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Notices

Notices

FedEx Ship Manager® Software and all manuals and related documentation are proprietary and
confidential to Federal Express Corporation. No portion of the software, manuals, or
documentation may be reproduced, modified, transmitted, or disclosed to third parties by any
means without consent of Federal Express Corporation. All rights reserved.

This information is provided pursuant to, and its use is subject to, the FedEx Ship Manager
Software License Agreement you accepted to obtain FedEx Ship Manager® Software.

All Shipments send using the FedEx Ship Manager Software are subject to the Conditions of
Carriage. The Conditions of Carriage limit and in certain events exclude FedEx liability for loss,
destruction, damage, and delay and require claims to be made within strict time limits. The
Conditions of Carriage are incorporated herein by reference and are available at fedex.com.

Copyright

The following trademark and service marks are owned by Federal Express Corporation and
registered either in the U.S. Patent and Trademark Office, certain foreign countries, or both:
FedEx, International Priority® and International Priority® Freight.

Microsoft® is a registered trademark of Microsoft Corporation.

All other trademarks and trade names are the property of their respective owners.
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Introduction

1 Introduction
1.1Introducing FedEx Ship Manager® Software

FedEx brings you FedEx Ship Manager® Software, a unique innovative solution in shipping
technology for fast, efficient, and cost-effective shipping. It is a stand-alone, user installable, and
Windows-based software package that is designed to allow you to quickly ship, track, and report
your daily shipping activities. With its rich features and user-friendly interface, it brings a
complete shipping solution to your PC. FedEx Ship Manager Software prints the following
shipping documents on your printer. Therefore, with less paperwork and no manual forms, your
office is more organized and tidier.

Documents within your reach include:

¢ International and domestic air waybills
¢ Commercialinvoices
e Customsdocuments

The software also keeps an inventory of your shipments for up to 40 days by default. From this
repository, you can:

e Copy and repeat shipments
¢ Modify and delete shipments
e Track packages

In addition to managing shipment information, you can also maintain sender and recipient
information and their document and commodity details, so that you can quickly retrieve the
necessary information for your shipments.

Another major feature of the software is the FedEx ShipAlert/ShipDelivery/ShipException
function. With this function, the recipient and the sender can be notified when a shipment has
started, delivered or if an exception has occurred.

Note: Since the FedEx Ship Manager® Software can be fully customized, it is possible that some of the
software options described in this manual differ from the options that are available on your screen. If
you have any questions on access to these options, please contact FedEx Customer Support
Representative.

1.2Using this manual

This manual is explicitly intended for end-users of the FedEx Ship Manager® Software, as opposed
to specialist users or users managing large accounts, who have access to advanced administrative
functions.

This manual covers the installation of the software, directions on how to use the software to
perform certain shipment-related tasks, and an outline of the menus and options available in the
software. More specifically, topics in this manual include:

e Installing FedEx Ship Manager® Software
e Setting up default values for shipping, tracking and pickup functions
e Preparing shipments

e Preparing return shipments

FedEx Ship Manager® Software Installation and User Guide, 2025 3



Introduction

e Scheduling pickups

e Tracking shipments

e Generating shipping and export documents

e Modifying items in the Address Book and Commodities databases

e Creatingreports

1.2.1 Typographic Conventions

To use this manual, you should familiarize yourself with the following typographic conventions:
¢ Window, menu items, field, tab, button, option, and icon names in the application are
represented by bold type-face.

e Cross-references are in purple.

e Note notices begin with the word “Note.”

1.2.2 Required Knowledge and Skills

Itis assumed that you are familiar with a graphical user interface, and you know how to:
¢ Navigate from one application to another.

e Access the various application components within an application.

Furthermore, you understand what is meant by selecting (for example, choosing an option),
clicking and double-clicking.

FedEx Ship Manager® Software Installation and User Guide, 2025 9
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1.3 Requirements

1.3.1 System Requirements

Before installing the FedEx Ship Manager® Software on your PC, ensure (or have your System or
Network Administrator verify) that your PC meets the following hardware and software
requirements.

1.3.1.1 Hardware requirements

Hardware Requirements

Specifications Minimum Recommended
Processor 32-bit (x86) or 64-bit (x64) processor or| Dual core 1.7Ghz
any processor able to run Microsoft Processor
Window 10.
Memory 2 GB RAM (32-bit) or 4 GB RAM (64- 8GB
bit)
Hard Drive At least 20 GB At least 20 GB
Display Resolution 1024x768 1920x1080
Internet Connection| Required

1.3.1.2 Software requirements

Operating System ‘ Editions

Windows® Server 2016 ¢ Windows® Server 2016 Essentials
e  Windows® Server 2016 Standard (with option
“Desktop Experience”)

e  Windows® Server 2016 Datacenter (with option
“Desktop Experience”)
Windows® 10 ¢ Windows® 10 Home

¢ Windows® 10 Pro
¢ Windows® 10 Enterprise
¢ Windows® 10 Education

Windows® 11 ¢  Windows® 11

Windows® Server 2019 e Windows® Server 2019

Windows® Server 2022 e Windows® Server 2022
Notes:

e Before you start the installation of the FedEx Ship Manager® Software, ensure that you have
the product key. Please contact FedEx Customer Support Representative to obtain a product
key.

e This software is intended to be distributed, installed, and used in the APAC, LAC, Europe and
MEISA regions only.

1.3.2 Communication Requirements

For the FedEx Ship Manager® Software to function properly, it must be able to communicate with

FedEx Ship Manager® Software Installation and User Guide, 2025 10



Introduction

the FedEx back-end servers. If the connection with FedEx does not work, follow these steps.
1. Contact your System or Network Administrator to set up this connection.

2. Ask your System or Network Administrator to verify that you have the necessary
privileges to enable and use this connection once you are logged on to your local
machine.

This type of communication requires a secure TCP/IP connection to the FedEx Tunnel
Gateway Server. This connection must be set up as follows:

Address: https://wprogip.ts.dmz.fedex.com, https://ws.fedex.com:443/web- services and
https://swd.gslb.fedex.com:443

Port: 443

Port 3000: It is used by the FedEx Software Distribution Service to communicate to the
integration libraries.

3. Contact your local Helpdesk.

Note: It is important that both the communications connection and your privileges are set up
properly before installing the FedEx Ship Manager® Software.

FedEx Ship Manager® Software Installation and User Guide, 2025 11
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Installation

2 Installation

2.1 0verview

This chapter includes all the following aspects of installing FedEx Ship Manager Software.
e Areminder of requirements to meet before you startinstalling.

¢ Installation steps along with pre-installation aspects.
e The software setup, including:

o Starting the setup

o Entering your settings

2.2Installing Software

This section will guide you through the installation of the FedEx Ship Manager® Software and
cover pre-installation aspects and the software installation procedure.

Note: Before you start the installation of the FedEx Ship Manager® Software, ensure that you have
complied with the pre-installation requirements as described in the Requirements section.

2.2.1 Pre-installation Steps

This installation is intended for end-users of the FedEx Ship Manager® Software. This implies that
when are prompted for the type of installation, you must select the Typical Install installation
option.

In addition, using the Typical Install installation option ensures that the software will run properly
as a stand-alone application, on a single computer.

Note: Before you start the installation of the FedEx Ship Manager Software, ensure that you have the
product key. Please contact FedEx Customer Support Representative to obtain a product key.

Prior to installation, if the device is unable to communicate with IIS web server, then the installation is
aborted with the below error message.

“To successfully install or upgrade software, Port 443 must be open, and URL
https://swd.gslb.fedex.com must be allowed and accessible from this workstation. For further
assistance, please call Customer Service.”

2.2.2 Installation of FedEx Ship Manager® Software
To install the FedEx Ship Manager® Software, perform the following steps:
1. Double click the setup.exe file.

2. Onthe Select the Language screen, select your preferred language and click OK.

FedEx Ship Manager® Software Installation and User Guide, 2025 12
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FedEx Ship Manager Software - InstallShield Wizard >

. Select the language for the installation from the choices below.

English {United States) w

Ok Cancel

Figure 1: Language Selection Screen
Notes:

e Theinstallation outlined here uses English as the installation language. As a result, the
illustrations in this manual may differ from what you actually see on your screen.

e The available languages are Chinese (Simplified), Chinese (Traditional), Czech, Dutch,
English (United States), Finnish, French (Standard), German, Hungarian, Indonesian,
Italian, Japanese, Korean, Polish, Portuguese (Brazil), Portuguese (Standard), Russian,
Slovak, Spanish, Swedish, Thai, and Turkish.

3. An InstallShield Wizard screen will pop up. It may take several minutes to extract all
necessary components for theinstallation.

FedEx Ship Manager Software - InstallShield Wizard

Wizard, which will guide you through the program setup process.

FedEx Ship Manager Software Setup is preparing the InstallShield
Please wait.

Extracting: FedEx Ship Manager Software.msi

I Cancel

Figure 2: Extraction Screen

4. After extracting all the components, the Welcome screen appears. Click Next.

& FedEx Ship Manager Software - InstaliShield Wizard X
Welcome to the InstaliShield Wizard for FedEx
Ship Manager Software v25.01.0147

The InstalShield(R) Wizard wil nstall FedEx Ship Manager
Software on your computer, To continue, cdick Next.

Please make sure al appications are dosed before nstaling
this softwere.

WARNING: Thes program is protected by copynight law and
International treaties,

Figure 3: Welcome Screen
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5. The Installation Country Selection screen appears. Select your country and click
Next.

i

Installation Country [ Territory Selection
Please select the Country [/ Territary in which the software will be Mx
installed :

Trinidad & Tobago -
Tunesia

Turkey

Turkmenistan

Turks & Caicos Islands

Tuvalu

LLA.E.

.54,

ganda

Lkraine

United Kingdom

Uruguay

Uzbekistan

Vanuatu

Venezuela

Vietnam

Virgin Islands h

[nztallshield

Figure 4: Country Selection Screen

6. The License Agreement screen appears. Please read and accept the License
Agreement and Declaration of Consent. Click Next.

License Agreement
Please read the following license agreement carefully. Mx b

FEDEX END-USER LICENSE AGREEMENT "
(Distributed Product)

This introduction uses terms defined in the section entitled “Key
Definitions” below. Please confer with that section when reading this
introduction.

THIS FEDEX END USER LICENSE AGREEMENT (“EULA") GIVES EACH OF
US CERTAIN RIGHTS AND RESPONSIBILITIES. THIS EULA

IMTANMNGINATES DV NCrCOCKTC ATUCH TCOAMC AN SOkMOITIAK O

(®) I accept the terms in the license agreement Print
()1 do not accept the terms in the license agreement
Declaration of Consent
Yes, I consent to the collection, processing and use of my data as described in the FedEx Ship
Manager End User License Agreement.
InstallShield

Figure 5: End-User License Agreement Screen
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7. The Customer Information screen appears. Enter your information and click Next.

Customer Information M
Please enter your information, x
User Mame:

Organization:
[n=tallShizld
< Back Mext = | Cancel

Figure 6: Customer Information Screen

8. The Setup Type screen appears. If no option is selected, select the Typical option and
click Next.

&

Choose the setup type that best suits your needs, x

Please select a setup type.

(®) Typical

The most common application features will be installed. This option is
recommended for most users,

D Custom

Choose which program features you want installed and where they
will be installed. Recommended for advanced users.

nstallshield

< Back | Mext = | Cancel

Figure 7: Setup Type Selection Screen
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9. The Destination Folder screen appears. Select a destination and click Next.

ﬁ FedEx Ship Manager Software - InstallShield Wizard

Destination Folder
folder.

Install FedEx Ship Manager Software to:
_,../ C:\Program Files (x88)\FedEx\GSMWY

InstallShield

< Back

Click Mext to install to this folder, or dick Change to install to a different

Mext =

pod

Fedtx.

Cancel

Figure 8: Destination Folder Screen

10. The Start Installation screen appears. Click Install.

Ready to Install the Program
The wizard is ready to begin installation,

Click Install to begin the installation.

exit the wizard.

InstallShield

< Back

1‘.% FedEx Ship Manager Software - InstallShield Wizard

FedEx.

If you want to review or change any of your installation settings, dick Back, Click Cancel to

Install Cancel

Figure 9: Start Installation Screen

FedEx Ship Manager® Software Installation and User Guide, 2025
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11. The Installing screen appears. Click Next.

£ FedEx Ship Manager Software - InstaliShield Wizard -

Installing FedEx Ship Manager Software v25.01.0156
The program features you selected are being installed. Mx '
Please wait while the InstaliShield Wizard installs FedEx Ship Manager Software.
ﬂ This may take several minutes.
Status:
Starting the Execute Sequence

et 2l 4
1SS G

< Back Next > Canoel

Figure 10: Installation Progress Screen

12. At the end of the automatic installation, the Installation Complete screen appears.
Click Finish.

P FedEx Ship Manager Software - InstaliShield Wizard X

InstaliShield Wizard Completed

The InstaliShield Wizard has successfully instalied FedEx Ship
Manager Software v25.01.0156. Click Finish to exit the wizard.

L Show the Windows Installer log

Figure 11: Installation Complete Screen
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13. After clicking Finish you will receive a restart prompt after an upgrade of GSM.

to restart later,

Yes

jﬂ FedEx Ship Manager Software Installer Information

You must restart your system for the configuration
changes made to FedEx Ship Manager Software to
take effect. Clidk Yes to restart now or Mo if you plan

Mo

Figure 12: Restart Prompt Screen

FedEx Ship Manager® Software Installation and User Guide, 2025
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2.3Setting up the Software

2.3.1 Starting Setup

The first time you start up the application, it launches the Setup screen. You must first complete
this setup before you can use FedEx Ship Manager Software to process your shipments. The steps
in the sections below demonstrate how to launch and setup the FedEx Ship Manager Software.
To launch Setup screen, proceed as follows:

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to
launch the software and display the Setup screen.

Notes:

e Youcan also launch FedEx Ship Manager Software by double-clicking the FedEx Ship
Manager Software icon on your Windows Desktop.

e Inthis manual, all examples use Belgium as the country of installation. Therefore,
illustrations and settings may differ from your own.

rt Setup x

Communication
LAM connection

[] Use browser settings

[] Use proxy server

Printer

Intl./Domestic Shipping Printer | Windows default printer w

Installation

Country/Temitary | Belaium

D load
Location 1D I:I Ses

Tracking Numbers

FedEx account# I:l Rate Information

Routing Information

Policies

Download | ¥ HAL Information

o J[ oo ]

Figure 13: Communication Setup Screen

2. Continue with the setup as described in the next section (Communications settings).

FedEx Ship Manager® Software Installation and User Guide, 2025 19



Installation

2.3.2 Communications Settings

This section describes how to set up FedEx Ship Manager Software in case you are using:

e Local Area Network (LAN).

