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Changes in the Foreign Trade Regulations (FTR),
effective July 2, 2008, affect your filing procedures
for Electronic Export Information (EEI, formerly
Shipper’s Export Declaration or SED).

If a shipment requires EEI filing
• By Oct. 1, 2008, if an EEI is required for a

shipment from the U.S., Puerto Rico or the U.S.
Virgin Islands, the EEI must be electronically filed
to the Automated Export System (AES) by the
U.S. Principal Party in Interest (USPPI), which is
generally the exporter, or their designated
agent. Note that an EEI filing may be required for
shipments between the U.S. and Puerto Rico and
from the U.S. and Puerto Rico to the U.S. Virgin
Islands. For details on EEI filing requirements, go
to FedEx® Global Trade Manager on fedex.com
or go to www.aesdirect.gov.

• The FTR requires an EEI to be transmitted 2
hours prior to export for most commodities
shipped by air.

• For any commodity on the U.S. Munitions List
(USML) or International Traffic in Arms
Regulations (ITAR), an EEI must be transmitted
8 hours prior to export.

• The Internal Transaction Number (ITN), which is
the AES proof of filing citation, is required on
the electronic shipping labels prior to tendering
the shipment to FedEx. FedEx recommends that
you use the latest version of FedEx Ship
Manager® Software to ensure that the ITN is on
the air waybill.

Important message regarding changes for
Electronic Export Information (EEI),

formerly Shipper’s Export Declaration (SED)

If a shipment does not require EEI filing

• The FTR exemption must be displayed on the
electronic shipping labels. For FedEx Express®

shipments, the electronic shipping label serves
as the international air waybill.

• The following exemptions are the most common
when the shipment is not shipped on an export
license or permit, is not subject to ITAR and is
not rough diamonds:

• NO EEI 30.36 - Shipments to Canada.

• NO EEI 30.37(a) - Commodity value less than
$2,500.

Additional changes
• Foreign Trade Statistics Regulations (FTSR) is

renamed Foreign Trade Regulations (FTR).
• Shipper’s Export Declaration (SED) is eliminated

and FTR requires filing of Electronic Export
Information (EEI) to AES.

• The paper SED Commerce Form 7525-V can no
longer be used.

• Civil penalties have increased from $1,000 to
$10,000 per violation.

• New criminal penalties for EEI violations include
up to $10,000 in fines, and 5 years
imprisonment, or both, per violation.

• The Option 4 filing program is renamed
Postdeparture.

To facilitate compliance with government regulations and reduce the chance of shipping delays and/or penalties,
FedEx provides solutions to make EEI filing as quick and easy as possible. Go to fedex.com/us/eei to find out
how FedEx can help you file your EEI or determine if your shipment requires EEI filing.

http://www.fedex.com/us/eei


4   FedEx EEI Filing Options Guide

FedEx EEI Filing Options
FedEx Ship Manager® Software v. 2358 includes
features that provide Web-based self-filing or
agent-filing EEI options. Both self-filing and
agent-filing options have setup and registration
requirements.

FedEx customers with export shipments that use
FedEx  Ship  Manager  Software  need to be on
v. 2358 (or higher) to avoid shipping delays or
enforcement action from the FTR changes.

Follow three easy steps to make EEI filing fast
and efficient:

1 Review the contents of this guide.

2 Ensure that the FedEx Ship Manager
Software operator has a copy of this guide.

3 Review self-filing and agent-filing options
and select your preference.

• Self-filers: Start at the Self-filing
Setup Instructions tab of this guide.

• Agent-filers: Start at the Agent-filing
Setup Instructions tab of this guide.

Your business is important to us. Thank you for
putting your confidence in FedEx. If you have
any questions, please go to fedex.com or call
FedEx International Customer Service at
1.800.GoFedEx 1.800.463.3339.

Technical Support
• For FedEx International Customer Service,

call 1.800.GoFedEx 1.800.463.3339 (say
“International services”).

• For technical assistance in the U.S. and Canada,
call 1.877.FDX Assist 1.877.339.2774 (say
“FedEx Ship Manager Software”).

Help Links
• Select Help Topics from the Help drop-down

menu or click underlined (hyperlinked) field
names.

Websites
• FedEx Export AgentFile® information:

fedex.com/us/eei
• FedEx Export AgentFile homepage:

fedex.com/eei
• AESDirect:

www.aesdirect.gov
• U.S. Census Bureau Foreign Trade Statistics:

www.census.gov/foreign-trade/aes

Connectivity
Connectivity to the Web is a critical issue for
the EEI regulations. It is strongly recommended
that you investigate ways to avoid dial-up access
to improve the speed and efficiency of the EEI
features.

http://www.fedex.com/us/eei
http://www.fedex.com/eei
http://www.aesdirect.gov
http://www.census.gov/foreign-trade/aes
http://www.fedex.com
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Self-file Flowchart

If you want to self-file your EEI,
START HERE and follow this flowchart.

