment type.

To set recipient shipping preferences:

1.

Click Address Book tab or select Recipient from the
Databases menu. The View Address Book screen
displays.

For an existing recipient, select the recipient, and click
View/Edit. The View/Edit Recipient screen displays.

For a new recipient, click Add. The Add Recipient screen
displays.

On either screen, click Recipient preferences. The View/
Edit Recipient Shipping Preferences screen is displayed

Click 1-Domestic field prefs for U.S. and Canada
domestic recipients or 2-International field prefs for
international recipients.

Select the field to set a preference, such as FedEx
Express® Package Type.

Click Constant as the Behavior and select a field value,
such as 4-FedEx Box. This value automatically populates
this field on the Shipment details screen when you select
this recipient. You can press F11 to override this value

Click OK to save your recipient preferences.

View/Edit Recipient

Enter recipient informabon

Recipient 1D | US
Country: US - Urited States
Contact name: John Doe
Company name: US Company
Address 1: 123 Main Street
Address 2:
Location #:
City: Coliervile
State/Province: TN - Tennssses
Zip/Postal: 38017~
Telephone: (901) 263-5433 Ex:
Email Address: john.doe@mycomparny.com
Notification Language: English
Faxnumber: ( } -
Account number:

] Thisis a residertial address

‘Skip address checking

[0k | [ Recpientpreferences | [ Cancel

Third party billing account rumbers

Bill shipment accourt number:

Bil duties taxes/fees account number:

International information

Tax ID:
Broker ID:
The shipper and recipient are related parties
FedEx ShipAlet®
Email address Notffication Langusge
Cther 1:  john.doe@mycompany.cor  English
Other 2: English
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FedEx Ground® and FedEx Home Delivery®
enhancements (U.S. Addresses Only)

FedEx Ground® and FedEx Home Delivery® enhancements and
address validation improvements (U.S. addresses only) offer
you business and residential classification for your shipments,
and provide visibility specifically into FedEx Ground® special
service options available for your designated delivery
addresses.

Key enhancements include:

Address Checker enhancements.

Business/residential classification based on our available
records.

Visibility to applicable special service options for both
FedEx Ground® and FedEx Home Delivery®.

Hold at FedEx Location and hazardous materials
shipments are allowed via FedEx Ground® residential
service. (Hazardous material shipments are not for Canada
domestic/international or international direct distribution).

These services return the estimated delivery date as a
calendar date.

The weight limit on FedEx Home Delivery® packages has
been increased to 150 Ibs., which helps you deliver larger
packages that weigh more than 70 lbs.

FedEx home delivery operates 7 days a week with deliveries

to most residences on Saturday and many on Sunday.

Click on the « symbol to access the address checker screen.

Expert

File Databases Customize Utilities Integration  Inbound

fedexcom  Help

BN LTLFreight | Track  Shippinglist ~ AddressBook  Reports  Close  fedexcom

Shipmen detais | Options | ShipAlert | Retum shipment
Recipie ormatio
[ shipto aroup [ Include & Retum Label [£] Hold
[ Recipient ID: | AUTOUS ~
Country: US - Lirited States -

Contact name:
Address 1: 10 FedEx Paroway
Address 2: Baliey Station Rd

Postal code: 52103 State/Province:
Gity: SAN DIEGO ]
Telephone: (901) 2639433 Ea

Location #: (555

[] This is a residential address A1H1
Save in/update my address book

[ Auto Track

Sender information

Mumber of packages: 1
Weight: s Man Wi
Service type: | Select sen e
Package type:
Package dimensions: an fter
Ship date: 11/02/2017
Declared value: $ usp

Idertical packages

)

Bill transportation to: Select anitem... v Acct i
Depariment notes: -
Customer reference: v | Add)handing

PO number ~

Additional references

Package and shipment details Shorteuts

FedEx.

Special Services

View/Edt Special Service Data
Select Signature Options

Auto Track

WY Errors/Messages

Clearfields = Delete/Modify shipr

The Resipient address was n

ot found by the address checking service

Recipient Address Results

Differences in the results and the address you entered are noted in pumle.