2.3.2.1 Communication Settings for a LAN Connection

To enter the communication settings for a LAN connection.

1. Select Use Browser Settings option if you wish to use your browser settings to
connect to the FedEx system. If your browser uses a proxy server to connect to the
Internet, the proxy server’s details will be filled automatically, except for the User ID

and password.

Note: If you only wish to specify your proxy server settings, continue with the below steps. If you wish to
use neither of the two options, continue with the steps in the Download Tracking, Service, and Routing

details section.

b= Getup

Communication

LAN connection
] Use browser settings

] Use proxy server

Printer

Intl./Domestic Shipping Printer | Windows default printer w

Installation

Country/Temtory | Belgium

D load
Location 1D I:I ownloa

v Tracking Numbers
FedEx account# I:I ¥ Rate Informatian
v Routing Information
¥ Policies
| Download | ¥ HAL Information
[ 0K ] l Cancel

Figure 14: LAN Connection Settings Screen

2. Ifyouselect Use Proxy Server option, then in the Address field, enter the proxy

server’s address and in the Port field, specify your port settings.

In the User field, enter the username with which you log on to your proxy server.

4. Inthe Password field, enter the password for your proxy server.

FedEx Ship Manager® Software Installation and User Guide, 2025
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5. Proceed with the steps outlined in Entering your Settings.

2.3.3 Entering your Settings
To enter the installation, identification, and printer settings:

1. Inthe Printer section, select the printer from drop-down list which you wish to use for
your international/domestic shipments and for your return shipments. All paperwork
generated by the application will be printed on this Printer.

s Setup X

Communication
LAN connection

[] Use browser settings

[] Use proxy server

Printer

Intl.#Domestic Shipping Printer |Windows default printer w

Installation

Country/ Temtory | Belgium
Download

v

Location 1D

Tracking Numbers

FedEx accourt# ¥ Rate Information
¥ Routing Information
¥ Policies

Download ¥ HAL Information

_I il

oK || Cancal |

Figure 15: Printer Settings Screen
2. Inthe FedEx Account # field, enter your customized, nine-digit FedEx account number.

3. The Location ID will be retrieved automatically when completing steps outlined in the
Download Tracking, Services and Routing details section.

2.3.4 Download Tracking, Service and Routing details

1. Verify that all your setup details are correct.
Note: A product key is required to be able to use the software. Please contact FedEx Customer Service
to obtain a product key.

2. Click Download and the Sender information screen will appear. Provide your data.
Information on how to obtain a Product Key is provided in the ProductKey section.
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Sender 1D |

Comparty Name |

Contact Name |

Country/Temitory | Belgium

Address Line 1 |

Address Line 2 |

Ciy |

Postal Code | |

First Phone # | |

Signature |

VAT/Customs ID/EIN # | |

Use Logo 5 No Logo image
v [ Comanylooo has been uploaded

yet

. Sender Information x
Details
Product Key |
FedEx Account # Second Phone # |

Faxl

Email |

Department |

Bank Account # |

Trade # |

Sender will be available to |P«II Users v|

Digital Signature on FedEx C|

Mo signature image
has been uploaded

|[ Browse... ]?Et

oK | cancel

Figure 16: Sender Information Screen

3. Press OK to start downloading essential shipping data such as tracking numbers,
service rates and routing information. This data is required for using the FedEx Ship

Manager Software.

~
Communication Status

Starting To Communicate With FedEx Backend

Figure 17: Starting to Communicate Screen

4. Once the download is completed the Communication Status window will disappear.

The Setup screen will show a red flag to the left of the data that has been successfully
downloaded. To perform a download again (For example, when certain data is missing), you can
double-click one of the check marks on the left of the downloaded data. You can download the

data in question by clicking Download.

5. On the Setup screen, click OK to complete your setup.
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=t Setup >

Communication
LAN connection

[] Use browser settings

[] Use proxy server

Printer

Intl /Domestic Shipping Printer | Windows default printer w

Installation

Country/Temtory | Belgium

D load
Location 1D I:I gwhroa

v Tracking Numbers
FedEx account# |:| ¥ Rate Information
v Routing Information
¥ Policies
¥ HAL Information
[ oK ] l Cancel ]

Figure 18: Setup Screen

6. A prompt window will show Terms and Conditions screen for FedEx Electronic Trade
documents. Please read carefully the Terms of Use. Click OK and | Accept to continue.

7. Note: When Processing a shipment via GUI, the language is set to one of the supported
languages and the Terms and Conditions are printed in the language you choose.

Terms and Conditions

FedEx® Electronic Trade Documents -
Terms of Use

THE FOLLOWING TERMS OF USE GOVERN YOUR USE OF FEDEX® ELECTRONIC |-
TRADE DOCUMENTS. YOUR VIEWING OR USE OF THIS SITE CONSTITUTE

YOUR AGREEMENT, ON BEHALF OF YOURSELF AND THE ENTITY YOU
REPRESENT (HEREINAFTER "YOU™ OR "YOUR"). TO ALL OF THE TERMS AND
CONDITIONS PROVIDED BELOW.

FEDEX MAY MAKE FUTURE CHANGES OR MODIFICATIONS TO SUCH TERMS
AND CONDITIONS AT ANY TIME WITHOUT NOTICE. AND YOUR SUBSEQUENT
VIEWING OR USE OF THIS SITEWILL CONSTITUTE YOUR AGREEMENT TO THE
CHANGES AND MODIFICATIONS.

1. Acknowledgement of Agreement with FedEx Software or Web-based Shipping
Platform End User License Agreement or Terms of Use and Conditions of Carriage.
Prior to accessing FedEx® Electronic Trade Documents, You acknowledge that You

have accepted the Terms of Use orthe End User License Agreement for the applicable
FedEx internet-based shipping application or FedEx shipping software, including but
notlimited to FedEx Ship Manager Software, FedEx Ship Manager Server, FedEx Ship
Manager atfedex.com, and FedEx Web Services, and agree with said Terms of Use or _

ol lmmel inmmmn D e T T W Sy | o B U S S Fgr T

I Accept I e [ IDecline |

Figure 19: FedEx Electronic Trade Documents Terms and Conditions Screen

8. You have successfully completed the installation and setup of the FedEx Ship Manager
Software.

FedEx Ship Manager® Software Installation and User Guide, 2025 23



Installation

2.3.4.1 Update Tracking, Service and Routing details

If you need to update tracking, service, and/or routing details (for example, certain data is

missing), you can double-click one of the red flags to the left of the downloaded data. This will
make thered flag disappear. You can now re-download the data in question by clicking Download.

Notes:
e [fyou wish to update the current service rates, you must re-download the service information.

You can easily return to the Setup screen by clicking Setup in the Setup drop- down list.

2.3.4.2 ProductKey

In FedEx Ship Manager Software, you will need a Product Key to execute a new install, which is
requested in the Sender Information screen. Please contact your Customer Technology Field
representative or FedEx Customer Service for assistance.

Once the Product Key is entered, a check is performed and in case the provided key is not valid,
the software will remain locked for usage.

The Product key will be prompted for all types of FedEx Ship Manager Software installs (stand-
alone, client/server and client/server on same machine).

2.3.4.3 Auto Upgrade Options

If a new download is detected and the End User License Agreement check is completed, users will
have 14 calendar days to upgrade their FedEx Ship Manager Software to the new version. During
the 14 calendar days, since the upgrade was detected, the application will display a pop-up
window that enables you to upgrade your software. FedEx Ship Manager Software offers the
following options to download and install the software upgrades.

FedEx Ship Manager Software
g A new FSM Software version GSMW5050 is available. Your software will expire in 14 days.[1~14]

Estimated download and installation time is about 30 minutes. Download and installation time vary depending on your intemet
connection and hardware configuration respectively.

@ Download and install now

‘You can continue using the application while downloading the software

Download and install later

Start download and install after 1 Hrs [ Mins.

Remind me later
‘You'l be reminded again to update your software next time.

Restart options

Your computer needs to be restarted to complete the installation. Would you like to

@ Manually restart your computer
Automatically restart your computer.

Automatically shut down your computer after installation.

Figure 20: Auto Upgrade Pop-up Window

¢« Download and Install Now: This option enables you to download the software upgrades
and perform the installation immediately. You can continue using the application while
downloading the software.
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Download and Install Later: This option enables you to download the software upgrades;
however, the installation will take place after XX Hrs. XX Mins.

Remind me later: By selecting this option, you will be reminded again to update your
software next time.

Once theinstallation is completed, you will need to restart your system.
When a new full release of FSM software or a patch is staged for customers who currently have
the “stand-alone” version of the software installed:

An option to schedule this upgrade to happen within a 24 hours timeframe will be
presented.

The End User License Agreement (EULA) belonging to the staged FSM software full release
must be approved before the staged release can be downloaded (if different from last
approved EULA version). This does not apply for a software patch.

o They will have the possibility to continue shipping during the download of the staged
release.

o The download and installation will run automatically without any further manual
intervention.

There are 3 different reboot options:

Manually: You will be prompted to reboot. You could select not to reboot but we advise to
not use GSM before you have rebooted

Automatically: After the upgrade is complete, your system will automatically reboot
Shutdown: After the upgrade is complete, your system will automatically shutdown.
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2.4Launching FedEx Ship Manager Software

FedEx Ship Manager Software will launch automatically after completing the setup, or you can
launch it by clicking Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software.
The sender details entered during Setup will automatically be displayed in the Sender Information
screen.

& FedEx Ship Manager Software - m} X
Edit Ship Transaction Processing Track / History Pickup Databases Reports Setup Message Advanced Setup Systemn Help
Mx‘ Track/History “ Pickup “ Export Docur Reports 1
Return ‘ ‘ Shipments in Progress | ‘ IPD/IED/IDF || Shipment History || Upload Data | ® Quick Help
Sender Information Shipment Details
* Sender 1D [INSE | E] [ Eat ] Shipping Date [07/02/2025 | [.] Shipment
Compary Name |INSE * Service | FedEx Intemational Priorty ~ Special Handling
Contact Name |INSE “ Packaging | Your Packaging ~

First Phone # (9876573598 Packages 3 = [ Multiple Shipment Information ]
Country/Temtory |India
FedEx Account # Transit Time
*Total Weight [24.00 | Kiograms |
[Recipient Infomation Carmiage Value |1.00 Indian Rupee ~ ‘
(® Single ) Group -
* Customs Value |1.00 * Purpose of Shipment |Sold v|
Recipient D |BE_RE | D ;]Ed‘t Shipment Reference E] Include Retum Label []
Company Name (BE_RE D Departmert/Motes E
Cortact Name [BE_RE [.] ShipmentContens
* Country/Temitory |Belgium “ (O) Documents Crly (@ Commodities
- Address 1 [Add1 Generate Commercial Invoice/Proforma? (7 Yes ® No
Address 2
Address 3
* City / Postal code |Anterwp Commeodity Details
Blectronic Trade Docs I:‘ Past-Shipment
" First Phone | 308765467 Retum Reason Type |[Nnne} ] |
WAT./Customs |D/EIN # (7654678 Retum Other Reason
[] ShipAlert email to
Save in/Update Addrss Book [] Billing Details
ave in. e Address Bool
? * Bill shipment to ~ Account # |
* Bill Duties and Taxesto |(MNone} w Account #
° Please Complete the Mandatory Fields
[ Cary irfo overto next shipment [ Documents ] [ Save ] Preview [ Cancel I [ Ship

Figure 21: Sender Information on Ship Screen

FedEx
ESM

Alternatively, you can click the FedEx Ship Manager Software logo e on your desktop.
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3 Configuration

3.10verview

This chapter describes the following configuration steps and the data you need to provide before
processing shipments with the FedEx Ship Manager Software.

e Setting the system parameters
e Creating a database backup

e Setting your preferences

3.2System Parameters

After installing the application with your specific details, you can set the system parameters.
These are required to ensure smooth entering and processing of shipment details and to maintain
the information for a specific period.

3.2.1 Setting System Parameters

This section outlines the steps to set your system parameters.
To access the System Parametersscreen

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to launch
the software.

2. From the Setup menu, select System Parameters.

3.2.1.1 Setup Parameters

1. On the System Parameters screen, click the Setup tab.

& System Parameters X
Setup  Shipping Upload Pickup Labels Tracking Message
Country/Temitory of install ~Australia
Location ID  ADLA
Decimal
Date Format

Language

Figure 22: Setup Parameters Screen

2. Inthe Country/Territory of install field, select the Country/Territory from the
dropdown list.
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N o U o»

In the Location ID field, enter the Location ID to retain your shipping history
information.

In the Decimal field, select the desired decimal from the dropdown list.
In the Date Format field, select the desired format of the date from the dropdown list.
In the Language field, select the language from the dropdown list.

Click OK.

3.2.1.2 Shipping Parameters

1.

2.

On the System Parameters screen, click the Shipping tab.

i System Parameters X

Setup {SHBPIN ! Upload Pickup Labels Tracking Message
Shipping history retention period 40 5| days
#of et 0

#of extra India commercial Inv

Blectronic Trade Document Upload (ETD)

Require Dimensions []

e

Figure 23: Shipping Parameters Screen

In the Shipping history retention period field, enter the number of days that you wish
to retain your shipping history information.

Note: The default number is 40. This is the recommended value. With this value, you cover at least
one month plus nine days, which enables you to generate monthly reports.

3.

In the # of extra commercial invoice copies (Int./Domestic Shipping) field, enter the
number of copies that you wish to print of each commercial invoice of your
International/Domestic shipments.

In the # of extra India commercial Invoice copies field, enter the number of copies that
you wish to print of each commercial invoice of your domestic shipments in India.

Select the Require Dimensions checkbox.