       Self-file

Does your FedEx Ship Manager PC
have a LAN connection with
Internet access?

Yes
FedEx Ship

Manager PC

Non FedEx Ship
Manager PC

FedEx Ship
Manager PC

No

No

No

Yes

Yes

Can EEI be filed on another PC
that is LAN connected with
Internet access?

Go to Alternate
Self-filing

Process in the
Self-filing Setup

Instructions
chapter.

Go to the
Self-filing

Setup
Instructions

tab.

Use your FedEx Ship Manager
PC with dial-up and self-file?

Consider Manual
Agent-filing using

fax.

Contact FedEx International
Customer Service at 1.800.GoFedEx
1.800.463.3339 and request a FedEx

Export AgentFile® packet.
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AESDirect WebLink
With FedEx Ship Manager Software, you can
conveniently self-file an EEI from the AESDirect
WebLink on the Customs screen while you create
a label for your shipment. AESDirect verifies
EEI data and sends you the Internal Transaction
Number (ITN) through email to complete your
shipment.

Registration
Complete the online registration at
www.aesdirect.gov several days before filing
your first EEI. Allow 24 to 48 hours to receive
your user name and password, although you
may receive it sooner. Refer to following
AESDirect Registration section for more
information.

Please check with your Export Compliance
Department before registering with AESDirect.

User Name and Password
To self-file an EEI, use your pre-registered
AESDirect user name and password and a valid
email address. Go to the AESDirect website at
www.aesdirect.gov for information about
user names and passwords.

Regulatory Expertise
To be an EEI self-filer, you must pass the AES
online test and maintain regulatory expertise
required by the U.S. government.

Recommended Self-filing Process

Need to File Now?

If you need to file an EEI before you
receive your user name and password,
you can file your EEI using FedEx Export
AgentFile  from the FedEx website at
fedex.com/eei.

http://www.aesdirect.gov
http://www.aesdirect.gov
http://www.fedex.com/eei
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Follow these steps to register with AESDirect:

1 Log in to www.aesdirect.gov then
download and install the tutorial.

2 Click Register New Account, complete
the online form and submit AESDirect
Registration.

3 The Account Administrator identified on
the registration form is notified by
email that your company’s registration
has been received and is being processed.
When the account has been set up, the
Account Administrator receives the user
name, password and an administrator
code by email.

AESDirect Registration

AESDirect WebLink on the Customs screen

Adobe® Reader®

If your system does not have Adobe Reader,
you can download Adobe Reader along with
the tutorial. Having Adobe Reader will help
you print copies of completed EEI records.

4 Once you receive your password, you can
log in to the AESDirect website from the
FedEx Ship Manager Software Customs
screen or from the AESDirect website at
www.aesdirect.gov.

http://www.aesdirect.gov
http://www.aesdirect.gov
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Self-file with AESDirect
Some FedEx Ship Manager Software customers
using a dial-up connection experience problems
connecting with AESDirect. Two options are

1 Consider installing FedEx Ship Manager
Software on another PC with a LAN
connection. If you would like a copy of the
software, go to fedex.com or contact
your International Sales Professional.

2 Use another PC (with a LAN connection)
to file an EEI with AESDirect outside of
FedEx Ship Manager Software. Note that
this process requires duplicate data
entry: once for AESDirect and again in
FedEx Ship Manager Software. Go to
www.aesdirect.gov to file directly
with AESDirect.

Alternate Self-filing Process

Carrier Data Elements
Carrier data elements are required when filing
your EEI with AESDirect outside of FedEx Ship
Manager Software.

For easy access to carrier data elements from
the FedEx Export AgentFile website, follow
these steps:

1 Go to fedex.com/us/eei. The FedEx
International Tools screen displays.

2 Click the EEI Carrier Data Info link on the
left. The SED/EEI carrier data info screen
displays.

3 Provide the required information, select the
output for your results and click Submit.

http://www.aesdirect.gov
http://www.fedex.com
http://www.fedex.com/us/eei
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Begin entering shipment information on your
FedEx Ship Manager Software screen.

1 Complete the Shipment details screen.

2 Click the Options tab and select any
special services you want to include for
your shipment.

3 Click the ShipAlert tab to select shipment
and delivery notifications if you want to
send and receive email notifications.

Step 1: Enter Shipment Information

4 Click the Commodity/Merchandise tab
and enter detailed information for each
commodity.

After you enter details, click Add to
Shipment to add each commodity.

Include AESDirect Required Fields
• Total commodity weight
• Harmonized code

Unit of Measure
If the unit of measure for your commodity
is Each, select PCS - Pieces instead.
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Self-filing

5 Click the Customs tab and review the
options on the left side of the screen,
including the Commercial/Proforma Invoice
and the Importer Information.

