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Welcome!

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 
Support

1.877.339.2774 FedEx Ship Manager® •	 fedex.com
•	 FedEx Ship Manager®
•	 More options

Monday to Friday
CT 7 a.m. – 9 p.m.
Saturday
CT 7 a.m. – 3 p.m.

FedEx Customer 
Service

1.800.463.3339 In a few words, please 
say what you are calling 
about.

•	 Schedule a pick-up 
•	 I need shipping rates
•	 Track a package
•	 Find a FedEx location 
•	 More options

24 hours a day,
7 days a week

FedEx 
Dangerous Goods

1.800.463.3339 Say Dangerous
Goods or type 81 on 
phone keypad.

Note: 81 is the IVR option 
for Dangerous Goods 
for the support number 
1.800.463.3339

•	 Regulatory assistance with IATA 
regulations for air and 49CFR for 
ground hazmat.

•	 International and Domestic DG 
or Hazmat inquiries. 

•	 Ordering DG/Hazmat supplies
•	 Assistance with DG/Hazmat 

shipping on the ship manager 
software

Monday to Friday
CT 7 a.m. – 8.30 p.m.
Saturday
CT 10 a.m. – 2 p.m.

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.



Installing FedEx Ship Manager® 3950
You must be running FedEx Ship Manager® 32XX or higher 
to upgrade to 3950. 

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 
•	 8 GB RAM and 10 GB disk space 
•	 Desktop versions:

	º Windows® 10
	º Windows® 10 Pro
	º Windows® 10 Enterprise
	º Windows® 11

•	 Windows® Server 2016
•	 FedEx Ship Manager® is compatible with 64-bit 

operating system. 
•	 Microsoft .NET Framework 4.8 or later is a prerequisite 

for software installation.
•	 LAN or internet 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.

•	 Minimum screen resolution is 1024 x 768 pixels.
Note:  A screen resolution of 100% is recommended for optimum 
viewing. 

•	 Adobe® Reader 8.1 or higher.
•	 TLS 1.3 communication enabled.

Before you begin

Help links
Select Help Topics from the Help drop-down menu or click 
underlined (hyperlinked) field names.

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

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.



All connections between FSM and FedEx 
are encrypted and initiated by the software. 
All connections are TCP via DNS using 
ports 443 and 80. If either port is blocked, 
communications will fail. If whitelisting is 
required for your company’s firewall, please 
use the following DNS names to allow FSM to 
communicate with FedEx.

Software and component distribution:
https://sdx.prod.fedex.com

Tunnel production DNS names:
If you are using a gateway, proxy server, or 
other high-level access mechanism to reach 
the internet based on dynamic DNS entries, 
please use the following address: 

cafegip.ts.dmz.fedex.com:443/tcp

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.

Web Services production addresses / DNS names:

WS – Web Services site VIP address information
Site VIP Names

ws.fedex.com

ws-atl-vip1.dmz.fedex.com

ws-atl-vip2.dmz.fedex.com

ws-atl-vip3.dmz.fedex.com

ws-las-vip1.dmz.fedex.com

ws-las-vip2.dmz.fedex.com

ws-las-vip3.dmz.fedex.com

Gateway – Web Services site VIP address information
Site VIP Names

gateway.fedex.com

gateway-atl-vip1.dmz.fedex.com

gateway-atl-vip2.dmz.fedex.com

gateway-atl-vip3.dmz.fedex.com

gateway-las-vip1.dmz.fedex.com

gateway-las-vip2.dmz.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.

Infrastructure requirements
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Benefits that fit your daily needs

On the Shipping Dock In the Office In Accounting
Ship within U.S. and Canada
Ship Internationally
Meet International Requirements
Send Multiple Items in One Shipment
Store and Reuse Shipping Data
Reprint Labels
FedEx Global Returns Email Return Labels

Ship within U.S. and Canada
Ship Internationally
Track
Check Addresses
Send Email Notifications
Manage Returns
Access to Shipping History
Customized Shipping Lists
View Transit Times

Print Reports

Customize Reports
Bill Customers
Print Shipment Receipts
Courtesy Rate Quotes
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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. 

•	 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.

Ship
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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

Recipient information
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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 .
3.	 Refer to the Address Book Search instructions.