Click OK.
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3.2.1.3 Upload Parameters

1. On the System Parameters screen, click the Upload tab.

- System Parameters
Setup  Shipping Upload  Pickup  Labels Tracking Message

Automatic DB Backup |7 =] days
Upload | Domestic and Intemational Shipments
Piirt courier report on upload

Electronic Trade Document upload option

Blectronic Trade Document Upload at Ship Time (@)
Electronic Trade Document Batch Upload (J)

-

Figure 24: Upload Parameter Screen

2. From the Upload drop-down list, select the Upload option of your choice.

3. Select the Print courier report on upload checkbox.

4. In Electronic Trade Document upload option, select one of the below options as

required.

e Electronic Trade Document Upload at Ship Time

e Electronic Trade Document Batch Upload

5. Click OK.

3.2.1.4 Pickup Parameters

1. On the System Parameters screen, click the Pickup tab.

- Systern Parameters X

Setup Shipping Upload Pickup  Labels Tracking Message

Fickup history retertion period [1 [ ]|days

s
Figure 25: Pickup Parameters Screen

2. Inthe Pickup History Retention Period field, enter the number of days that you wish to

keep your pickup history information.

3. Click OK.
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3.2.1.5 Labels Parameters

1. On the System Parameters screen, click the Labels tab.

#+- System Parameters

Setup Shipping Upload Pickup Labels Tracking Message

Label copies for shipmenis

Exira FedEx AWB copies |0

Label copies for return shipments

Extra copies for retum shipments |0

Label Format

FedEx Bxpress Label Fomat

Fomat 354 - 10,16 cm x 17,145 om with Doc Tab

Figure 26: Labels Parameters Screen

2. Inthe Label copies for shipments field, enter the number of Extra FedEx AWB copies

you wish to generate.

Note: The default number is set per country of installation. This default number is the minimum value

for your origin country.

3. Inthe Label copies for return shipments field, enter the required number of Extra

copies for return shipment you wish to generate.

Note: The default number is set per country of installation. This default number is the minimum value

for your origin country.

4. Inthe Label Format field, leave the format as default “Format 354 - 10.16 cm x 17.145

cm with Doc Tab”.

5. Click OK.

3.2.1.6 Tracking Parameters

1. On the System Parameters screen, click the Tracking tab.

=+ System Parameters

Setup Shipping Upload Pickup Labels | Tracking | Message

Retertion period for packages manualy entered fortracking |32 |3 days

Include Associated Retum Shipments in Tracking Requests []

Can

el

Figure 27: Tracking Parameters Screen
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2. Inthe Retention period for packages manually entered for tracking field, enter the
required number of days.

Note: The default number is 32.

3. Select the Include Associated Return Shipments in Tracking Requests checkbox if
you want to include Associated Return Shipments in Tracking Requests.

4. Click OK.

3.2.1.7 Message Parameters

1. Onthe System Parameters screen, click the Message tab.

- System Parameters x

Setup Shipping Upload Pickup Labels Tracking Message

Mesasge history retertion period [180 2] days

=
Figure 28: Message Parameters Screen

2. Inthe Message history retention period field, enter the required number of days.
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3.3 Notifications

This menu allows to control the notification message you see in the application when performing
an action. For example: When you create a shipment and click on the Ship button, a Rate Quote
warning pop-up is displayed to indicate a warning on the rates applied for the shipment. The Rate
Quote warning pop-up displays only when the notification message checkbox is enabled in the
Notifications screen. If you do not wish to see the message in the application, then you can disable
the notification message checkbox any time.

Note: In the Notifications screen, by default all the checkboxes are enabled however you can disable
them anytime if not required.

3.3.1 Enable/disable the notification message
To access the Notifications screen,

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to
launch the software.

From the Setup menu, select Notifications.
Mouse hover on the description to view the first 100 characters of the message.
Click Show Message button to view the complete message.

Enable/disable the checkbox for the respective description.

o v M W N

Click OK to save the settings.

- Notifications *

Description Enable/Disable ™
Tax number required Show message
Commercial invoice required for retum shipments Show message
Max character count exceeded Show message
CHN DDP payment option
ETD PSDU waming

FedEx UK Defaults

Show message
Show message
Show message
More documents required Show message
Company logo required Show message
Minimum billable weight Show message
Reminder for mixed Freight Multi Fiece Shipment Show message

Rate Quote Waming

KR EERE AR EEA A

Show message A

| OK [ concel

Figure 29: Notifications screen

Note: You can disable the notification when the message is displayed in the application when an
action is performed. For example: If you enable the Rate Quote Warning checkbox in the
Notification screen and when the shipment is created, a prompt message displays on the rate
quote as shown in Figure 29. If you wish not to receive the warning message on rate quote, select
the Do not show this message again checkbox in the pop-up window and you will not receive the
message on the rate quote henceforth.
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Sender Information

Shipment Details

- O
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
Return | ‘ Shiprents in Progress | ‘ Shipment History || Upload Data | ® Quick Help

* Sender 1D
Company Name
Contact Name
First Phone &
Country/Temtory
FedEx Account #

Recipient 1D
Company Name
Contact Name

* Country/Temtany
“ Address 1
Address 2
Address 3

Recipient Information

el | (][ e ] Shipping Date [08/12/2022 | [ ] Shipment # 424658399813
ssss " Service | FedEx Intemational Priority ~ Special Handling
535 * Packaging | Your Packaging ~ ShipAlert
3011111111111 Fackages |1 =
United Kingdam Dimension in em - whale numbers anly
= Rate quote warning X E] Transit Time
Rates shown here are estimates and are based upan information provided by you, but final rates and service charges
may vary from these rates based upon the characterstics of the shipment actually tendered to us, including but not
® Single limited to dimensional weight and various surcharges applicable to the shipment. We are not liable for, nor will any el Rate 11102 UKL
adjustment, refund or credit or any kind be made, as a resutt of any discrepancy in the rates shown here and the rates  Sold b ‘
s and other charges that we invoice to you. Rates shown here do not guarantee your ability to ship.

name

If you need further assistance, please contact your local FedEx Customer Service for more details.

Include Retum Label []

=
=

Only (@ Commodities
® No

name
USsA [] Da not show this message again
add1 Manage your notfications under "Setup/Notifications’.

add?

* City / Postal code |Memphis | 38116 Commeodity Details
State | Tennessee, TH V| [] Blectroric Trade Docs Add Documents
* First Phone | 3012635454 Ed |_| Retum Reason Type ||'N|:|r|e) V|
WAT/Customs ID/EIN # [111111111111111111 Retum Other Reason
[ ShipAlert email to
S TUpdote Address Book [ Billing Details
ave in e Address Bool
’ * Bill shipment to | Sender ~ Account #
* Bill Duties and Taxesto | Sender ~ Account #

* Please Complete the Mandatory Fields -
[ Cany info over ta next shipment [ Documents ] [ Save ] [ Preview ] [ Cancel ] [ Ship

Figure 30: Rate Quote warning pop-up

3.4Database Backup

To ensure the integrity of your shipping data, FedEx Ship Manager Software performs a backup.

This automatic backup will be performed every 7 days upon upload of data to the FedEx system.

manual backup can be performed whenever needed to ensure that the most recent shipping
information is always available.

3.4.1 Setting up Database Backup
This section describes the necessary steps to setup a database backup.

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to launch
to the software.

2. Select Database Backup from the Setup menu. The Database Backup screen will
appear.
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8.

#. Database Backup @

If the backup path is located on a remote machine then please provide your remote login details

. Browse

Backup Directory :
User Id :
Domain :

Password :

[ Backup ] [ Apply ] [ Close

Figure 31: Database Backup Screen

The default backup location entered in the Backup Directoryfield will be as follows:
\\ProgramData\FedEx\GSMW\DATABASE\FedEx_Backup

To change the backup location, click the Browse button to browse through your
computer or your local area network for a location in which to store the backup files.

Enter the necessary details in the User ID, Domain and Password fields if the backup
path is located on a remote machine.

Select Backup to perform a backup of your shipping data to the backup location.

Click Apply to save the backup location you have entered without performing a
backup.

Click Close to exit the Database Backup screen without saving any changes.

Note It is not possible to use the FedEx Ship Manager Software to perform a shipment while
executing a backup.

3.5Label Printer Selection

FedEx Ship Manager Software enables you to configure the default label and the corresponding
Printer type to print your shipment details. Now, you can create thermal label layout in a 4x6 PDF
format.
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3.5.1 Setting up Label Printer Selection

This section describes the necessary steps to configure the default labels and printer settings.

1. Click Start > Programs > FedEx Ship Manager > FedEx Ship Manager Software to launch
to the software.

2. From the Setup menu, select Label Printer Selection. The Label Printer Selection
screen will appear. It contains the Intl/Domestic and the Return tabs.

a) Label printers selection X
Intl./Domestic Retum
Detaultthermal labels

Master label type: Prnter [(Noe) ]
MPS/CRN label type m Pinter [(Nore} ~

Defaultlaser labels

Master label type: Pinter [Create PNG image ~]
MPS/CRNlabeltype [Laser MPSCRN  ~ Pinter [Create PNG image: ]

Label type selection

Printer type:

Master Arr Waybils Print temporary label | Never ~
MPS/CRN labels Printfirst [AWB Copy Labels ]

PDF and PNGfile location

Fie Location |C\ProgramData’ Fed Ex\PRINTY | Browse |

OK Cancel

Figure 32: Label Printer Selection Screen

3. Onthe Intl/Domestic tab, in the Default Thermal labels section, from the drop-down
list, select the required label types and the Printer options.

4. Inthe Default Laser labels section, from the drop-down list, select the required label
types and the Printer details.

5. Inthe Laser Type Selection section, from the drop-down list, select the required
Printer type for Master Air Waybills and MPS/CRN labels. Also, select the other
necessary settings.

6. Inthe PDF and PNG file location section, in the File Location text box, browse and
locate the file and click OK.

a2 Label printers selection ”
Intl./Domestic | Retum |

Defaultthermal labels

Masterlabel type |(None) - Prrter | (Nore) ]
Defaultlaserlabels
Master abel type Printer [Create PNG image ]
Label type seleclion
Priter type:
Master Air Waybils Prit temporary label [Never ~]

Print first [AWE Copy Labels “]

Defaultreturn instruction:

Priter [Create PNG image ]

PDF and PNG file location

File Location |C \ProgramData‘\FedEx\PRINT\ ‘ [ Browse

o e

Figure 33: Return Tab in Label Printer Selection Screen
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7. Similarly, you can provide the details in the Return tab and click OK.

3.6 Preferences
. FedEx Ship Manager Software - O x
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
Mx
Preferences
Pickup Shipping Retum  ShipAlet Retum Noffications
Contact Name |
Sender 1D ]
Company Name
Country/Terory
Address Line 1
cay
Postal Code
Closing Time ||
Commeris | |
Pickups wil be vistle to

Figure 34: Preferences Screen

If you process many shipments with similar characteristics, you can set the default values for your
shipments so that you need not provide the same information again.

3.6.1 Categories of Preferences

Selecting the main Preferences tab in the main screen provides access to the lower-level
Preferences tabs:

e Pickup: Preferences related to scheduling courier pickups for your packages.
e Shipping: Preferences related to the processing of your shipments.
¢ Return: Preferences related to return shipments.

e ShipAlert: Preferences related to the FedEx Ship Manager Software FedEx ShipAlert email
notification feature.

e Return Notifications: Preferences related to the management of notifications on return
shipments.

3.6.2 Levels of Preferences

FedEx Ship Manager Software enables you to set your shipping and FedEx ShipAlert defaults on 3
levels:

e Application-wide defaults that denotes the default values for every shipment made with
your installation of FedEx Ship Manager Software. These defaults are discussed in this
chapter.
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e Defaults for shipments made by a specific sender. For more information about sender
defaults, see the sections To specify defaults for shipments made by a sender - Shipping and To

specify defaults for shipments made to a recipient - ShipAlert.

o Defaults for shipments made to a specific recipient. For more information about recipient
defaults, see the sections To specify defaults for shipments made to a recipient - Shipping and

To specify defaults for shipments made to a recipient - ShipAlert.

Note Both sender and recipient defaults override the application-wide defaults. When specifying
sender or recipient defaults, the last one specified will override.

3.6.3 Setting Preferences

3.6.3.1 To Set the Pickup Preferences
1. Click the lower-level Pickup tab.

- FedBx Ship Manager Software - o x
File Edit Ship Track/History Pickup Datsbases Reports Setup Message Help
FedEx py—
Preferences
Picku | Stipping | Retum  ShipAlet Retum Notfications
Contact Name [
Sender ID ]
Company Neme
Courtry/Terrtory
Address Line 1
ay
Postal Code
Closing Tme | _:_|

Comments | ]

Pickups wil be visile to

Figure 35: Pickup Preferences Screen
2. Enter the pickup location details or from the Sender ID list, select a sender.

Note: Senders have to be added to the address book before you can select them from the Sender ID
list. See Managing sender for more information on how to add senders to the address book.

3. Inthe Closing Time field, enter the latest possible time for pickups.

4. If necessary, use the Comments field to enter special instructions for the FedEx
Express courier who will pick up your packages.

5. Inthe Pickups will be visible to field, select one of the threefollowing options: All
Users, My Group, or Only Myself.

6. Click Save.
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3.6.3.2 To Set Shipping Preferences

1. Click the lower-level Shipping tab. The items in the preferences list correspond to the
input fields you need to complete when entering a shipment.

File Edit Ship Transaction Processing Track/ History Pickup Databases Reports Setup Message Advanced Setup System Help
Pickup Shipping  Retum IPD /IED /IDF  ShipMlett Retum Notifications
ETDfag O Yes ® No A
Hamonized Code
Unit Guartiy
Unit Weight
Unit Value
Unit of Measure | {None)
Pro Foma Invoice? (O Yes @ No
Tems of Sale \(Nm) “
Cl comments from list? () Yes ® No

Commercial Invoice Comments

Impoiter 1D ]

Broker ID ]

Group Code ]

DIA Retum To 1D ]

Purpose of Shipment [ Sold V|
Signature Optien | Nane speciiied ~
Shipments will be visble to |Al Users v‘
v

Figure 36: Shipping Preferences Screen
2. Scroll down the Preferences-Shipping screen and select orenter default values.
3. Forevery piece of shipping information, you can also select:

e Skip: Fields marked with Skip will be skipped when you move through the shipment entry
form using the Tab key.

e Carry: When using the shipment entry form to enter a shipment’s details, values you enter
in fields marked with Carry will be carried over to the next shipment.

4. If necessary, enter or select your preferred invoice settings at the bottom of the
screen.

5. Click Save when you have finished.

Note: For UK Domestic shipping only, default the Recipient Country/Territory to United Kingdom,
the Weight Unit to Kilos and the Sender Account can be defaulted.
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3.6.3.3 To set Return Preferences
1.