6 Select the options applicable to your
shipment.

7 To self-file the EEI, click Submit SED/EEI
to AESWebLink in the File SED/EEI
section. The background color on your
screen changes to orange while FedEx Ship
Manager Software connects to AESDirect.
Once connected, FedEx Ship Manager
Software sends shipment information and
commodity details to the AESDirect
WebLink, so there is no duplicate data entry.

Step 1: Enter Shipment Information

It takes a few seconds to a few minutes to
connect to AESDirect. If you experience
connection problems, call the FedEx Ship
Manager Software Technical Support hotline at
1.877.339.2774.

Weight and Currency Requirements

AES requires the commodity weight in
kilograms. Pounds are converted to kilograms
when the information is submitted to AES.

AES requires whole dollars only. Cents are
removed when the information is submitted
to AES.

In either case, no changes occur to your
information within FedEx Ship Manager
Software.



Se
lf-

fil
in

g

16   FedEx EEI Filing Options Guide

Complete the information requested on the
AESDirect website.

1 Enter your AESDirect user name and
password then click OK.

2 Follow the instructions on the AESDirect
website to complete the EEI filing.

3 When you finish entering the data required
for the AESDirect system, click Check and
Send.If there are no errors, your shipment
is submitted, and a message displays
confirming that AESDirect has received your
EEI record.

4 AES issues the ITN once it has approved
the shipment for export. The ITN is
generally returned by email to the
registered user of AESDirect.

The ITN begins with AES followed by X
plus the approval date (YYYYMMDD format)
and 6 numeric digits.

For example: AES X20080902456789.

Step 2: Send Information to AESDirect

Place a Shipment in Hold File
If you need to continue processing other
shipments while waiting for your ITN, you can
place the shipment in the Hold File.

Enable Hold File

If the Hold File checkbox does not display on the
Shipment details screen in the Recipient
information section, you must enable it.

1 Select System Settings from the
Customize drop-down men.

2 Select the System # and click Modify.
3 Click the 2-FedEx Customer Admin tab.
4 Select Enable Hold File in the Shipping

Screen section.
5 Click OK then click Close.

Put the Shipment on Hold
1 Return to the Shipment details screen and

check Hold in the Recipient information
section.

2 Click Hold at the bottom of the screen.
3 To retrieve the shipment, select Hold File

from the Shipping list tab.
4 Select the shipment and click Edit.
5 Click the Customs tab and continue with

step 2 on the next page.



FedEx EEI Filing Options Guide   17

Self-filing

Return to FedEx Ship Manager Software to finish
your shipment and print the label.

1 Click the Ship button at the top of the
screen to return to the Customs screen.

2 Enter the ITN as follows:

• Click Citation Type in the Enter SED/
EEI Exemption or Proof of Filing Citation
section.

• Select Predeparture ITN from the
drop-down menu.

• Enter the ITN in the AES citation field.

3 Click Ship at the bottom of the screen to
process the shipment.

Step 3: Finish Your Shipment
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Notes
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Agent-file Flowchart

If you want to authorize FedEx as your agent to file your EEI,
START HERE and follow this flowchart.

Or

Agent-file

Yes

No

Yes

No

FedEx Ship
Manager PC

Non FedEx Ship
Manager PC

Does your FedEx Ship Manager PC have a
LAN connection with Internet access?

Can EEI be filed on another PC
that is LAN connected with
Internet access?

Go to the
Agent-filing

Setup
Instructions

tab.

Go to
Alternate

Agent-filing
Process

in the Agent-filing
Setup Instructions

chapter.

Consider Manual
Agent-filing
using fax.

Contact FedEx International
Customer Service at

1.800.GoFedEx
1.800.463.3339

and request a FedEx
Export AgentFile®

packet.
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Agent-filing Setup

FedEx Export AgentFile

FedEx Export AgentFile is the recommended tool
for agent-filing and is integrated with FedEx
Ship Manager Software. Use this tool when you
want FedEx to file an EEI as your agent, and
provide the EEI information on our FedEx Export
AgentFile website.

After you provide us with EEI data and FedEx
files the EEI, you can easily print the label by
downloading the EEI data into FedEx Ship
Manager Software.

Eligible Shipments
Only FedEx Express EEI shipments are eligible
for online agent-filing.

Recommended Agent-filing Process

FedEx Export AgentFile Benefits
• Look up Schedule B commodity codes and

descriptions.
• View EEI filing activities for the past 45 days.
• Import shipping information from FedEx

Export AgentFile to your FedEx Ship Manager
Software shipping screen.

• Save names and addresses in the FedEx
Export AgentFile address book for future
use.