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.

Essentials Advanced Expert
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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. 
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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 next 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. 

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.

•	 State is 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 all international destinations, a telephone number 
is required.

Postal code requirement for postal aware countries
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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.

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
AT
BE
BR
CA
CN
CO
DK
FI
FR
DE
GR
ID
IN
IT
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
4
4
4
8
6
6
6
4
5
5
5
5
5
6
5
7
4
5
5
4
4
4
5
5
6
6
4
5
5
5
4
5
5
5
5
6
6
6
7

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.
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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. 
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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.

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.
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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.
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Additional fields are available for international 
shipments:

•	 Package contains

•	 Document Description

•	 Currency type

•	 Total carriage value 

•	 Total Customs Value

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
•	 Saturday Delivery
•	 Declared 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. 
2.	 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.

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 (lbs or 
kgs).

The weight limit on FedEx Home Delivery® packages has been increased to 
150 lbs which helps you deliver larger packages with weight greater than 70 
lbs.
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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:
•	 between the U.S. and Canada
•	 from the 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.  
 
 

•	 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.
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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  calendar to select a future ship date. The 

View/Edit Ship Date screen is displayed. 
2.	 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.

3.	 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.

4.	 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.

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).
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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
•	 Customer reference
•	 Add’l handling
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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.

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. 
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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
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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.

Essentials Advanced Expert

Page 29



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.

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

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

4.	 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.

5.	 Enter the remaining required information to complete 
your shipment.
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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 a field 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 a recipient 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.
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Setting recipient preferences
You can customize recipient preferences in your Address 
Book and set shipping preferences for details such as service 
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.

2.	 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.

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

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

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

6.	 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

7.	 Click OK to save your recipient preferences.

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

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.

2.	 To import the FedEx Ship Manager® at fedex.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.

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.	 To import 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.

2.	 To import the UPS WorldShip 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.

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.	 To import 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.	 In the 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.

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 Multiple-Piece 
Shipments (MPS) for details.

Refer to the following information in this section to:
•	 Ship to an Existing Group
•	 Ship to a Temporary Group
•	 Add a Group when Shipping
•	 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.
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Ship to an existing group
1.	 Select Ship to group check box on the Shipment details 

screen.
2.	 Select the group from the Group ID menu.
3.	 Enter the remaining required information to complete 

the shipment.
4.	 Click Ship to process the group shipment.

Ship to a temporary group
1.	 Select Ship to group check box on the Shipment details 

screen.
2.	 Select Create/Modify a temporary group  

from the Group ID menu. The View/Edit  
Group screen is displayed.

3.	 Click the group filter: Domestic or International.
4.	 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.

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

6.	 Enter the remaining required information to complete 
the shipment.

7.	 Click Ship to process the group shipment.

Note: Temporary groups are not saved in the Group database.
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Add a group when shipping
1.	 Select Ship to group check box on the Shipment details 

screen.
2.	 Enter a new Group ID in the Recipient ID field and press 

Tab. The View/Edit Group screen is displayed.
3.	 Enter a description for your group.
4.	 Click the group filter: Domestic or International.
5.	 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.

6.	 Click OK after you select all recipients in the group. 
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.

Essentials Advanced Expert

Page 40



Setting group preferences
If a standard or special service option is not available for a 
recipient in a group shipment, an error label prints for that 
recipient. To prevent this error, set group preferences in your 
shipping profiles.
1.	 Select Shipping Profiles from the Customize menu.
2.	 Select the shipping profile you want to modify and click 

View/Edit.
3.	 Click 3-Group Shipping Preferences tab.
4.	 Select to upgrade or downgrade services automatically for 

an individual recipient in a group shipment.
•	 Upgrade – If a service is not available for a recipient, 

click Upgrade to assist in getting the package to arrive 
on time. In most cases, an upgrade costs more than 
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 
to upgrade the service. In most cases, the package is 
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.

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
•	 Check Individual Recipients
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Set preferences
To select FedEx® Address Checker preferences:
1.	 Select FedEx® Address Checker from the Utilities menu.
2.	 Select Preferences from the secondary menu. The 

Customize Address Checker screen is displayed.
3.	 Select one of the following options to validate your address 

selection:
•	 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.
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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 a recipient 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.
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