5.

Click the lower-level Return tab. The items in the preferences list correspond to the
input fields you need to complete when returning a shipment.

- FedEx Ship Manager Software

File Edit Ship Track/History Pickup Databases Reports Setup Message

FedEx

Preferences

Preferences

Help

(7) Quick Help

Pickup Shipping Retum  ShipAlet Rstum Natifications

Skip
Retum From []

Retum From Contact Name
Qutbound Sender Account # ]
Retum To []

Retum To Contact Name
Retum To Country/Temtory []
Shipment Reference [
Department/Notes [
Clearance [
ShipAlet []
Service [
Packaging []
Special Handing []
Bil Shipmentto []
Shipment Costs Account # []
Bill Duties and Taxesto []
Duties and Taxes Account # [

Total Weight []
Wainkt | et 51

[ R o o Y

10 OOooo oo
II

2

0

{None) ~

O

Select Country/Tertory

Select Service

Select Packaging

(None)

(None)

Save

Figure 37: Return Preferences Screen

Scroll down the Preferences - Return screen and select orenter default values.

For every piece of return information, you can also select:

Skip: Fields marked with Skip will be skipped when you move through the shipment entry

form using the Tab key.

Carry: When using the shipment entry form to enter a shipment’s details, values you enter
in fields marked with Carry will be carried over to the next shipment.

If necessary, enter or select your preferred invoice settings at the bottom of the

screen.

Click Save when you have finished.

Note: For UK Domestic shipping only, default the Recipient Country/Territory to United Kingdom,
the Weight Unit to Kilos and the Sender Account can be defaulted.
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3.6.3.4 To Set the FedEx ShipAlert Preferences
1. Click the lower-level ShipAlert tab. The Preferences - ShipAlert screen is displayed.

r FedEx Ship Manager Software

FedEx

File Edit Ship Track/History Pickup Databases Reports Setup Message

Preferences

Preferences

Help

(7) Quick Help|

Shipment

MNetification
Sender []
Recipient [ ]
Broker []
Other 1 [
Other2 []

Add your own message

Pickup Shipping Retum ShipAlert  Retum Notfications

Exception
Notification

ooooo

Delivery
Notification

|

Ooood

Notfication Language

Email notifications can be sent to the sender, the recipiert, the broker and two other people. Use the Shipment Notification option to send an email when a shipment has been sent. Use the Delivery
Matffication option to send an email when a shipment has been delivered. Use the Exception Notfication option to send an email when a clearance delay or a delivery exception occurs,

i Adres
[English v ]
[English v ]

Save

Figure 38: Ship Alert Preferences Screen

2. You can send FedEx ShipAlert Shipment Notification, Exception Notification and
Delivery Notification emails to five recipients: the sender, the recipient, the broker, and
two other people. When the shipment is sent or delivered, or in the case of a clearance
delay or delivery exception, these recipients will receive an email informing them of the

shipmentstatus.

3. Select a Language from the Notification Language drop-down to get the notifications

of your shipment in the selected language.

4. Inthe Add Your Own Message field, you can add a message that will be appended to
the shipment notification emails.

Note: To make this option work properly, the sender’s email address must be correctly entered in the
Sender Information screen of the Address Book database (see Managing Senders). This also applies
to the Recipient’s as well as the Broker’s email address.

5. Inthe fields Other 1 and Other 2, you can enter the email addresses of one or two more
people to receive shipment notifications.

6. Click Save.
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3.6.3.5 To Set the Return Notifications

1. Click the Return Notifications tab. The Return notifications screen is displayed.

=t FedlEx Ship Manager Software - O x
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
FedEx
Preferences
Pickup Shipping Retum ShipAlet Retum Notfications
Emai Address Retum Language erenant.
[ | [Engish - O
[ | [Englsh - O
[ | [Engish < O
[ | [Engish <] O
[ | [Engish v O
[ | [Englsh ] O

Figure 39: Return Notifications Preferences Screen
2. Enter the email address of the recipients who need a Return notification.
Choose the return language per recipient.

4. Select Merchant Notification checkbox if you want to receive a notification as
Merchant.

3.7 Messages

FedEx can send messages through the software interface to the user. Any message send by FedEx
will be downloaded when the software makes a connection with the FedEx backend services to
fetch updates and upload the shipments to the servers.

When the software is started, there will be a check in the background to see if there are new
messages available. If so, a popup will appear to inform the user as follows:

Ll X
You have urvead messages

Take 3 look at your messages 10 stay up 1o date with mportant rformation such 2s senvice news, rates and other
upoes

Read now Remund me later

Manage your notfications under “Setup/Notfications

Figure 40: Unread Message Notification
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In the upper left corner of the software, click the Message button to access the message
interface.

Fed

Figure 41: Message Button

The screen is divided into top panel and bottom panel. The top panel contains a list of messages,
delete button and print button. The bottom panel is used to display message contents.

Messages

Desciiption Date

Delete Prirt

Meszsage Contents

Figure 42: Email Message Screen

In System Parameters there is a new tab where you can change the number of days to keep the
messages stored in the software (between 1 and 365). Default is 180.
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4 Shipping

4.1 Overview

FedEx Ship Manager® Software enables you to automate the shipping process, making it easier
and less time-consuming. Air waybills can be printed on plain paper, and recurring key
information, such as addresses and commodities, can be saved and retrieved from a database.
Note: The database components are discussed in great detail in Databases.

This chapter covers the following topics:

e Creating a new shipment
e Printing your shipping and other documents
e Maintaining and controlling shipment

e Transferring your shipment information to the FedEx shipping system

4.2 Entering Shipments

4.2.1 Entering General Information

4.2.1.1 Sender Information

1. Onthe main screen, click the Ship tab.

e FedEx Ship Manager Software - m} X
File Edit Ship Transaction Processing Track/History Pickup Databases Reports Setup Message Advanced Setup System Help
FedEx
‘ Shipments in Progress H Mailroom Processing H IPD/IED/IDF H Shipment History H Upload Data ‘ () Quick Help
Sender Shipment Detail:
* Sender D || | L[ ] Shipping Date [31/10/2023 | (] Shipment # [304/01034507 || Clezrance
Company Name * Service Select Service Special Handling
Contact Name * Packaging |Select Packaging ShipAlert
First Phone # Packages |1 =
Country,/ Temtary
FedEx Account &
* Total Weight [0.00
Cariage Value [0.00 Select Currency
@® single O Group . y e (000 EEP U"E?Sh 504 |
“ Customs Value * Purpose ipment | Sol ~
Recipiert ID | =] Shipment Reference | T moude Retum Label [
Comparyy Name | E] Department /Notes |
Contact Name ] D i Contents
* Courtry/Temitory |Select Courtry/Temtary ... ~ @ Documents Only () Commodities
" Address 1 * Description
Address 2 L
Address 3
*Ciy / Postal code ]
v
Blectronic Trade Docs [ Post-Shipment Add Documents
Pwpne ] e[ ] .
VAT/Customs ID/EIN &
[] ShipAlert email to |
Soverridas Motk []  Billing Details
ave n/pdste fadress Boo  Bil shipment to | (None) = Account &

* Please Compiets the Mandatory Fields —_— —_—

Figure 43: Ship Tab Details Screen

2. Inthe Sender Information section, either select a sender from the Sender ID list so
that the details are filled in automatically by the application or click the Edit button to
enter the sender’s details manually. If there is only one sender in your address book,
this will automatically be loaded as a default.

Note: Senders need to be added to the address book before you can select them from the Sender ID
list. See Managing senders for more information on how to add senders to the address book.
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4.2.1.2 Recipient Information

1. Inthe Recipient Information section, select Single to ship to a single recipient or
Group to ship to a recipient group.

2. Either select a recipient from the Recipient ID list so that the details are filled in
automatically by the application or enter the recipient’s details manually in the
Recipient Information section.

Recipient Information
(® Single () Group

Recipient ID [BE_RE L[]

Company Mame |BE_HE | E]
Contact Name [BE_RE (-]

* Country/ Temtory | Belgium "
* Address 1 | add1
Address 2
Addrezs 3

* City / Postal code |Anterwp | |2D4I]'

g

* First Phone | 308765467 Ext | 765
VAT/Customs ID/EIN # | 7654678
[] ShipAlert email to

Save in/Update Address Book [

Figure 44: Recipient Information section

4.2.1.3 Validate Address

The Validate Address button in the Recipient Information screen enables you to validate the
recipient addresses.

Perform the below steps to validate an address:
1. Enter the Recipient Address that needs to be validated in the address fields.

2. Click the Validate Address button.
The Communication Status screen is displayed indicating the software is validating
the address entered.

Once the address is validated, the Address Validator Results screen is displayed.

4. The Address Validator Results screen displays the address that was entered along with
the suggested address.

5. The Address Validator Results screen has the following fields:
e YouEntered: Displays the address specified by the users.

e Type: Specifies if the address entered is residential or a business address.
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o Keep Input: The corresponding checkbox enables the user to select the suggested
address component.

p.4

~e. Address Validator Results

Recipient Address Result
Difference(s) in the results and the address you entered are noted in red

You Entered Keep Input Suggested
Address 1 schoolstraat 2 O Schooistraat 2
Address 2
Address 3

Cay bootmeerbeek Bootmeerbeek
State/Province
Postal Code 310 31%0
Country/Temtory BE BE
Keep Original i Use Suggested ’

Please Note :

* Results provided by the FedEx Address Checker are believed to be reliable, but not guaranteed. Comect completion of shipping
documents is the responsibiity of the customer. I the delivery address is later identified as residential. you could receive a residential
surcharge.

+ FedEx Address Checker does not support o recognize individual/personal names, but may check as address by matching company
names that comespond to street addresses.

« The recipient address cannot be detemined as business or residential at this point; a residential surcharge may apply # the address is
found to be resdential

Figure 45: Shipment Details section

6. You can choose to keep the original address you entered by clicking the Keep Original
button. Or you can use the suggested address by clicking the Use Suggested button.

7. Once the address is validated, the check mark on the Validate Address button turns
green.

Notes:

e The address selected from the Address Search screen, or the Address book is considered as a
validated address and the Validate Address button turns green.

e Ifthe validated address is edited in the recipient information section and is saved to the
address book, then this address is updated in the recipient address book.

4.2.1.4 Domestic UK Shipments

Address Search

The Validate address button is not displayed for the domestic U.K. shipments. Instead, Address
Search screen is displayed.

For U. K domestic shipments, the U.K. Address Search screen displays the picklist section with
the address details as shown in figure 47. Actions that can be performed on the Address
Search screen are as follows:

e Search - F2: Click Search or press F2 on the keyboard to initiate an additional search for
address details provided.

e Previous - F3: Click Previous pr press F3 on the keyboard to navigate to the previous row in
the picklist.

e Next-F4: Click Next or press F4 on the keyboard to navigate to the next row in the picklist.

e Cancel -F9: Click Cancel or press F4 on the keyboard to cancel the search and close the
Address Search window.
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Select - F10: This button is used in the following scenarios:

o Case 1:If the address provided is complete, then upon clicking select or pressing F10
on the keyboard the selected address is considered as the recipient address on
ship/return window and the address search widow is closed.

o Case 2: If the address provided is partial, then upon clicking select pressing F10 the
selected address is pre-populated in the addition search criteria fields on the address
search window.

r- Address Search X

Address Search

Search - F2 Previous - F3 Next - F4 [ Cancel-F3 |[ select-Fi0 |
Company Name |GB COMPANY Address 1 |ALINE 1 Address 2 |ALINE 2
Address 3 City [Befast Postal Code [Adda
Company Name Address Line 1 Address Line 2 Address Line 3 Cay Postal Code fadress

Accuracy

1ALINEN MILLCL... |NORTHERN IRELA... BELFAST BT8 8GZ Partial

Figure 46: Address Search

4.2.1.5 Date, Service and Packaging

1.

In the Shipment Details area, accept today’s date which is automatically inserted in the
Shipping Date field, or enter a later date (this can be up to ten days in the future).

Note The shipping date is the date a shipment that is actually handed over to a FedEx Express
courier or dropped off at a FedEx location.

2.
3.
4.

From the Service drop-down list, select the required service.
From the Packaging drop-down list, select the required packaging.

Click Special Handling if you wish to select one of the special handling options. You
need to enter sender and recipient info, service & packaging and a weight for your
shipment before you can select a special handling option.

Click ShipAlertif you wish to verify or further specify the shipment’s FedEx ShipAlert
details.
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Shipment Details

Shipping Date [31/10/2023 | (. ] Shipment# [304/01094507 [ Clearance |
* Service | Select Service ... [ Special Handling ]
* Packaging | Select Packaging ... [ ShipAlert ]

-

Packages |1 =

* Total Weight (0.00 Kilograms w
= Camiage Value |0.00 Select Cumency ...
* Customs Value |0.00 * Purpose of Shipment |Sold ~ |

Shipment Reference Include Retum Label []

L)
Department /Motes [j

Figure 47: Shipment Details section

4.2.1.6 Selecting Special Handling Options

On the Special Handling screen, you can specify additional options to the service that you select
in the Service field of the Shipment Details area when entering a shipment.

- Special Handling *
Bosking Number |
Fd s

Cargo Aireraft Only

Signalure Services Mane specified ~|
FedE«® Sumound Edit\iew
[ +old at Location EdtView
O imas EdiA\iew
[ Priosity flert Edi/\iew

oK J I Cancel

Figure 48: Special Handing Screen
Notes:
e The booking number field is not displayed for all non-distribution services.

e In case the recipient is selected as the payer for the transport charges, you can select the
additional option Freight To Collect (Mexico and India domestic shipping only). The following
Reminder window will appear.

=

Freight to Collect Reminder

“fou have selected the Freight To Collect (FTC) service which will be paid by the recipient at FedEx list rates. The
G5M software does not provide list rates for FTC shipments. Please contact Customer Service for rate quoting for
FTC shipments.

[7] Do not show this message again

Figure 49: Freight to Collect Reminder

e For Simplified intra EU shipments, the ‘Goods not in free circulation’ checkbox is disabled.