• Create product profiles in FedEx Export
AgentFile to save commodity details for
future use.

Manual Backup Process
If you cannot file your EEI using FedEx Export
AgentFile, use the manual agent-filing process as
a backup. Contact FedEx International Customer
Service at 1.800.GoFedEx 1.800.463.3339 and
request a FedEx Export AgentFile packet.

Do this first
Agent-filing Setup Instructions
Before using FedEx Export AgentFile,
complete the setup instructions. Each user
should create their own user ID and
password.

Step 1: FedEx Online Login Registration

Complete the one time only registration to
create a user ID and password and to
establish contact information.

Step 2: FedEx Shipping Profile

Build a shipping profile on FedEx Export
AgentFile, and identify the shipping system
that will receive EEI data when you ship your
packages.

Then continue
Agent-filing Instructions
After you complete the setup instructions,
follow this two-step process to submit EEI
data and ship your package.

Step 1: Enter and file EEI Data

Enter and file EEI data using FedEx Export
AgentFile.

Step 2: Download EEI Data

Import EEI data from FedEx Export AgentFile
into FedEx Ship Manager Software when
you ship your package.
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New fedex.com Users

If you are not currently registered as a
fedex.com user, you need your FedEx account
number, the company name and address for your
account number and your FedEx Ship Manager
Software PC meter number/system ID to register.

1 Go to fedex.com/eei.

2 Click Sign Up Now! and follow the
registration instructions on the following
pages.

Security Alert
A Security Alert or Security Information window
may display while registering for your login. To
proceed, click OK or Yes when prompted.

Secure/Unsecure messages are due to your
browser security settings. Using the Back button
during these processes is not recommended.

Registered fedex.com Users

If you already have a fedex.com user ID and
password, follow these steps:

1 Go to fedex.com/eei.

2 Log in with your fedex.com user ID and
password.

3 Follow the instructions for setting up a
FedEx shipping profile in Step 2: FedEx
Shipping Profile.

Step 1: FedEx Online Login Registration

Browser Requirement
If you are not using shipping hardware supplied
by FedEx to enter EEI data, Internet Explorer
version 6.0 is recommended.

http://www.fedex.com/eei
http://www.fedex.com/eei
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Agent-filing Setup

Contact Information
Your Login Information
1 Enter a user ID with at least 6 characters.

2 Enter a password with at least 6 characters.
Your password must include at least one
letter and one number. It cannot contain
your full company name or email address.

3 Retype your password for confirmation.

Step 1: FedEx Online Login Registration

Your Secret Question
1 Select a secret question, such as your

mother’s first name.

2 Enter your secret answer.
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Terms and Conditions
1 Click fedex.com Terms of Use and read

the explanation. Close this window to
continue.

2 Click Privacy Policy and read the
explanation. Close this window to continue.

3 Click I Accept to agree to the Terms and
Conditions.

4 Click I Do Not Accept if you do not agree
to the Terms and Conditions.

5 If there are any discrepancies in the contact
information, reenter the information
requested on your screen. Then enter the
Account Information on the following page.

Step 1: FedEx Online Login Registration

Contact Information
Your Contact Information
1 Enter your first name, initials and last

name.

2 Enter your company name and address
information.

Important: Your company name and
address must match your FedEx account
information on file with FedEx.

3 Enter your email address once. Then retype
your email address for confirmation.

4 Enter your phone number. Do not include
dashes, spaces or other special characters.



FedEx EEI Filing Options Guide   25

Agent-filing Setup

Confirmation

The Confirmation screen displays when your
registration is complete. Please note your
fedex.com user ID.

Continue on the next page to set up a shipping
profile.

Account Information

1 Enter the 9-digit FedEx U.S.-based payor
account number you want to use.

2 Enter an account nickname that identifies
the computer where you ship packages
with FedEx Ship Manager Software.

3 Click Continue.

Step 1: FedEx Online Login Registration
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Create a Shipping Profile

Scroll down to the Shipping solution profile
section.

1 In the Nickname column, enter a nickname
that is easy to recognize, for example “Intl
Shipping.”

Your nickname/user name cannot be the
same as the user name that displays on
your screen.

2 In the System ID column, enter the FedEx
Ship Manager Software system ID or meter
number of the computer you will use to
complete the shipment.

The system ID or meter number should be a
FedEx Ship Manager Software system using
v. 2358 or higher.

3 Repeat this process for each FedEx Ship
Manager Software system you want to use
with FedEx Export AgentFile.

4 Click the Default radial button for the
shipping solution profile that you use most
often.

5 Click Update profiles. Your shipping
solution profile(s) will be updated and the
same screen will display.

Step 2: FedEx Shipping Profile
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Agent-filing Setup

Although FedEx recommends that most exporters
start at FedEx Export AgentFile and enter EEI
data there, some customers may see a benefit
from entering EEI shipment data in FedEx Ship
Manager Software and transferring data to
FedEx Export AgentFile. For example:

• Customers whose FedEx Ship Manager
Software computers only have a dial-up
connection to the Internet.