Please Note:

receive a residertial surcharge

matching company names that

- Results provided bythe FedEx Address Cheeker are belived to be reliable, but not guaranteed, Comect completion of
shipping decuments is the respansibilty of the customer, If the delivery address is later identified as residential, you could

+ FedEx Address Checker doss not support or recognize individual /persanal names. but may check an address by

comespand to strest addresses

+ For details on how FedEx Address Checker checks your address and other important information, see the help menu.

You Entered Suggested 02,2017 3:24 PM
Contact CAFE Automation CAFE Automation
Company DASGA DASGA
Phor 3012639433 9012639433
Address 1 Address Lins 1 2 ADDRESS LINE
Address 2 Address Lins2
Ciy: Toronto TORONTO
State/Province oN oN
Postal Code MIM 1M1 MiM 1M1
Country: cA cA
Type BUSINESS
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Address book conversion solution

FedEx Ship Manager® Software provides a simple
and seamless solution for you to convert, import,
and share address book information between FedEx
Ship Manager® Software and FedEx Ship Manager®
at fedex.com applications, and from competitors’
shipping applications.

When importing and exporting address book
databases, you must use a template to define the file
layout of the source file. Before you import or export
a database, select a template, and carefully view the
contents.

FedEx Ship Manager® Software contains the following
templates:

+ Import templates from FedEx Ship Manager® at
fedex.com, UPS.com and UPS WorldShip® into
FedEx Ship Manager® Software.

+ Export template from FedEx Ship Manager®
Software into a FedEx Ship Manager® at fedex.
com format.

Note: FedEx Ship Manager® Software requires each address record to
have a unique identifier and phone number. If this information is missing
from the address book file being imported, the import templates create
a unique record identifier and default the missing phone number to

ten 1s. You must update the address records with the correct phone
number.

Advanced Expert

Key considerations

Some important aspects of the Address Book Conversion
Solution are:

Export a UPS.com or UPS WorldShip address book
database using the .csv file format.

Do not open any exported address book file before
importing it into FedEx Ship Manager® Software.

Note the location of your exported address book file
(e.g., desktop) before you import it into FedEx Ship
Manager® Software.
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Converting FedEx Ship Manager® at fedex.com address
book to FedEx Ship Manager® software

To convert your recipient address book from FedEx Ship
Manager® at fedex.com:

Export your address book from FedEx Ship Manager® at
fedex.com.

Import the FedEx Ship Manager® at fedex.com address
book into FedEx Ship Manager® Software. Follow the
instructions below to perform the conversion.

Importing FedEx Ship Manager® at fedex.com address
book into FedEx Ship Manager® software

1.

Export your FedEx Ship Manager® at fedex.com address
book to your computer. Note the location where this file
is saved on your system.

To import the FedEx Ship Manager® at fedex.com
address book into FedEx Ship Manager® Software,
launch FedEx Ship Manager® Software.

Select File Maintenance | Import from the Databases
drop-down menu. The File Maintenance — Import screen
is displayed.

Select the appropriate template from the Templates
drop-down menu.

Click Browse and locate the file you saved on your
computer.

Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File name
drop-down menu.

Click Open and then click OK.

Expert

Converting UPS.com address book to FedEx Ship
Manager® software

To convert your recipient address book from UPS.com:
+ Export your address book from UPS.com.

« Import the UPS.com address book into FedEx Ship
Manager® Software. Follow the instructions below to
perform the conversion.

Importing UPS.com address book into FedEx Ship

Manager® software

1. Export your UPS.com address book to your computer.
Note the location where this file is saved on your
system.

2. Toimport the UPS.com address book into FedEx Ship
Manager® Software, launch FedEx Ship Manager®
Software.

3. Select File Maintenance | Import from the Databases
drop-down menu. The File Maintenance — Import
screen is displayed.

4. Select the appropriate template from the Templates
drop-down menu.

5. Click Browse and locate the file you saved on your
computer.

6. Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File
name drop-down menu.