You must enter special handling options if:
e Your shipment contains dangerous goods, dry ice, or cut flowers.
Note: If your shipment contains dry ice, enter the following formula in the description box:

UN1845, Dry Ice, AXBBKG, whereby “A” denotes the number of packages containing dry ice and
“BB” denotes the weight of one package. For example: UN 1845, Dry Ice, 3 x 8 KG. FedEx Ship
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Manager Software enables you to combine packages containing Dry Ice with packages not
containing Dry Ice and packages with different Dry Ice weight.

e Your shipment contains lithium battery items. You can choose appropriate classification
type for your lithium battery commodity items.

e Yourequire a booking number for the International Priority Freight Service and the
Economy Freight Service. This field only appears when the service requires a booking
number. FedEx Ship Manager Software does not allow IPF/IEF shipments that have weight
or dimensions below the maximums for IP/IE. Either the weight or the dimensions have to
be above the maximums for IP/IE.

e Youwant to select a broker to handle your shipment.
¢ You want to use the Saturday pickup and delivery service.

¢ Youdo not want to send your shipment to the recipient but want it to be held at a FedEx
location.

- Hold at FedEx location X

ContactInformation

Contact Name | D

Phone & Ed:

Select Search Method

() Go online to find other FedEx approved collection

(@ Search nearest FedEx approved collection location O \acations

Zip/Postal code for lookup |

FedEx address where the shipment should be held
Location name |
Locatiion type
Address 1
Address 2
Zp/Postal |
Cay |
State |

Telephone

0K J[ Cencel

Figure 50: Hold at FedEx Location

Note: Search nearest FedEx approved collection location and Go online to find other FedEx
approved collection locations are available only for non-freight services.
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4.2.1.7 Packages and Weight

1.

In the Packages field of Shipment Details area, specify the number of packages in your
shipment. For two or more packages, Multiple Shipment Information button will be
displayed.

2. Ifyou are not using FedEx packaging and only shipping one package, specify the
package’s weight in the Total Weight field and enter the Carriage Value and Customs
Value. Select the Purpose of shipment from the drop-down list.

3. If you are not using FedEx packaging and shipping two or more packages, click
Multiple Shipment Information button and enter the dimensions and the weight of the
packages in each package’s individual field.

F= Multiple Shipment Information x
Package dimensions - dimensions in whole numbers only

Packages [} =

Package # Weight L W H

415890005554 |3 13 10 3

415890005565 |9 16 12 10

415890005576 |12 12 12 12

OK || cancel
Figure 51: Multiple Shipment Information Screen

4. Inthe second part of the Total Weight field, select kg as the metric weight unit or lbs
as the Imperial weight unit.

Note: The weight unit of your choice can be set as default in the shipping preferences list (see To
Set the Shipping Preferences).
4.2.1.8 Transit Time

Transit Time displays the estimated delivery commitment dates of the package.

In the Transit Time Information dialog box,

e Arrives On displays the estimated delivery commitment date based on the
shipment details.

o Delivered By displays the applicable service types that delivers the package on
the estimated date. Under each service type, the estimated delivery time of the
package is displayed.

e The current service type selected in the Shipment Details area will be highlighted.

e You can change the service type if required. To change, choose the service type
and then click the Select button.
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Note: Once you select the service type in Transit Time Information dialog box, the service
type will be updated in the Shipment Details section in Ship screen.

e Click View more details link to view the disclaimer.

i FedEx Ship Manager Software >

Transit Time Information
Amves On Delivered By
Friday, Movember 25, 2022 FedEx First Overnight Select
08:00
Delivered By
FedEx Intemational Prionty Express
10:30
Delivered By
FedEx Intemational Prionty
16:30
Amves On Delivered By
Tuesday, Movember 29, 2022 FedEx Intemational Connect Flus
22:00
Amves On Delivered By
‘wednesday, November 30, 2022 FedEx Intemational Economy
16:30

Arrival dates shown here are subject to availability. View more details

Figure 52: Transit Time Information dialog box

Notes:

e The Transit Time link displays on the ship screen only when the Sender, Recipient, and Total
Weight information is entered.

e [f Transit Time information is not available temporarily, a pop-up displays stating ‘Transit
Time is temporarily unavailable. Please try again later’. Click Retry button to try again or
else click OK to close the pop-up.

e If Transit Time information is not available for the entered shipment details, a pop-up
displays stating, ‘Delivery estimates are not available for this shipment’. Click OK to close
the pop-up.

4.2.1.9 Entering Values

1. Inthe Carriage Value field, enter the package’s declared value for carriage.

2. Inthe Customs Value field, enter the package’s declared value for customs and select
a currency from the drop-downlist.

Note: The carriage value can never exceed the customs value.

The currency dropdown will be listed in English in the View mode as well as when the software
language is in Simplified Chinese, Traditional Chinese, Japanese, Korean, Thai, Vietnamese or
Indonesian.

3. Inthe Purpose of Shipment field, select the one as your purpose from the drop-down
list.

4. Inthe Shipment Reference field, you can enter a reference for your shipment. You can
also select a Shipment Reference by clicking the button next to the field. The Shipment
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Reference screen appears, in which you can enter or select a shipment reference. Any
shipment reference you enter here will also appear on your air waybill and on your
commercial invoice if you choose to create one. In general, shipment references can be
useful for reports and for tracking.

. Shipment Reference X

Shipment Reference

Delete [ 0K l [ Cancel

Figure 53: Shipment Reference Screen

Select Include Return Label if you want to include a label for the return shipment. If
you select the Include Return Label option, you will automatically go to the Return
Shipment screen after you process your shipment. For more information, see Returning

Shipments.

In the Department/Notes field, you can enter the name of the department or enter
additional information about your shipment. You can also select the name of a
department or additional information by clicking the button next to the field. The
Departments screen appears.

=+ Departments X

Department Name

Delete [ 0K l [ Cancel

Figure 54: Department Screen

Select New to enter a new department or note or click the arrow to select an existing
department or note.

Click OK to enter your department details and return to the Ship screen. This
information will not be printed on the shipping labels and can only be used for
reporting purposes.

Note: Delivery instructions added to this section are not binding on FedEx and it assumes no liability
for compliance or non-compliance with any such instructions.
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4.2.1.10 Shipment Contents Details

FedEx Ship Manager Software enables you process:
e Document shipments

¢ Commodity shipments, also known as non-document shipments

Note: Intra EU shipments do not require detailed commodity information. Adding a description will
suffice for intra EU shipments.

Shipment Contents

Simplfied intra EU [] () Documerts Only (@) Commaodities
Generate Commercial Invoice/Proforma?  (7) Yes ® No

[ Commodity Detmils |

[ Add Documents ]
Retum Reason Type |[Nnne} V|
Retum Cther Reason

Figure 55: Shipment Contents
Proceed as follows to make a shipment that contains documents:

1. Ensure that the Documents Only option is selected. You should select the Documents
Only option when your package contains letters, certificates, or forms.

2. Inthe Description area, enter a description of the documents you are shipping or click
the button to select a description from the Document Types screen. If a message
pops up, warning you that the description you entered is incomplete or inaccurate, you
will have to modify the data to be able to print your shipment.

However, if your package(s) consist of commodities, proceed as follows:

3. Inthe Shipment Contents Details area of the Ship screen, select the Commodities
option. The Shipment Contents Area of the Ship screen changes:

File Edit Ship Track/History Pickup Dotobases Reports Setup Message Help

-
- Shipment Contents Details X

[Contents

[ Commodty * Description Ham_ Code * Ong of Manuf * Quantty Unit Weight “Unit of measure: Unit Value g
HII | B b =il
Total Custom Value | 000 | -] Total Weight

| TermsofSale and Charges Customs d to be generated for this

* Terms of Sale |(None) ® Commercial Invoice O Pro Forma Invoice:

Commercial Invoice ]

Freight Charges

Insurance Costs

Other Costs Comments

Tax Amount

Grand Total

invoice Number | |

Temporary Epot [

importer I | I]1 J[ Ea_]

[ seerch Harmonized Code | | oK J[ e ] 7

 Please Complete the Mandstoy Fieds
] Gany fo overto nest shipment [ pooumens ] | Save ] Preview [ Cancel J{ ship ]

Figure 56: Shipment Content Details
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4. Depending on the destination of your package, select Yes or No at the Print
Commercial Invoice option. If you select Yes, you can specify the contents of your
shipment on the Shipment Contents Details screen. For more information, see Creating
a Commercial Invoice. If you select No, continue with the following step.

5. Either manually enter information about the commodities you are shipping or click the
button next to the Commodity field to select the commodities from the Commodities
Overview screen.

Note: The description of the shipment contents appears on the FedEx Ship Manager Software
shipping documents, including the Commercial Invoice. Therefore, it should be as complete and
detailed as possible, including, but not limited to, the name by which each item is known. Click
Shipment Contents section for more information.

4.2.1.11 Billing Details

The Ship screen’s billing details are the last pieces of information you need to enter for a new
shipment. Entering this information consists of the following steps.

1. Inthe Bill shipment to drop-down list, select Sender, Recipient or Third Party as
appropriate.

2. Inthe Account # field, enter the recipient’s or third-party’s FedEx account number.
When selecting Sender, the account number will automatically be entered.

3. Inthe Bill Duties and Taxes to drop-down list, select Sender, Recipient or Third Party as
appropriate.

4. Inthe Account # field, enter the recipient’s or third-party’s FedEx account number.
When selecting Sender or if recipient account number is already provided in
Recipient database, the account number will automatically be entered.

5. For China International non commodity shipment, if you select the Bill Duties and
Taxes to as Sender or Third Party the below message is displayed:

6. When you select "Bill Duties and Taxes to Sender", you represent and warrant that
sender has agreed to pay duties & taxes and applicable surcharges, regardless of
whether or not duties & taxes documentation is provided."

Note:

e The Sender and Recipient Account numbers must not be same. An error message is displayed
if the Sender and Recipient Account numbers are same in the billing Details section.

e Avalid FedEx account number is always required if the sender or a third party is paying for
thedutiesandtaxesandisbilledbyinvoice.

4.2.1.12 Document Notification
The Documents button is enabled once the origin/destination country information is provided.

When you select the Document Only radio button and click on Documents button in the
bottom, the Document Notification screen is displayed. It has following sections:

e Documentation: Required — This section lists the required documents for the shipment.
Ex: FedEx AWB.

¢ Documentation: Might be Required — This section lists the documents which might be
additionally required for the shipment. Ex: Pro Forma Invoice and Commercial Invoice.

e Advisories — This section lists the advisories.
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¢ Prohibited Document(s) messages — This section lists the prohibited document
messages.

Jocumentation: Required

FedEx AWE

Documentation: Might be Required

Pro Foma Invoice

Commersial Invoice

Advisaries

Prohibited Document(s) messages
Cestficate of Ongin - The Cenficate of Ongin is a form that i used to validate claima for preferential duty treatment educed or duty free entry) under the:

customs authortses may also be used. This foem can be prepared to cover ether a single shipment of for a blanket’ penod up to one (1) year. & may be prepared in Spani
Centficate must be prepared and sgned by the exporter. However, the exporter may ask the achual producer of the geods (o prepare and sign one (as the manul,

Figure 57: Document Notification screen

Document Information
The document information can be viewed upon clicking the document link under the
Documentation sections. It provides the additional information on the document such as:
e Document Title
e Document description
e Number of Copies
e Document Type
e FedEx Generated
e Signature Image
e Document Advisory

Note: The document information will vary based on the document.
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o Document Information X

Commarcial Invoice

Piease prirt and complete the required formis), then attach to your shipment or upload via ETD with &l your other documentation

Joeument Advisory

Document Requirement Document Details
Mo of Copies i

Dacumert Type COMMERCIAL_INVDICE
Sgnature Image Miowed
Letterhead Required

Letterhead Required: Please ensure <document name{a)> is cn your company betterhead.

Close

Figure 58: Document Information of a Commercial Invoice

4.2.1.13 Completion

1.

Select Carry Info Over To Next Shipment checkbox, if you want to use the information
you entered for this shipment as a base for your next shipment. This checkbox is
located on the bottom left side of the Ship screen.

Click Ship to continue with the shipping process and print all the needed shipping
documents.

For China international non group commodity shipment, software will display a
reminder pop up Message as "Please continue to declare China export shipment by using
FedEx China Online Declaration Tool".

Click Save to save your shipment. You can either save your shipment as an open
shipment (if you wish to complete the shipment at a later time) or as a template
shipment (if you wish to keep these details for a future, similar shipment). Both open
shipments and template shipments are transferred to the Shipments in progress
overview screen.
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4.2.2 Entering FedEx ShipAlert® details

These are the FedEx ShipAlert details to enter during the creation of a new shipment. In the Ship
tab, when you click on ShipAlert button, the FedEx ShipAlert dialog box is displayed. Sender’s
default notification language is set to the language of the user currently logged in while the
recipient, broker and other’s default notification language is set to English.

Fot

File Edit Ship Transaction Processing Track / History Pickup Databases Reports Setup Message Advanced Setup System Help

FecEx

 5vic[EU— Shiphlert x @ uick bilo
Sender Inf I
SACEROMERN | FedEx ShipAlert e ]
Sender ID @ Email notifications can be sent to the sender. the recipient. the broker and two other people. Use the Shipment Natfication option to send an email Soowe
Company Mame E when a shipment has been sent. Use the Delivery Notification option to send an email when a shipment has been delivered. Use the Exception Special Handling
Motification option to send an email when a clearance delay or a delivery exception occurs. —
Contact Name E ShipAlert
First Phone # |1}
Country/Tenitory E Select the appropriate "Motffication’ checkboxes below
Shipment Exception Delivery )
FedEx Account # E Email Address Motffication Language notification notfication notification Transit Time
Sender: ‘ | ‘Eng\lsh ~ | O (] (]
Recipient Information
@ Recipient: ‘ | ‘Enghsh ~ | O O O
~
IT! English
Recipiert 1D i as Include Retum Label []
Company Name U} Cther 1: ‘ | ‘Eng\ish e | O O O
Cortact Name U} gy o | | [Engisn ~«| O O o
* Country/Temitory |U. odities
Address 1 i Add your own message
Address 2 [af
Address 3 [ |
“Ciy / Postal code E Commedity Details
State ; Add Documents
* First Phone (1 ; ]
VAT/Custms ID/EIN # ok ][ coca |
[] ShipAlert emailta [ |
S e D‘ Billing Details
et idss oo “ Bl shipment to [ Sender v Account #
* Bil Duties and Taxesto  |Sender w Account #
* Please Complete the Mandatory Fields - -
[ Cany irfo overto next shipment [ Documents ] [ Save ] [ Preview ] [ Cancel ] [ Ship

Figure 59: FedEx ShipAlert’ Screen

Any preferences or data already known are automatically included in the FedEx ShipAlert settings.
You can also add two more email addresses, as well as your own message; these will be appended
to the FedEx ShipAlert notification emails.