• Integrated customers who do not use the
FedEx Export AgentFile XML solution.

If you choose this process

1 Update your FedEx Ship Manager Software
settings to support agent-filing and display
the Get SED/EEI Data button on the shipping
screen. Refer to Step 2: Download EEI Data
in the following Agent-filing Instructions
chapter. Once you have modified your
system settings, you will be able to select
Go to FedEx SED/EEI agent filing tool
on the Customs screen.

2 Enter your shipment data as you would any
international shipment.

3 When prompted for an SED/EEI, select the
Customs tab.

4 In the Electronic Export Information (EEI)
section, click Go to FedEx SED/EEI agent
filing tool.

Alternate Agent-filing Process

Agent-file from FedEx Ship Manager
Software
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Agent-filing Instructions
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5 Enter the email address where you want
FedEx to send the AES Proof of Filing citation
and other EEI filing information. You may
enter up to 2 additional emails.

Log in to FedEx Export AgentFile

1 Go to fedex.com/eei.

2 Enter your fedex.com user ID and
password.

3 Select the FedEx account number for billing
the EEI filing charge.

4 Select the shipping solution profile for your
FedEx Ship Manager Software system. This
is where the EEI filing information and the
ITN are available after the EEI is filed.

Step 1: Enter and File EEI Data

Helpful Hint

Bookmark the FedEx Export AgentFile
website and name it EEI Start so you
will always know to start here when you
have an international shipment that
requires an EEI.

http://www.fedex.com/eei
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Step 1: Enter and File EEI Data

Important: When you finish this screen and click
Continue, you can change the shipping profile
that will receive the ITN by editing the profile
selection on the Shipment Details screen. Refer
to Submit Information later in this section for
more information.

Do not enter dashes for the Tax ID/EIN.

Log in to FedEx Export AgentFile

6 Select Employer ID number (EIN) as the
Tax ID/EIN type for the U.S. Principal Party
in Interest (USPPI).

7 Enter the IRS EIN of the USPPI as the Tax
ID/EIN if an EIN has not been assigned. Be
sure not to include dashes.

Steps 3-7 are performed on initial setup.
When you subsequently log in, the data
you entered will display and you can simply
click Continue to enter your shipment data.

Obtain EIN

You can obtain an EIN by registering with
the Internal Revenue Service (IRS). If you
have any questions about EINs, please
call the IRS at 1.800.829.4933.
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Shipment Data
Exporter USPPI Information
1 Exporter Profile

Enter the Exporter company name and
additional required fields.

If you have previously entered an Exporter’s
profile, select Select Exporter from my
Address Book from the drop-down menu.
Then click Click here to open your address
book in the Exporter profile help text on
the right.

The exporter is usually the shipper and is
also referred to as the U.S. Principal Party
In Interest (USPPI). The shipper is not
always the exporter. For clarification of
Exporter or USPPI, please use the online
help by rolling the cursor over the field
name.

Step 1: Enter and File EEI Data

2 Manage My Address Book Entries

Click this link if you want to open and modify
the address book. To access the site wide
address book, you must log into fedex.com
again. This is a security feature.

The address book on fedex.com is
separate from your FedEx Ship Manager
Software address book.

3 Save in/Update My Address Book

Check this option if you want to save the
exporter’s information in the address book
on the FedEx website.

State  Shipments from the U.S. to Puerto Rico require PR in the State/Province field and U.S. in
the country field. Shipments from the U.S. and Puerto Rico to Mexico require a state code  in the
State/Province field. Refer to Mexican States and Codes in the Additional Information chapter.

There are 5 steps to entering EEI information.
The current step is highlighted.

http://www.fedex.com
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2 Add Consignee to the Address Book:

• Select Add a new contact name and
enter the consignee name.

• Complete the consignee information.

3 Save in/Update My Address Book

Check this option to save new and modified
consignee information.

4 Manage My Address Book Entries

Click this link to open and modify the
address book as needed.

Shipment Data
Ultimate Consignee Information
The ultimate consignee is the final recipient of
the shipment.

1 Ultimate Consignee

Scroll down to see the Ultimate Consignee
section and select the consignee company
from the drop-down menu.

If the consignee company is not in the
address book, you can add the consignee
to the address book while you complete
the consignee information on your screen.

Step 1: Enter and File EEI Data

Helpful Hint

The first time you process an EEI to an ultimate consignee, select a consignee
from your address book or add a consignee by using the drop-down menu.