7. Click Open and then click OK.
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To convert your recipient address book from UPS
WorldShip:

Export your address book from UPS WorldShip.

Import the UPS WorldShip address book into FedEx Ship
Manager® Software. Follow the instructions below to
perform the conversion.

Importing UPS WorldShip address book into FedEx Ship
Manager® software

1.

Export your UPS WorldShip address book to your
computer. Note the location where this file is saved on
your system.

To import the UPS WorldShip address book into FedEx
Ship Manager® Software, launch FedEx Ship Manager®
Software.

Select File Maintenance | Import from the Databases
drop-down menu. The File Maintenance — Import screen is
displayed.

Select the appropriate template from the Templates
drop-down menu.

Click Browse and locate the file you saved on your
computer.

Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File name
drop-down menu.

Click Open and then click OK.

Expert

Converting UPS WorldShip 2011 address book to
FedEx Ship Manager® software

To convert your recipient address book from UPS
WorldShip 2011:

+ Export your address book from UPS WorldShip 2011.

« Import the UPS WorldShip 2011 address book
into FedEx Ship Manager® Software. Follow the
instructions below to perform the conversion.

Importing UPS WorldShip 2011 address book into

FedEx Ship Manager® software

1. Export your UPS WorldShip 2011 address book to
your computer. Note the location where this file is
saved on your system.

2. Toimport the UPS WorldShip 2011 address book into
FedEx Ship Manager® Software, launch FedEx Ship
Manager® Software.

3. Select File Maintenance > Import from the Databases
drop-down menu. The File Maintenance — Import
screen is displayed.

4. Select the appropriate template from the Templates
drop-down menu.

5. Click Browse and locate the file you saved on your
computer.

6. Change the Import files (*.sfc) selection to Import files
(*.csv) by selecting Import files (*.csv) from the File
name drop-down menu.

7. Click Open and then click OK.
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Converting FedEx Ship Manager® software address
book to FedEx Ship Manager® at fedex.com

To convert your recipient address book from FedEx Ship
Manager® Software to FedEx Ship Manager® at fedex.com:

+ Export your address book from FedEx Ship Manager®
Software.

+ Import the FedEx Ship Manager® Software address
book into FedEx Ship Manager® at fedex.com. Follow
the instructions below to perform the conversion.

Exporting address book from FedEx Ship Manager®
software
1. Launch FedEx Ship Manager® Software.

2. Select File Maintenance > Export from the Databases
drop-down menu. The File Maintenance — Export screen
is displayed.

3. Select FEDEX.COMRECEXP from the Templates drop-
down menu.

4. Click Browse and determine the location where you
want to save your file. Note the location of the exported
file.

5. Inthe Output file field, name your file.

6. Click Open. Your file is saved with the default extension
*.CSV.

7. Go to fedex.com.

8. Select Create Shipment from the Ship drop-down menu
and login to FedEx Ship Manager® at fedex.com. The
Ship screen is displayed.

Advanced Expert

9. Select Address Book from the My Lists drop-down
menu. The Address Book main screen is displayed.

10.Select Import/Export from the Import/Export drop-
down menu. The resulting Address Book screen is
displayed.

11.In the Choose action section, select Replace address
book check box for your import option if you want to
replace an existing address book. Otherwise, accept the
default, which is Add to existing address book.

12.In the Import as section, select Recipient as the
import type.

13.In the File to import section, click Browse to find the
filename of the address book you exported in the
Exporting Address Book from FedEx Ship Manager®
Software section described above.

14.Select FedEx Ship Manager® Software (.CSV file) from the
Select file type drop-down menu.

15.Click Import at the bottom of the screen.

Note: If you have any questions about these solutions or need assistance using
FedEx Ship Manager® Software, please call the FedEx Ship Manager® Technical
Support Center at 1.877.FDX Assist 1.877.339.2774. Since this system is voice-
activated, say “FedEx Ship Manager® Software” when prompted. Use of this new
software version is subject to the terms of the FedEx Automation Agreement you
executed to receive FedEx Ship Manager®.
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Group shipments

When you ship to a group of recipients, enter shipping
information once and FedEx Ship Manager® Software
automatically prints shipping labels for each recipient.