Note: The FedEx ShipAlert notification email will be sent to all specified recipients during the Upload
Data procedure. (For more information click on the Upload Data procedure). The Exception
Notification email will be sent to all specified recipients in case of a clearance delay or a delivery
exception. When the shipment is sent or delivered, or in the case of a clearance delay or delivery
exception, these recipients will receive an email informing them of the shipment status.
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4.2.3 Creating a Commercial Invoice

Commercial invoices are invoices that must be printed and sent together with the other shipping
documents. A commercial invoice is required for all shipments that are subject to duty because it
is used for clearing your shipments through customs. For creating commercial invoices, the
Shipment Contents Details screen is used.

. Shipment Contents Details X
|Contents
Commody " Description Ham. Code *Org of Manuf. * Quantty Unit Weight “Unit of measur re  Unk Value
Select Country... |1 o [ O
Total Custom Value | 000 | ] Total Weight Kiograms -
Termsof fSale and Charges Customs to be genermted for this
*Tems of Sale @ Commercial | Inveice O Pro Foma Inveice
Commercial Invoice Information
=
Oter Gast Commerts
Tax Amount
Temporary Export []
Importer 1D | [ | Est ]
[[_search Harmonizea Cose | [ oK ][ conca ]

Figure 60: Shipment Contents Details Screen

The Shipment Contents Details screen consists of the following fields:

¢ Commodity: Either manually enter information about the commodities you are shipping or
click the button next to the Commodity field to select the commodities from the
Commodities Overview screen.

Note: Commodities have to be added to the commodities database before you can select them from
the Commodities Overview screen. See To Add a Commodity for more information on how to add
commodities to the database.

e Description: This is a description of the commodity.

¢ Harm. Code: This is the commodity’s harmonized code. By clicking the button, you can
select a commodity’s harmonized code from the list.

e Org ofManuf: This specifies where the commodity has been manufactured. If the
commodity is manufactured in several countries, please select Multiple Countries of
Manufacturer.

e Quantity: This specifies the number of commodities in the package.

¢ Unit Weight: This is the weight of the commodity. Verify that you have selected the
correct unit of weight (kg or Ibs).

e Unit of Measure: Select the unit of measure of one unit of the commodity (dozen, gallon,
pair, pieces, etc.).

e UnitValue: Specify the unit value of a single commodity.

e Total Customs Value, plus a currency selection drop-down list: Specify the Customs
Value, expressed in the currency selected from the drop-down list to the right of the
Customs Value field. The total value is calculated automatically.

Note: The currency dropdown will be listed in English in the View mode as well as when the software

language is in Simplified Chinese, Traditional Chinese, Japanese, Korean, Thai, Vietnamese or
Indonesian.
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e Total Weight, plus a unit of weight (kg or Ibs) drop-down list: This field presents a total of

all the commodities’ weights in the package, expressed in the value selected from the drop-
down list to the right of the Total Weight field.

e Search Harmonized Code: This button enables you to search and select the harmonized
code.

Note: If same commodity is added multiple times in Shipment content, if you click on “Harmonized
code search" button for a different instance of the same commodity then it displays a message
stating “A search was already performed on this commodity."

4.3 Returning Shipments

4.3.1 Entering General Information
4.3.1.1 Link to a Previous Shipment

1. On the main screen, click the Return tab.

- FedEx Ship Manager Seftware

File Edit Ship Transaction Processing Track/ History Pickup Datobases Reports Setup Message Advanced Setup System Help

FedEx
g g | [roreo e | g ] opostons

Linktoa

(@) Quick Help

hipment Detail

[ Creste return from previous shipment ] Shipment it 249/13343286 Select Retum Type ... v [ Clesmnee ]
Likedto Cloar *Sevice | Select Senvies
Return Shipment From *Packaging  Select Packaging
*Retum From [DEID | (e ]
Company Name [ DE COMPANY ]
Confact Name [DE CONTACT | *Total Weight [0.00
Country.Tertory [Gemnany ] Carioge Value [000 | | Select Cueney
First Phone |324826782376 | * Customs Value [0.00 ‘Pupossof Shipment [Sod o]
Outbound Sender Account # ~ Shipment Reference | &
Return Shipment To Departmert /Notes ] D
Retum To [USID E Edit Idertical Labels (] Numberof Labels |1 % Print Retum Instructions [
Company Name [.] shipmentContents
ComtactName [sCONTACT | [.] @ Documents Only - O Commodites
* Country.Teritory [U.S.A. ~ * Deserption =]
* Address |ALINE 1

ALNE2

* Gty / Postal code [Coliver 38016
VAT/Customs ID/EIN # 43853876 |

[ ShipAert email to ] Billing Details

- " B Aocount #
Save n/Update Address Book ] B shpmertto. [(None) | count # [ ]
*Bil Duties and Taxesto | (None) -] Account # | |

* Please Complete the Mandatory Fields

Figure 61: Return Tab Details Screen

2. Click the Create Return From Previous Shipment button to select a previous shipment
in the first tab or manually enter a shipping number in the second tab.

4.3.1.2 Return Shipment from information

1. From Return From drop-down list, select a return sender so that the details are filled in
automatically by the application, or click the Edit button to enter the return sender’s
details manually in the Return Shipment From screen.

4.3.1.3 Return Shipment To Information

2. Select arecipient from Return To drop-down list so that the details are filled in

automatically by the application or enter the recipient’s details manually in Return
Shipment To area.

3. Enter all the Return Shipment To details of your choice similar to creating a normal
shipment with FedEx Ship Manager Software.
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4.3.1.4 Shipment Details

1. Enter all the return shipment details of your choice similar to creating a normal
shipment with FedEx Ship Manager Software.

2. Adropdown box, next to the shipment number for which a return label is being created
will be visible all the time. It enables you to choose the Return Type. You can choose
any one of the 2 options:

e Email return label

e Printreturn label

Shipment Details
Shipmert # Email Retum Label b [ Clearance ]
" Service | FedEx Intemational Pricrity [ Special Handling ]
“ Packaging | Your Packaging [ ShipAlert ]
Dimension in cm - whole numbers only [ Email Label ]
L w | H (]
*Total Weight [10.00 | Klograms |
Camage Yalue [1001.00 US Dollars
* Customs Value * Purpose of Shipment |Sold w |
Shipment Reference [:]
Department.MNotes E]
Idertical Labels [] Mumber of Labelz |1 = Print Retum Instructions ]

Figure 62: Shipment Details Section
The default selection in the dropdown menu is Select Return Type and this field is mandatory.

Note: If you do not select a Return Type and click Ship, a red exclamation mark will be shown next to
this field with the error message Return Type is a required field.

Shipment Details

Shipment # [249/13343286 | |Select Retum Type ... o Clearance |
* Service |Select Service ... [ Special Handling ]
* Packaging |Select Packaging - ( Shipalert |

* Total Weight [0.00 |

Camiage Value |0.00 | Select Cumency ...

* Customs Value * Purpose of Shipment |Sold vl
Shipment Reference E]
Department /Notes D

Identical Labels [ ] Number of Labels |1 = Print Retum Instructions [

Figure 63: Shipment Details Section for Return Type
3. When you select the ShipAlert button, the FedEx ShipAlert screen is displayed.

Note: Sender’s default notification language is set to the language of the user currently logged in
while the recipient, broker and others default notification language is set to English.
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File Edit Ship Transaction Processing Track/ History Pickup Databases Reports Setup Message Advanced Setup System Help
Mx ‘ Track/Histo H P H Export Do ent: ” Database “ Prefere —H Repo T
SNB s FedEx Shiphlert X @) uiccHelo
| [Linktoa Prev Sh |
inktoa Previous Shinl |- o o0 _
Ci|  Email nofffications can be sert to the sender. the recipient. the broker and wo other peaple. Use the Shipment Notfication option to send an emal [ Coomnee ]
when a shipment has been sert.. Use the Delvery Nofficaion option to send an emal when a shipment has been delivered. Use the Exception Special Handling
Linked to [ MNotification option to send an email when a clearance delay or a delivery exception occurs. =
Return Shipment From [ Stpden |
* Retum From [0 Select the appropriste ‘Notfication’ checkbores below
Company Name [D| Shipmert Exception Deiivery
Cortact e [ Emai Address Notfication Language nofffication notfication  noffication
Engish “
CayTenton [§ S5 [ | [Engi ] O O
Firt Phone [0f  Reciplert [ | [Engish ] [} O O -
English
Return ShipmentTe | gy, | | [osh <] 0O 0 O | )
Retum To Prirt Retum Instructions [
[ Other2 | | [Engish <] O O O
Company Name |{
Contact Name [{ modties
Courty Trtony || 2441957 9w message
* Address ||
Gty / Postal code [| mmoity Details
VAT/Customs ID/EIN #
[ ShipAlert emailto [T
Save n/Update Padress ook [ * Bil shipment to. [ Sender (Prepaid) | Account # [ |
* Bil Duties and Taxesto | Sender (Prepaid) | Account # | |

* Please Complete the Mandatory Fields

Documents Save Preview

s
[ Cany info overto next shipment "

Figure 64 FedEx ShipAlert for Return

4. When you select Email return label for Return Type, a button Email Label will be shown
just below the ShipAlert button. The Email Label button will only show a red check
mark (as shown below) when there is any value set in the "Email Label" screen.

| v Email Label |

Figure 65: Email Label Button

When you click Email label button, the Email Label screen will open.

~+ Email Label X

Email Label Details

Expiration Date  |_/_/

| OJ

kem Description |

Email Address Retum Language

| |Enghsh - \

Retum Shipper |

Add your own message

Retum Shipper Edt Controls

Not Allowed ~

( Suggested Documents ] (

Addiional Englsh Copy
Add Additional Documents ]

Return Notifications

Merchant
Email Address Retum Language Notfication
[ | [Enclsh - O

[ | [Endish <] O

[ | [Enslsh - O

[ | [Endish <] O

[ | [Enslsh - O

[ | [Endish ~] O

Figure 66: Shipment Details Section
This Email Label screen displays 2 sections:
e Email Label Details

e Return Notifications

Select the Identical Labels option if you want to print identical copies of the same
return shipment; each shipment will have a different tracking number.

Select Print Return Instructions option if you want to print returns instructions to be
sent along with the shipment.

FedEx Ship Manager® Software Installation and User Guide, 2025 60



Shipping

4.3.1.5 Shipment Contents

1. Enter all the return shipment contents details of your choice similar to creating a
normal shipment with FedEx Ship Manager Software.

2. Note:Intra EU shipments do not require detailed commodity information. Adding a
description will suffice for intra EU shipments.

3. Incase of a commodity shipment, in the Return Reason Type field, select a reason for
your return shipment.

4. Inthe Return Other Reason field, you can provide extra information about the reason

for the return shipment.

4.3.1.6 Billing details

1.

Enter all the Billing details of your choice for the return shipment similar to creating a
normal shipment with FedEx Ship Manager Software.

Note: You can only select Sender (Prepaid) Or Third Party in the Bill shipment and the Bill Duties and
Taxes drop-down list.

4.3.1.7 Completion

1.

Select the Carry Info Over To Next Shipment option, if you want to use the
information you entered for this return shipment as a base for your next shipment. This
option is located on the bottom left side of the Return Ship screen.

At the bottom of the screen, click Ship to continue with the return shipping process
and print/email all the needed return shipping documents.

Note: The return email will only be generated upon shipment upload.

3. For China international non group commodity shipment software will display Customs
Reminder pop up Message as Please continue to declare China export shipment by using
FedEx China Online Declaration Tool and followed by a screenshot.

Company Name |comany name 1 * Service |Intemiational Priority® v Special Handling
Contact Name [cortact name | " Packaging | Your Packaging ~
First Phone # | 74784747847 ; | Packages |1
Country/Temtory [China | = Customs reminder %
FedEx Account # | Please continue to declare China export shipment by using FedEx China Online Declaration Tool D
ecipient|nformation
. — o Rate 508.89 USD
Recipient ID [USID. | | include Retun Label [J
Company Name [company name | bl [
Contact Name |cortact name L m =
T ! e o o
Address 2 [jne2 |
Address 3 L |
*Cy / Postal code [los angles [s0001 ] ([ Commodity Details__
e [Cliomin. CA. = 2 " [ Blectronic Trade Docs Add Documents
* First Phone 5353737636736 | Ext {76476 | Retum Reason Type [(Norg) <]
VAT/Customs ID/EIN # [763333333333333333 | Pk Ol Pt
[ ShipAlert emailto e -
3illin g Details
Figure 67: China international non group commodity
4.

Click Save to save your return shipment. You can either save your shipment as an open
shipment (if you wish to complete the return shipment at a later time) or as a template
shipment (if you wish to keep these details for a future, similar shipment). Both open
shipments and template shipments are transferred to the Shipments in progress
overview screen.
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4.3.2 Selecting Special Handling Options for Return Shipment

Enter all the Special Handling details of your choice for the return shipment on the Special
Handling screen similar to creating a normal shipment with FedEx Ship Manager Software.

= Special Handling -

sk Mhriupr I |

FesiEx Ratirrm L Edit'view ]
Piors ot w

Sonalure Senvaoes
[ eso Ecle hew
] MenStandasContare

oK I Cancel

Figure 68: Special Handling Screen

Notes:
e The booking number field is not displayed for non-distribution services.
e  For Simplified intra EU shipments, the ‘Goods not in free circulation’ checkbox is disabled.
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4.3.3 Entering FedEx ShipAlert Details

Enter all the FedEx ShipAlert details of your choice for the return shipment on the FedEx

ShipAlert screen similar to creating a normal shipment.

r FedEx ShipAlert x
FedEx ShipAlert
Email notifications can be sent to the sender, the recipient, the broker and two other people. Use the Shipment Notification option to send an email
when a shipment has been sent. Use the Delivery Notfication option to send an email when a shipment has been delivered. Use the Exception
Motification option to send an email when a clearance delay or a delivery exception occurs
Select the appropriate "Notification’ checkboxes below
Shipmert Exception Delivery
Email Address Notffication Language notffication notification notification
Sender: | | ‘English w | O O O
Recipient: | | ‘Engllsh “ | O O O
English
Other 1: | | [Engish ~] O O O
Other 2= | | [Engish ~ O 0 0
Add your own message
ok ][ cancel

Figure 69: FedEx ShipAlert Details Screen

Note: If you check the 'ShipAlert email to' check box in 'Return Shipment To'section and provide
email address there then same email address is pre-populated in recipient of Ship Alert screen.