Enter a valid international telephone number without dashes, spaces or other
special characters. Enter a minimum of eight digits and a maximum of 13 digits.
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Shipment Data
Additional Information
1 Intermediate Consignee

Select Yes if a party in a foreign country
will deliver the contents of the shipment
to the ultimate consignee or the party
named on the export license. If not, select
No.

Please note that FedEx is not the
Intermediate Consignee.

2 Related parties

Select Yes if the USPPI and the ultimate
consignee are related, such as subsidiaries
or holding companies. If not, select No.

3 State of Origin

The state of origin fills in from the Export
USPPI state field. It should meet one of
these criteria. Choose the state in which:

• The merchandise actually starts its
journey to the port of export.

• The commodity that has the highest
value originates.

• The commodities are consolidated.

4 Enter the Country of ultimate destination.

5 Enter the Intended ship date.

6 Select Yes or No for Hazardous Materials.

Step 1: Enter and File EEI Data
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Shipment Data
Additional Information
7 FedEx International Controlled Export

(FICE)

If the shipment is not a FedEx International
Controlled Export (FICE) shipment, select
No and proceed to step 8.

If the shipment is an FICE shipment, click
Yes. The FICE Type field displays.

Select the FICE type for your shipment from
the drop-down menu.

8 Click Continue at the bottom of the
screen.

Step 1: Enter and File EEI Data



Ag
en

t-f
ili

ng

36   FedEx EEI Filing Options Guide

Products

1 Product Profile

Select a product profile from the drop-
down menu. If you do not have a profile for
this type of commodity, follow the
instructions starting on the next page.

Be sure to save the product by selecting
the Save/update product profile
checkbox and entering a name for the
profile.

Step 1: Enter and File EEI Data

Helpful Hint

A product profile in FedEx Export AgentFile
is similar to the commodity database function
in FedEx Ship Manager Software. As you
build your product profiles, save the profile
to streamline future EEI filings.

Remember: To save product profiles, ensure
that you have a fedex.com shipping profile.
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Products

2 Schedule B Commodity Code

• Click Get code.
• Enter the code or description that is

available, such as the first 5 digits of
the code.

• Click Search.
Note: Only click Search one time.
There may be a slight delay before the
results display.

3 Schedule B Commodity Description

When you receive the code results, click
the appropriate Schedule B code to
automatically populate the Schedule B
description, Schedule B commodity code
and Unit of Measure.

4 Quantity

Specify the total number of units you are
shipping of this commodity. The number of
units should correspond to the unit of
measure, such as 1 dozen or 5 liters.

5 Unit of Measure

Unit of Measure is filled in from the
Schedule B lookup.

Step 1: Enter and File EEI Data

Did You Know?

Shipment delays result from customs stopping
a shipment because the commodity description
does not match the Schedule B code. This
lookup tool eliminates the risks of those delays!
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9 Total Value for Customs

Confirm that the Total value for customs is
correct. If this field is not correct, you can
adjust your entries in the Quantity or
Commodity value fields, or you can select
an alternate choice for as totals/per unit in
the Weight and value are both specified
fields.

10 Country of Manufacture

Select the country where the commodity
was originally produced or manufactured.

Since AES only needs to know if the
commodities/products were domestic-
made or foreign-made, it does not require
specific country of manufacture
information. For multiple commodities/
products, enter the most predominant
country of manufacture. FedEx Export
AgentFile converts it to the appropriate
designation when submitting to AES.

Products
6 Weight and Value radial buttons

Indicate whether the weight and value for
this commodity is provided as a total for
this shipment or on a per unit basis.

If you select the as totals radial button,
the product profile is saved as per unit when
the shipment weight is converted from lbs
to kgs.

7 Shipment Weight
Enter the gross shipping weight for this
commodity, including the weight of the
packaging. Then select the weight type.

If you select lbs as the weight type, the
shipment weight is converted to kgs when
the shipment is submitted for EEI filing. It
is also saved in the product profile as kgs.

8 Commodity Value
Enter the selling price or cost (if not sold),
including freight, insurance and other
charges to U.S. port of export, excluding
unconditional discounts and commissions.

Note: Enter the value in whole dollars only.

Step 1: Enter and File EEI Data
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Products

11 License Exception

Since most shipments are usually under a
license exception, no license required
indicator or on a Commerce license, the
default selection is Yes.

For example, Yes is appropriate if the
commodity is traveling:

• Under the No License Required (NLR)
designator.

• On a type of license exception.
• On a license issued by the Department

of Commerce, Bureau of Industry and
Security (BIS).

If Yes is not correct, select No.

12 Complete the ECCN and Export Information
code.

The sample screen below shows a typical
shipment where the license exception is
the NLR indicator and EAR99, which
indicates items are subject to the Export
Administration Regulations (EAR) but not
listed on the Commerce Control List
(CCL). The Export Information Code of
OS-General Exports is w hat most
commodities fall under.