The Service type, Package type, and Ship date must be
the same for each recipient in a group. All recipients must
already be saved in the Address Book.

Note: When you send a multiple-piece shipment to a group, you receive
multiple shipping labels for each recipient. Refer to M ultiple-Piece
Shipments (MPS) for details.

Refer to the following information in this section to:
« Ship to an Existing Group

« ShiptoaTemporary Group
« Add a Group when Shipping

o Setting Group Preferences

Note: You can add, view, edit, and delete groups in the Groups database. You
can also print group reports. To access the database, select Groups from the
Databases menu or refer to Database Functions.

Expert

File Databases Customize Utilities Integration Inbound

fedexcom  Help

LUl LTLFreight  Track | Shippinglist =  Address Book | Reports  Close | fedex.com

Shipmert details | Options | ShipAlert
Recipient information

[ Include & Retum Lebel Hold

Shipto aroup.

Group 1D -

Description

Sender information

Change sender. z
Curent sender:

Change retum address:  Curment sender -

Package and shipment details

Number of packages: dertical packages
Weight ; Ibs Man Wt
Service type: | 5= ce type:
Package type: | Select packags fpe
Package dimensions: | 5c/c e
Ship date: 11/02/2017
Declared value: S0.00

Billing details
Bill transportation to: Select an item. - H:
Department notes: -

Customer reference e Add1 handling

Additional references

Invoice number: b

Shipment ID: -

Shortcuts

FedEx

Special Services

View/Edit Specil Service Data
Select Signature Options

Auto Track

Clearfields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times

Muttiple-piece shipment

Thursday, November 02, 2017 3:27 PM l
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Ship to an existing group

1.

Select Ship to group check box on the Shipment details
screen.

Select the group from the Group ID menu.

Enter the remaining required information to complete
the shipment.

Click Ship to process the group shipment.

Ship to a temporary group

1.

6.

7.

Select Ship to group check box on the Shipment details
screen.

Select Create/Modify a temporary group
from the Group ID menu. The View/Edit
Group screen is displayed.

Click the group filter: Domestic or International.

Select the recipients from the Recipients available for
this group list and click Add, or click Add all to add all
recipients to the group.

Click OK after you select all recipients for the group.
The Shipment details screen displays with the
temporary group information.

Enter the remaining required information to complete
the shipment.

Click Ship to process the group shipment.

Note: Temporary groups are not saved in the Group database.

Essentials Advanced Expert
File  Databases Customize Utilities Integration Inbound fedexcom  Help
0l LTLFreight Track Shipping list ~ Address Book | Reports  Close fedex.com Mx
ShipAlet
Recipient information Package and shipment details Shortcuts
Special Senvices
] Ship to aroup [F] Inchude a Retum Label Hold
Number of packages- Identical packages
Group 10: | - Weichi: s -] ManWit
Deserption: | crpyp 1p Group Name :
Cieac/Mediy 2 lenpoin goup
Package dimensions:| 5= /=
Ship date: 11/02/2017
Dedlared value: $0.00
View/Edit Special Service Data
Select Signature Options
Billing details Auto Track.
Bill transportation to: Select an tem hd E: 3

- s Deparmert notes: -

sender information
Customer reference - Add! handling
Change sender. e
Curent sender: 2
Additional references
Change restum address:  Cunrent sender = Invoice number: =
Shpmert 1D -
Clear fields | Delete/Modify shipment | Repeat shipment | Override prefs | Rate Quote and Transit Times Multiple-piece shipment
Thursday, November 02, 2017 3:25 PM |
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Advanced Expert