4.3.4 Creating Commercial Invoice

Fill in all relevant information and details to create a commercial invoice for your return

shipment similar to creating a normal shipment.

- Shipment Contents Details X
Contents
Commodity * Description Ham Code ~ Ong of Manuf * Quantity Unit Weight “Unit of measure Unit Value
| Select Courtry.._ |1 0 | ) 0
Terms of Saleand Charges Customs to be generated forthis
* Tems of Sale ® Commercial nveice © Pro Foma lnvoice
ial Invoice Information
CJ
Oter Costs Comments
-~
Temporary Bxpot [
Impotter 1D | =] | B )
[ Search Hameonized Code | | ok J[ came ]
SO —
Please Complete the Mandatory Fields
] Canyinfo overto next shipmert [ Documems 1 [ Save ] Preview [ Cancel ) [ Srip

Figure 70: Shipment Content Details screen
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4.4Printing Shipping Documents

4.4.1 General

After you have entered all your shipment details, click the Ship button at the bottom of the Ship
screen to print your documents.

Open shipments and template shipments for which all the details have been entered can also be
printed by selecting them and clicking the Print button on the Shipments in Progress screen.
Shipping documents include:

e Copies of the Air Waybill (AWB)
e VISA Manifest Report
e Commercial Invoice (if previously selected in the Ship screen)

Note: You can configure additional copies of the AWB (Maximum 20) to be printed using the Labels
tab of the System Parameters window. For more information on setting the label details, see Label
Parameters.

4.4.2 Types of Documents
4.4.2.1 Air Waybill

If there is more than one package in a shipment, an additional air waybill is printed for each
package. The first air waybill is called the Master Air Waybill. FedEx Ship Manager Software
prepares an additional International Air Waybill for each package in the shipment.

If printing is interrupted, the software creates a pending shipment. Try printing again from the
Shipments in Progress screen.

4.4.2.2 Commercial invoice

A commercial invoice is used by customs to clear shipments from one country to another and is
required for non-document shipments.

4.4.2.3 Visa Manifest Report

The Visa Manifest Report prints automatically when you print shipping documents for each
shipment. Provide the Visa Manifest Report to the FedEx courier picking up your shipment.

4.4.2.4 Additional shipping documents

Some countries and products require specialized customs documentation or declarations. If you
need to print additional export documents, see Export Documents for more information.

4.4.3 Labelling the Shipment

This section describes the steps to label your shipment after the related shipping documents are
printed.

4.4.3.1 To Label a Shipment
1. Put the air waybill in a plastic pouch, with the barcode section facing outwards.

2. Fold and place all copies of the Commercial Invoice, if previously selected, in the pouch
with the air waybill.
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The VISA Manifest Report should be kept separate and given to the courier.
Remove the backing from the pouch.

Attach the pouch to the first package.

o v > W

If there are more packages than one in the shipment, place each additional air waybill in
separate pouches.

7. Remove the backing from each additional pouch and attach it to the corresponding
package.

Note When you prepare shipping documents to countries where laser-printed air waybills are not
accepted, a message will pop up. If you frequently ship to these countries, please contact your local
help desk to find out about other hardware options that will be available to you.

4.5Maintaining and Controlling Shipments

Shipment maintenance and control is performed via the Shipments in Progress feature of the
FedEx Ship Manager Software. This feature enables you to keep track of your shipments. With this
feature, you can also enable the option to hide sender’s address details on the shipping label for
UK domestic shipments.

4.5.1 Accessing Shipments in Progress

On the main screen, click Ship tab and select the Shipments In Progress option to access the
Shipments In Progress feature.

4.5.2 Using Shipments in Progress

r+- FedEx Ship Manager Software — o x
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
FedEx

Shipment History || Uplosd Dsta (@) Quick Helo|

inprogress
[ ] I ] I I Jow ~len e - m
Shipping Date Recipient Company Country Teritory Code Reference Shipment # Packs ETD Status Shipment Type Status Retum
poer [ s ][ oeee ][ _Pm

Figure 71: Shipments in Progress Screen

From the Shipments in Progress screen, you can view, print, change or delete shipments. For

every shipment, the Status column shows one of the following values:

e Open: This is a shipment that does not include printed paperwork. When you ship a
package, you can save the details and keep them “open” for later. You can then modify,
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copy, or complete the shipment and print the paperwork. You can also delete open
shipments.

e Printed: This is a shipment that has printed paperwork, but that has not been processed.
You can modify, copy, or delete a printed shipment from the Shipments in Progress screen.
If you modify the information for a printed shipment, it is important to reprint the
paperwork and use this new paperwork to label the shipment.

¢ Template: A shipment that has been saved as a template shipment can be sent again by
selecting the shipment from the Shipments in Progress screen and clicking Print. You can
also modify, copy, or delete template shipments.

¢ Uploaded: A shipment that has been uploaded to the FedEx system during the hourly
upload process. Shipments will only move to the Shipment History after the Upload Data
process has been run.

e E-Requested: This is a return shipment created with the option Email Label that has been
created but not processed. You can modify, copy or delete this shipment from the
Shipments in Progress screen.

¢ E-Uploaded: This a return shipment that has been uploaded to the FedEx system during the
hourly upload process. These shipments will only move to the Shipment History after the
Upload Data process has been run.

On the Shipments in Progress screen, you can click one of the following buttons to perform a
specific function:

e Returnto open the return shipment information.
e Preview to see a preview of the air wayhbill.

o Selectto view or modify a shipment.

Delete to delete one or more selected shipments.

Print to print the shipping documents for one or more selected shipments.

4.6 Shipment History

The FedEx Ship Manager Software shipping history presents you with an overview of the
shipments you processed in the last 40 days.

Note: 40 days is the default shipping history retention period. You can change this value in the
System Parameters screen. See System Parameters for more information.

Complete the steps in the following procedure to view your shipment history.
1. Select the Ship tab.
2. Click the Shipment History option.

3. The Shipment History screen displays an overview of the shipments processed with
FedEx Ship Manager Software.
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Figure 72: Shipment History Screen

From the Shipment History overview, use the check boxes to select one or more
shipments.

Click Delete to remove the selected shipments from the shipping history.
Click Select and then:

¢ View to view the shipment details of the selected shipment. If needed, you can reprint
the labels for your shipment from the view screen. This is only available 24 hours after
ship date.

e Copy to copy the selected shipments as new shipments.

Notes:

e The Booking number is not copied when you copy a shipment.

e See Shipping History and Tracking for more information about Shipment History.

4.7 Transferring Shipments to the FedEx system

After completing the shipment paperwork, you should transfer your shipping information to
FedEx. This process can be repeated during the day when you want to transmit shipment
information of finalized shipments to FedEx.

Complete the steps in the following procedure to transfer your shipments to the FedEx system.

1.
2.
3.

Select the Ship tab.
Click the Upload Data option.

The Upload Data screen displays the shipment information that will be transferred to
the FedEx system.

From the Upload drop-down list, select the Upload option of your choice.
At the bottom of the screen, click the Upload Data button to start the transfer.

If the button is not clicked, the data transfer will start automatically, as soon as the
software is closed.
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Upload Data

By clicking the Upload Data button, the shipment information will be sent to FedEx for processing purposes.
This procedure can be performed at any time of day and even several times a day according to the needs of your business.
If the procedure fails, please call the helpdesk for assistance.

Upload  Domestic and Intemational Shipments v

Total printed shipmerts [ 0]
Total uploaded shipments | 0]
Totalpackages | 0]

Total open shipments E

Forced reconcie []

Upload Data

Figure 73: Upload Data Screen

See Auto Upgrade Options for more information.

4.7.1 UK Domestic Shipments

e For UK domestic shipments, once the data transfer to the FedEx systems is complete,
the document or commodity shipment information is included in the reports generated.

e The Detailed Delivery Manifest Report includes information on the intra UK document

or commodity shipments by default.

Upload Data

- FedEx Ship Manager Software - O X
Edit Ship Transaction Processing Tiack/History Pickup Databases Reports Setup Message Advanced Setup System Help
FedEx.

| Shipments in Progress H Mailroom Processing H |PD/IED/IDF H Shipment History ‘ Upload Data (2) Guick Help

By clicking the Upload Data button, the shipment information will be sent to FedEx for processing purposes.
This procedure can be performed at any time of day and even several imes a day according to the needs of your business.
If the procedure fails, please call the helpdesk for assistance.

Upload | Domestic Shipments &

Total printed shipments

Total uploaded shipments

Total packages

JUJL

Total open shipments

Forced reconcie []

Upload Dato

Figure 74: Intra UK Shipment Data Upload Screen
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5 Pickup

5.10verview

This chapter describes arranging the pickup of the shipment (also referred to as dispatching a
shipment) and includes the following topics:

e General pickup information
e Scheduling a pickup
e Pickup overview

e Setting pickup preferences

5.2 About Pickup

The pickup feature enables you to request or dispatch a FedEx courier to pick up packages at your
location. It is available by clicking the Pickup tab on the main screen. This tool can also be used for
International shipments that are not created with this software.

s FedEx Ship Manager Software - o X
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
FedEx
Schedule a Pickup R () Quick telp
Pickup Location Package Details
@ Irtemational Shipmerts () Domestic Shipments
* Sender D [BEID ]
Company Name [FEDEX |
Contact Name [NEHA ]
Country/Tertory [Belgium |
Addvess Ling 1 [ADD1 ]
Cry [Brussels |
Postal Code 1020 ]
Comments “Tolal Packages | 0]
[ | “Totel Weigh Kiograms

Pickup Time

Pickup Date
Ready Time
*Closing Time. | __ |

Confirm Fickup

Figure 75: Schedule a Pickup Screen
Notes:
e Check with your local help desk as this feature is not yet available in some countries.

e Note that you can only book a domestic pickup when there are domestic shipments in
Shipments in Progress.
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5.2.1 Scheduling the Pickup of a Shipment

Before you can schedule a pickup, make sure that you complete the shipment (by clicking Ship in
the Ship screen).

5.2.1.1 To schedule a pickup

1.
2.

On the main screen, click the Pickup tab.

In the Pickup Location area, verify the pickup location details of your shipment. If
necessary, make the required changes.

Click Comments if you wish to add any comment in the Dispatch Comments screen.

= Comments. X

Comments

Figure 76: Comments Screen

Note: The Comments screen is intended for including special instructions for the FedEx Express
courier who will pick up the shipment.

4.
5.

8.

On the Package Details area, select the package(s) you wish to have picked up.

Verify (and, if necessary, modify) the pickup date. Please note that you can only book a
pick-up maximum one day in advance.

In the Ready Time field, enter the time by which the packages will be ready for pickup.

In the Closing Time field of the Pickup Time area, enter the time by which the
packages need to be picked up at the latest.

Press Confirm Pickup.

Note: You should receive a reservation confirmation number from the software to confirm your
pickup number. If you did not receive a number, your pickup request was not successful. If nobody
comes to pick up your package(s), contact Customer Service and mention the number.
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5.2.2 Pickup Overview

Deiee

Figure 77: Pickup Overview Screen

5.2.2.1 To Retrieve Pickup Confirmation Number
1. On the main screen, click the Pickup tab.

2. Click Pickup Overview.

Note You can retrieve pickup confirmation number history from this screen. Please refer to section
on system parameters on how to change pickup retention day parameters.
5.2.2.2 To Delete a Pickup Reservation

On the Pickup Overview screen, select the desired Reservation # checkbox. Next click Delete.
A delete confirmation request will pop up. Click Yes to cancel the pickup reservation.

Figure 78: Delete Confirmation Prompt
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6 Shipping History and Tracking

6.10verview

This chapter covers the shipping history and tracking features of FedEx Ship Manager Software,
and includes the following:

e Introduction to shipping history
e Introduction to the tracking feature
e Various ways of tracking shipments

e Setting preferences for the tracking feature

6.2 About Shipping History and Tracking

The FedEx Ship Manager Software shipping history presents you with an overview of the
shipments you processed in the last 40 days.

Note: 40 days is the default shipping history retention period. You can change this value in the
System Parameters screen. See Shipping Parameters for more information.

To provide easy access to the information, the shipping history overview enables you sort and
filter your past shipments according to the specified criteria. For every shipment appearing in the
overview you can:

e View, save, and print detailed tracking information
e View the shipment’s details as they were entered in FedEx Ship Manager Software

e Reuse the shipment’s data by copying it as an open shipment to the Shipments in Progress
screen

Besides the functionality offered by the shipping history overview, it is also possible to obtain
tracking and status information about shipments that do not appear in the overview (for example
shipments sent to you by someone else).
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6.2.1 Accessing Track History Overview

You can access the shipping history overview by clicking the Track/History tab on the main
screen.

= Fedx Ship Manager Sofeware - o x

Figure 79: Track/History Tab Screen

6.2.2 Using Track History Overview

By default, the shipping history overview presents you with a list of the shipments that were
processed in the last 40 days. Besides general shipment information, this list also includes:

o Thelast known status of a shipment (in the Status column)
¢ Anindication whether the shipment is a return shipment (in the Return column)

¢ Anindication whether a proof of delivery has been obtained for a shipment (in the POD
column)

6.2.2.1 To select shipments to include in the overview

1. In the Shipping History area, use the modify results to display drop- down list to
indicate which shipments you wish to include in the overview. You can include:

e Allpackages

e Packages with POD

e Packages without POD
e Tracked packages

e Trackingcriteria

e Untracked packages

2. If Tracking criteria is selected, click Other Criteria and use the Package Selection
Criteria screen to specify which shipments you want to include in the overview.
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6.2.2.2 To work with track history details

1. Use the check boxes to select one or more shipments from the shipment history
overview.

2. Click:

e View Detailed Results to view the tracking information and current status of the
selected shipments.

e View Shipment Details to view the shipment details of the selected as well as
highlighted shipment.

e Reportto print or save a report containing tracking and status information of the
selected shipments.

e Delete to remove the selected shipments from the shipping history.

e Trackto contact the FedEx system and download updated tracking information
for the selected shipments.

e Returnto create areturn shipment for the selected shipment.

e Copy To Copy the selected shipments as open shipments to the Shipments in
Progress screen.

Notes:
e The Booking number is not copied when you copy a shipment.

e The AWB number will not be copied with the shipping history details. A new AWB
number will be assigned.