Step 1: Enter and File EEI Data
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Products

13 ITAR Exemption

If the commodity is subject to the
International Traffic in Arms Regulations
(ITAR) but does not require a Department
of State license, an ITAR exemption citation
from the regulations is required.

If you click Yes, additional required fields
display.

14 If your shipment includes additional
commodities, click Add another product
and complete the commodity details.

Step 1: Enter and File EEI Data

15 Save/Update Product Profile

Check Save/update product profile to
save new or modified profiles.

16 When you finish entering product profiles
for the shipment, click Done.

Helpful Hint
Enter all commodities for the shipment.
Commodity information can be passed to
FedEx Ship Manager Software so you do not
have to enter it twice.
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Submit Information

1 Review your shipment details before
submitting the EEI for FedEx to file.

2 To modify information, click Edit and enter
your changes in the applicable section.

3 To delete a commodity, click Delete.

4 If you do not want to submit the shipment
contents, click Cancel this filing at the
bottom of the screen.

5 To submit the data to FedEx so that FedEx
files the EEI for you, click File My EEI.

If you do not click File My EEI, your filing
process is stopped.

Step 1: Enter and File EEI Data

The shipping weight is converted to kgs because the government’s system requires kgs.
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Written Authorization

Next, authorize FedEx Express to act as your EEI
filing agent.

1 Read the EEI Agent Filing Terms and
Conditions on your screen then click I
accept. The Confirmation screen displays.

2 If you do not agree to the Terms and
Conditions, click I decline. You return to
the FedEx Export AgentFile homepage, and
all shipment data is lost for this shipment.

Step 1: Enter and File EEI Data
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Confirmation

The Confirmation screen confirms that your EEI
filing has been submitted to the U.S.
Government’s Automated Export System (AES).

1 Note the Shipment Reference Number
(SRN) for future reference.

2 If you have additional EEIs to file, click
File another EEI.

3 Continue on the following page of this
guide to receive the ITN for your shipment.

Step 1: Enter and File EEI Data

From the Confirmation screen, you can:
• Check for updates.
• View your EEI Filing Activities.
• File another EEI.
• Go back to Global Trade Manager home.
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Step 1: Enter and File EEI Data

View EEI Filing Activities

1 To view the status of the EEI, click the View
the AES exemption response in your
EEI Filing Activities at any time after
it is received link at the bottom of the
Confirmation screen.

2 Check the status of an EEI that you have
already submitted by looking under the
Status/AES exemption number column.

3 If you have completed filing your EEIs and
have received an ITN for each EEI filed,
proceed to Step 2: Download EEI Data.

EEIs Filed in the Past 45 Days

The Your EEI filing activities screen displays
EEIs filed within the past 45 days.

The status of the filing appears in the
Status/AES exemption number column. If
an ITN has been assigned, the ITN displays
in the Status column.
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Review Filing Status

You can cancel or modify an EEI filing from the
Your EEI filing activities screen.

1 Click the radial button to select the entry.
2 To cancel the filing, click Cancel This

Filing.

Errors Received

If the status is Errors Received, click Errors
Received. Review the error(s), make corrections
and resubmit the filing.

Pending Status

To receive the latest status from AES, click your
browser refresh icon to refresh the screen.

If you have been in Pending status for 15
minutes, call FedEx International Customer
Service at 1.800.GoFedEx 1.800.463.3339.

Step 1: Enter and File EEI Data

When you call, have your shipment reference
number available. Inform the agent that you are
using the FedEx Export AgentFile EEI process
and that you need to check the status of an EEI
filing.

A Pending status may mean one of the
following:
• Delay in AES processing.
• Data error that needs your correction before

submitting to AES.
• FedEx is correcting data errors before

submitting to AES.
• Denied or restricted party screening is in

process.
• Record was corrected but File My SED

was not clicked.
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Print EEI Filing Information

It is recommended that you print a copy of your
EEI filing. To print a copy, follow these steps:

1 Click the radial button.

2 Click View Filing Details.

3 Click Printable Version located in the
upper right of the screen.

4 Click the browser printer icon.

Step 1: Enter and File EEI Data

FedEx Export AgentFile displays information for
all EEIs filed in the past 45 days. There is an
additional charge if you request a report of EEI
data older than 45 days. Please retain a copy for
your records before the 45-day deadline.

If you need additional reporting help, call FedEx
International Customer Service at
1.800.GoFedEx 1.800.463.3339. When you call,
have your shipment reference number available
and inform the agent that you are using the
FedEx Export AgentFile EEI process.

Click Printable Version to print a copy of the EEI filing activities.
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File Additional EEIs

• If you are on the Your EEI filing activities
screen and want to file additional EEIs, click
File a new EEI.