Add a group when shipping
. Select Ship to group check box on the Shipment details

screen.
2. Enter anew Group ID in the Recipient ID field and press e =
Tab. The View/Edit Group screen is displayed. T
3. Enter a description for your group. Gum:  [EN F"i';:':;:;';;‘;'”l‘““’““““
4. Click the group filter: Domestic or International. R
5. Select the recipients from the Recipients available for ety
this group list and click Add, or click Add all to add all ";j:j““a“a*'""“’“ — “;j:::"“"’““ —
recipients to the group. e T T e
6. Click OK after you select all recipients in the group. e >
The Shipment details screen displays with the group
information. :
7. Enter the remaining required information to complete the
shipment.
8. Click Ship to process the group shipment. q—— » = ;
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Advanced Expert

Setting group preferences

Fa standord or special senvce option s ot avaible fora [

recipient in a group shipment, an error label prints for that

Shipping Profile Code: DEFAULT Description: |Defautt Domestic Shipping Profile
recipient. To prevent this error, set group preferences in your _ .
. . . 4 - FedEx Shipalert/Motification Preferences ! B - Ground Preferences I E - Ground E conomy Preferences I
Sh | ppl ng prOﬁ | es. 1 - Field Preferences i 2 - FedEx Express Preferences 3 - Group Shipping Preferences

1. Select Shipping Profiles from the Customize menu. Bt llarisit i b b g

2. Select the shipping profile you want to modify and click ndlcclonilant | Firmolt
VIeW/EdIt () Upgrade to FedEx Priority Qvemight
° (O Downgrade to FedEx 2-Day
3. Click 3-Group Shipping Preferences tab. B texe
. . Thursday FedE x 2-D ay for 5 abaday Delvery
4. Select to upgrade or downgrade services automatically for © Upgrade to FedEx Prorty Ovemight for Saturday Delivery
an individual recipient in a group shipment. O Downgrade to FedEx 2-Day for Monday Delivery
o . - ® Mone
» Upgrade - If a service is not available for a recipient, e AP e e S
click Upgrade to assist in getting the package to arrive O Downgrade to FedEx Prorty Ovemight for Monday Delivery
on time. In most cases, an upgrade costs more than ® Hene

the service selected for the group shipment.
« Downgrade - If a service is not available for a recipient,

click Downgrade to avoid incurring an additional fee FedExHome Delvery
. . Change to FedEx Home Delivery/Change to FedEx Ground (Home Delivery Special
tO Upg I’ade the service. In mOSt Cases, the paCkage IS () Services: Appointment Delivery, Signature Service, Evening Delivery & Date Certain, wil be
delivered one or two days after the service selected for ¥
the group shipment.
« None-Click None if you do not want to upgrade or
downgrade a service. Cancel

5. Click OK to save your group preferences.
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Manual reconcile

The Manual Reconcile feature allows you to perform a system
reconcile on the FedEx Ship Manager® at your convenience.
To perform manual reconcile:

1. Click Utilities and select Manual Reconcile.

2. The software now starts the reconcile process and gives you
the updated information once the process is completed.

FedEx® Address checker

FedEx® Address checker enables you to validate the accuracy of
recipient address information for all FedEx services.

With FedEx® Address checker you can:

« Check recipient addresses and provide alternatives for
incorrect addresses.

« Determine whether our records indicate a U.S. address is
commercial or residential.

 Check U.S,, Canadian, and Puerto Rican addresses.

Refer to the following instructions to use the FedEx® Address
Checker:

« Set Preferences

« CheckIndividual Recipients

Expert
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File Databases Customize Utilities Integration Inbound

fedexcom  Help

LTL Freight | Track | Shippinglist =  AddressBook Reports Close | fedexcom

Shipmert details | Options | ShipAlert | Retum shipment

! Recipient information

[ Ship to aroup [ Include a Retum Label [T Hold

Country: US - United States

Contact name
Company nzme: [ NG
Address 1: 10 FedEx Parkoway
Address 2: Baliey Station Rd
Postal code: 92103 State/Province: CA  +
Gity: SAN DIEGO -
Telephons: (301) 263:9433 =8
Location : [555
[F] Thisis a residential adcress ATHI
Save in/update my address book
[C] Auto Track

Sender information

Change sender. -
Current sender:

Change refum address; Curent ssnder -

Package and shipment details Shorteuts

FedEx

Idertical packages

Weight - bz Man Wt

Package dimensions: | Select on e
Ship date: 11/02/2017
Declared valve: § USD -

Billing details
Bill transportation to: Select an flem v Acctit
Depatmert notes: -

+ [ Addthanding

‘Shipmert ID: -

View/Ed Special Senvice Data
Select Signature Options

Auto Track

Clearfields | Delete/Modify shipment | Repest shipment | Override prefs | Rate Quote and Transit Times
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Set preferences
To select FedEx® Address Checker preferences:
Select FedEx® Address Checker from the Utilities menu.

Select Preferences from the secondary menu. The
Customize Address Checker screen is displayed.

Select one of the following options to validate your address
selection:

1.
2.

Display possible addresses if a match is not found A
maximum of 3 address results display at one time on
the FedEx® Address Checker Results screen. Choose to
keep the original address, use the new address data, or
cancel the results and return to the origination screen.

Display addresses in upper and lower case (e.g., 100
Main St.).

Automatically accept postal standardization changes
— This option allows you to check addresses with little
impact to your shipping process. For example, if the
street name is misspelled, you do not have to accept
the change. FedEx automatically corrects the spelling.

Note: FedEx® Address Checker does not support or recognize individual or personal
names, but may check an address by matching business names that correspond to

street addresses.

Expert

Customize Address Checker IEI

[T Automatically accept postal standardization changes
[ Automatically check addresses on Ship screen
[] Automatically check addresses on LTL Freight screen
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Check individual recipients

FedEx® Address Checker allows you to check individual
recipient addresses. Look for the FedEx® Address Checker
check mark |to the right of the Address 1 field on the
Shipment details screen and on the Add Recipient and View/
Edit Recipient screens in the Address Book.

1. Select arecipient in one of the following ways:

Select an existing Recipient ID or enter new recipient
information on the Shipment details screen.

Select an existing recipient in the Address Book and
click View/Edit, or click Add to enter new recipient
information.

2. Click Address Checker check mark «|.

3. FedEx Ship Manager® Software checks the address
and returns results based on the preferences you have
selected to validate your address selection.

4. Select one of the options on the Results screen:

To keep the original recipient information, click Keep
Original.

To use a result returned by the FedEx® Address
Checker, click the button next to the address you
want to use and click Use Selection. The data
automatically populates the recipient fields on the
origination screen.

To cancel the results and return to the origination
screen, click Cancel.

Expert

File Databases Customize

LTL Freight  Track  Shippi

Utilities

nglist » | AddressBook  Reports  Close

Integration  Inbound  fedexcom  Help

fedex.com

Shipment detals | Options | ShipAlert | Retum shipment

Recipient information

Postal code: 92103-
City: SAN DIEGO
Telephone: (501)263:9433

Address 1: 10 FedEx Parions
Address 2: Baliey Station Rd

[ Thisis aresidertial address ALHT
Save in/update my address book

7] Shioto aroup [ Include 3 Retum Label [ Hold
Number of packages: 1
@ P —
Country: LIS - Urited States - Service hype:
Contact name: Package type:
Compzry rzme: [ Package dmensions

Ship date: 11/0272017

Declered value: §

ay

State/Province: 0 v
"
2
Location #: |55

Bill transportation lo: Select an item.

dertical packages

Man Vit

USD -

~ Aoct #

Billing details

Package and shipment details ﬁ

Special Services

FedEx

View/Edt Specia
E ure Options

elect Signa

Auto Track.

| Service Data

Change retum address:  Curent

sender - Invoice number.

Shipmert ID

[ Auto Treck
Sender information
Customer reference: Add handing
Change sender - ey N
Curent sender: -
Additional references

Clearfields | Delete/Modify shipl

ent | Repeat shipment | Override prefs | Rote Quote and Transit Times

Multiple-piece shi

ipment

Thursday, November 02, 2017 3:24 PM |
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