• If you are on the Confirmation screen, click
File another EEI.

Step 1: Enter and File EEI Data

File a new EEI

File another EEI
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FedEx Export AgentFile works seamlessly with
FedEx Ship Manager Software by downloading
the EEI needed for your shipment.

To download information, first you must update
the FedEx Ship Manager Software settings. You
only need to do this once.

1 If you are logged into FedEx Ship Manager
Software, click the Ship button at the top
of the screen. If not, launch FedEx Ship
Manager Software.

2 Select System Settings from the
Customize menu.

3 Select your system number and click
Modify.

4 On the first tab, 1-Your System Settings,
select I want to download from FedEx
SED/EEI tool. Click OK. Then click Close
on the System/Account screen.

When you finish updating System Settings,
the Get SED/EEI Data button displays at
the top of the Shipment details screen.

Important: If you are using a dial-up
connection for Internet access, you must
disconnect from fedex.com before
attempting to download your EEI data.

5 If you are connected to fedex.com, select
fedex.com from the main menu.

6 Select Disconnect from the drop-down
menu.

Step 2: Download EEI Data

Select I want to download from FedEx SED/EEI
tool so your system can import EEI data from FedEx
Export AgentFile.

FedEx Ship Manager Software Settings

http://www.fedex.com
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Import EEI Data

Once the Get SED/EEI Data button displays on
your FedEx Ship Manager Software screen and
the ITN is ready to download from FedEx Export
AgentFile, you are ready to print the shipping label.

Follow these steps to import the ITN and all
shipment information to FedEx Ship Manager
Software.

1 Click the Get SED/EEI Data button on the
Shipment details screen.

2 If the ITN appears on the SED Information
screen, highlight the ITN and click Select.
Then go to step 5.

3 If the ITN does not appear on the SED
Information screen, click Download SED
data now. If you receive a message stating
no information is available, your EEI record
may still be pending.

4 Highlight the ITN on the SED Information
screen and click Select.

5 Select the Service type and enter the
remaining information that was not
downloaded to your shipping screen.

6 Enter the Bill Duties/Taxes information
when prompted.

7 If a date displays in the License Expiration
date field and the shipment does not require
a license, delete this date.

8 Click Ship to complete your shipment.

Step 2: Download EEI Data
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Notes
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Do I need an EEI?

To help determine if your shipment requires an
EEI, follow the steps below. Please note that
this quick determination tool is provided for your
convenience and accuracy cannot be
guaranteed.

1 Go to fedex.com/us/eei. The FedEx
International Tools screen displays.

2 Click the EEI Quick Check link on the
left.

EEI Quick Check Tool

Note that if you are not logged in to FedEx
Export AgentFile, enter your user ID and
password, then click Check to see if your
shipment needs an EEI to access the EEI
Quick Check tool.

3 Complete the information and click Submit.
The results display on the right.

Quick Check results

http://www.fedex.com/us/eei
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Additional Inform
ation

Mexican States and Codes

Aguascalientes - AG
Baja California - BC
Baja California Sur - BS
Campeche - CM
Chiapas - CS
Chihuahua - CH
Coahuila - CO
Colima - CL
Distrito Federal- DF
Durango - DG
Guanajuanto - GT
Guerrero - GR
Hidalgo - HG
Jalisco - JA
Mexico - MX
Michoacan - MI
Morelos - MO
Nayarit - NA
Nuevo Leon - NL
Oaxaca - OA
Puebla - PU
Queretaro - QT
Quintana Roo - QR
San Luis Potosi - SL
Sinaloa - SI
Sonora - SO
Tabasco - TB
Tamaulipas - TM
Tlaxcala - TL
Veracruz - VE
Yucatan - YU
Zacatecas - ZA
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Acronyms

AES Automated Export System

AWB Air waybill

BIS Bureau of Industry and Security

CCL Commerce Control List

DDTC Directorate of Defense Trade
Controls

DEA Drug Enforcement
                       Administration

EAR Export Administration
                       Regulations

ECCN Export Control Classification
Number

EEI Electronic Export Information

EIN Employer Identification Number

FICE FedEx International Controlled
Export

FPPI Foreign Principal Party in Interest

FTR Foreign Trade Regulations

FTZ Foreign Trade Zone

HTS Harmonized Tariff Schedule

IATA International Air Transport
Association

ITAR International Traffic in Arms
Regulations

ITN Internal Transaction Number

LAN Local Area Network

NLR No License Required

ODTC Office of Defense Trade Controls

OEE Office of Export Enforcement

OFAC Office of Foreign Assets Control

POE Port of Export

POF Proof of Filing

SED Shipper’s Export Declaration

SME Significant Military Equipment

SRN Shipment Reference Number

USPPI United States Principal Party in
Interest
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Notes