6.2.3 Tracking by Numbers

FedEx Ship Manager Software also makes it possible to obtain tracking information about
shipments that do not appear in your shipping history overview (for example shipments sent to
you by someone else). You can either track shipments by supplying their tracking numbers, or by
supplying a FedEx account number and the shipments’ reference numbers.

6.2.3.1 To track shipments by their tracking numbers

1. Inthe Track Another Shipment area, verify or select the FedEx Tracking Numbers
option in the Track By drop-down list.

2. Below the FedEx Tracking Numbers option, enter the tracking numbers of the
shipments you wish to track.

3. Click Track.

6.2.3.2 To import tracking numbers from a text file

1. Inthe Track Another Shipment area, click Import Tracking Numbers. The Import
Tracking Numbers from File screen is displayed.
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== |mport Tracking Numbers from File *

Use Delimiter?

Delimiter |:|
Locate File | |E]

o JCe= )

Figure 80: Import Tracking Number From File Screen

If required, select the Use Delimiter option and enter the character that separates the
tracking numbers in the Delimiter field.

Select or enter the name of the file with your tracking numbers in the Locate File field.

Click OK.

6.2.3.3 To track shipments by their reference numbers

1.

4.

In the Track Another Shipment area, verify or select the Reference Numbers option in
the Track By drop-down list. The FedEx Account # and Shipment Date fields are
displayed.

e FedEx Ship Manager Software - O x
file Edit Ship Track/History Pickup Databases Reports Setup Message Help
FedEx s
Shipping Histon
Modfy Rescits to display | Al Packages | [ otercrierie_|
| I I I ]
Shipping Reciient Contact Name Recipient Company Ciy Country/Temtory  Package # Status Retum  POD
VienDetaled Reslts | [ ViewStipmentDewils | [ Repot | [ beee | [ Tek | [ Rewn | [ Capy
Track Another Shipment Package Details
Enter any FedEx racking number, or a reference number and the FedEx sccount
number of the sender Your Reference
gl Feierece Nunbe] > Last sean
Fedex Accourt #
Enterthe shipping date f the package was shipped more
than 9 days 200
Import Tracking Numbers

Figure 81: Track Another Shipment Section

In the Shipment Date field, enter the shipment date if the package was shipped more
than 9 days ago.

Below the Reference Numbers option, enter the reference numbers of the shipments
you want to track. In case you have an RMA number, enter the RMA number of your
shipment in the Track By drop-down list.

Click Track.

6.3Setting Tracking Preferences

Setting preferences for the Tracking feature is part of the configuration of the application. For
details, see section Tracking Parameters.
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7 Export Documents
7.1 About Export Documents

FedEx Ship Manager Software enables you to generate commonly required export documents.

7.2Export Documents

Some countries or products require specialized customs documentation or declarations. You
can print any export document using the Export Documents tab. Selecting this tab displays the
Document List screen with a list of documents that you can print.

- FedEx Ship Manager Software

File Edit Ship Track/History Pickup Databases Reports Setup Message

FedEx
(7) Guick Help

Document List

Help

Document Name Shipment Number 2
Addendum to Textile Declaration

Antique Statement

Assembler's Declaration

B13A

Bearing Worksheet

Capacitor Worksheet

Certfficate of Origin

Certffication in connection with the importation of Fims and Videos
Certffication of Shipments to Syria

Checklist for Bare/Populated Printed Circuit Boards

Commercial Inveice
Commercial Invoice Forthe Caribbean Common Market

Conffer Solid Wood Packing Material to the People’s Republic of China

Consolidated Packing List

Declaration for imported electronic products subject to radiation control standards

Declaration of Biclogical Shipments

Declaration/Commercial Invoice for Watches, Clocks and/or Parts of Watches and Clocks
Blectrical Resistors Worksheet

Electronic Integrated Circuit Worksheet

FDA Prior Notice Submission

India Export - Annexure b

FedEx Global Trade Manager Opiens I Select

Figure 82: Export Documents Screen

To print an export document:
1. Inthe Document List screen, select the export document you want to print.

2. Click the button to the right of your selected document type. The Shipment Numbers
screen is displayed.

3. Select the shipment for which you wish to print the document and click Select.
4. Click Options to select the printer and to specify the number of copies.

Click Select. The document to be printed is displayed in full.
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. Addendum to Textile Declaration

ADDENDUM TO TEXTILE DECLARATION
The following information is required by U.S. Customs and Border Protection to propery classify textile shipments amiving in
the United States. Please complete the below form. In the case that more than one country of manufacturer is indicated, please
remember to also provide the individual manufacturer identification details below

AWB NUMBER : [ |
Date of Exportation - [27-11-2013 B-

T

- Quantity

tem - Marks & Numbers

- Description {what is it + gender (f
wearing apparel -i.e. men’s, women's,
boy's, gil's or unisex. ))

- Material Content (What is
it made of %)

- Knit or Woven? for

- Unit of Measure

- Unit monetary value
- Cumrency value (only

one cumency)
- Purpose of shipment

. |{None) -
: |Select Cumency ... ~
:

wearing apparel)

|

{only 1 per tem)

“**Please note if items are KNIT specify no. 1 through 5 below:

Manufacture information:

1. Type neck treatment - crew/no neck MID |:|
opening/button plack /zipper
opening/ather [please specify) Mame |:|
2. Stchespercm Swetpdes [
3. Type of bottom - hemmed ribbed, Postal Code l:l

drawstring/other {please specify)

Country/Temtary Mame | Select Country/Tenmitary ~

FOR SILK ONLY: casual orformal wear?

s

o

FOR SILK ONLY: solid or multicolor?

I

But if items are WOVEN specify no 6 through 8 below:

6. T-shirts or singlet-specify if garment
contains pockets, trip or embroidery

For Carpets/rugs ONLY

For Fabrics/campets/rugs ONLY

provide measurement

7. Yam-dyed? -
8. Two or more colors in warp and/or filing ~ LxW- | | % ‘ ‘
orfabric?
Full Name - | | [ Add-> [ <Remove |
Title - | ‘
Company - | ‘
Address - | ‘
Date [27-11-2019 @-
[ Preview ] [ Print ]

Figure 83: Export Document to be Printed

6. Complete the export document as required.

Note: Even if all the mandatory fields are not completed, the document will be printed. Please make

sure you enter all necessary information.

7. Scroll down to the end of the document and click Print to send the document to the

printer.

Notes:

e You can look up additional required paperwork by clicking the "FedEx Global Trade

Manager" hyperlink.

e Ifyou change the ‘Printer’ of Commercial Invoice on Shipping Document Options screen of
Export Document tab, the software will override the ‘Printer’ of Commercial Invoice in
Default Print Destination of Intl./Domestic tab on 'Label Printer Selection'screen.

e Ifyou change the ‘Returned Printer’ of Commercial Invoice on Shipping Document Options
screen of Export Document tab, the software will override the ‘Printer’ of Commercial
Invoice in Default Print Destination of Return tab on 'Label Printer Selection'screen.
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8 Databases
8.1 About Databases

Database management in FedEx Ship Manager Software covers two databases, the Address Book
database, and the Commodities database. All addresses and commodity information can be
saved in these databases so that you do not have to enter the same data twice.

In the Address Book database, you can add, modify, copy, and delete sender, recipient, recipient
group, importer, and broker information. In the Commodities database, you can do the same with
commodity information.

8.1.1 Accessing the Address Book database

On the main screen, click the Databases tab. If you do not see the Address Book entry screen,
you can access it by clicking the Address Book option at the top of the screen.

e FedEx Ship Manager Software - a] X
File Edit Ship Transaction Processing Track/History Pickup Databases Reports Setup Message Advanced Setup System Help
ok
Recipients Senders Brokers Impoders  Reciplent Groups | IPD/IED/IDF Recipients
® ] I ] | I
mv “: Recipiert 1D Company Name Contact Nome Address Gy Cry/Terr

O US-RECIPIENT USCOMPANY USCONTACT SDASDASD MEMPHIS USA

O KENYA KENYA_COMPANY KENYA_CONTACT SDSASD Nairobi Kenya

O UK-RECIPIENT UK-COMPANY UKCONTACT SDDADS Covertry Unted Kingdom

a INDIA-RECIPIENT INDIACOMPANY INDIACONTACT DSADSDAD MUMBAI Inda

%] UAE_Recipient FedEx Station 5 Duba UAE

|5} Belgum2 Fedex Franz Gullaumelasn 78 Evere Beigum

%] Belgum 3 Fedex Helhavenlaan 43 Brussel Belgium

a Recip-france fest test inel urimend France
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Figure 84: Address Book Screen of Databases Tab

8.2Working with the Address Book database

8.2.1 Managing Senders

On opening the Address Book database and clicking Senders, the list shows all senders already
entered into the database. If no senders are entered, the list will be empty.

1. On the Address Book screen, click Senders tab. Click New
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Figure 85: Senders Tab in Address Book Screen

2. An empty Sender Information screen is opened. Enter the sender information as
follows:

o FedExAccounti#: Enter the 9-digit account number or choose a FedEx Account #
from the drop-down.

e SenderID: This is a unique combination of letters and digits used to identify a
sender (for example ACMEOQ). The Sender ID field supports 25 characters.

e Company Name, Contact Name, Country/Territory (drop-down list for selection),
AddressLine 1, AddressLine 2,City, Postal Code, and First Phone #: Provide all the
details.

Note: If you want to ship to countries that do not utilize postal codes, such as Hong Kong SAR China,
New Zealand, Taiwan China, or Vietnam, you can select the city instead of the postal code entry
option.

e Signature: Refers to the name of the person who signs off for the invoice.

o Digital Signature on FedEx Commercial invoice: Allows you to upload the digital
signature of the sender. The uploaded image is printed on the FedEx generated
Commercial Invoice.

e Sender will be available to: Here, you can specify whether the sender that you are
creating will be available to anyone in your user group, to yourself only or to all
users.

e Sender will be available to: Upload a personalized logo by clicking the upload
button and add a logo from a directory on his system. The logo will be printed on
the FedEx generated Commercial Invoice.

Note: The following fields are optional: Address Line 2, Second Phone #, Fax, Email, Department,
Bank Account #, Trade #, and VAT/Customs ID/EIN #. The information in these fields is used for
invoicing and FedEx ShipAlert purposes only. In addition, the Address Line 2 field is used only when a
second address line is required.
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3. Click Defaults if you wish to enter shipping and FedEx ShipAlert defaults for this
sender.

4. If you wish to add these sender details as is, click Ok to add the sender to the database.

Note: When a new FedEx Account # is entered in the sender’s database, the FedEx Ship Manager
Software will need to download essential shipping data such as tracking numbers, service rates and
routing information. This data is required for using the FedEx Ship Manager Software.

#. Sender Information X
Details
FedEx Account # Second Phone # | |
Sender ID | | Fax | |
Company Name | | Email | |
Cortact Name | | Deparment | |
Country/Temitory [Select Country/Temtory .. ~] Bank Account # | |
Address Line 1 | | Trade # | |
Address Line 2 | |
Gy | |
Postal Code | | Sender wil be avalcble to [All Users |
locatonD [ |
First Phene # | | Digital Signature on FedEx CI E;;gg“;;“j;;gggg
Signature | |[ Browse.. | yet
VAT/Customs ID/EIN # | |
Uselogo L1 Company Logo P boen upladed
yet
Defaults | oK ] [ Cancel

Figure 86: Sender Information Screen

8.2.1.1 To specify defaults for shipments made by a sender - Shipping

Clicking Defaults will display the Sender Preferences screen in which you can specify default
shipping and FedEx ShipAlert values for shipments made by the sender.

Notes
e These sender default settings have priority over the application-wide default settings discussed in
Preferences.
e Asender’s default preferences can be overridden on a per shipment basis.

1. Click Defaults and the Sender Preferences screen isdisplayed.
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. Sender Preferences X
ShipAlert  Pickup
Broker D ]
Importer 1D E]
Retum Address E]
Service |Select Service ... v Bill Shipment to | (None) w
Packaging |Select Packaging ... ~ Account #
Bill Duties and Taxesto  |(None) -
Account #
Shipment Reference
Department /Motes
Document Description
Commodity Description
Commodity Code |[:]|
Cumency |Select Cumency ... v|
Print Commercial Invoice? Yes No
Shipment Type |[N0ne} - |
oK | [ Cancel |

Figure 87: Sender Preferences Screen

This screen has 3 tabs, Shipping for shipping defaults, and ShipAlert for FedEx ShipAlert defaults
and Pickup.

2. Click the Shipping tab (if not already selected).
3. You can select or enter the following default values for shipments made by this sender:

e Broker ID: The broker’s ID and company name. For information on entering a new
broker, see To Add a Broker.

¢ ImporterID: The importer’s ID and company name. For information on entering a new
importer, see To Add an Importer.

e Return Address: The address for the return shipment.

e Service: The default FedEx service used for shipments. See Services for more
information about the available FedEx services.

¢ Packaging: The default packaging type. See Packaging for more information about the
available types of FedEx packaging.

o Bill Shipment to: The party that will be billed for the shipment costs.

e Account #: The selected party’s FedEx account number for automatic payment.
e Bill Duties and Taxes to: The party that will be billed for duties and taxes.

e Account #: The selected party’s FedEx account number for automatic payment.

e Shipment Reference: One or more keywords, or a small text used as a reference.
Because the shipment references will appear on the invoices you receive from FedEXx,
making good use of shipment reference information can aid you in your internal
bookkeeping.

e Department/Notes: The name of the department or any other additional information.

¢ Document Description: The default description for document shipments.
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¢ Commodity Description: The default description for commodities.

¢ Commodity Code: The default commodity code and description for shipments that
contain a commodity. For information on entering a new commodity, see To Add a

Commodity.

e Currency: The default currency. On selection of the currency code, the name of the
currency is displayed in the adjacent text box.

e Shipment Type: The default shipment type, either documents only, or non- document.
¢ Print commercial invoice: Indicates whether you want to include a commercial invoice.

4. Click OK to save the shipping defaults for shipments made by this sender.

8.2.1.2 To specify defaults for shipments made by a sender - ShipAlert
1. Click the ShipAlert tab (if not already selected).

4. Sender Preferences *
Shipping  ShipAlert  Pickup

Email netifications can be sent to the sender, the recipient, the broker and two other people. Use the Shipment Notfication option to send an email when a shipment has
been sent. Use the Delivery Motification option to send an email when a shipment has been delivered. Use the Exception MNotffication option to send an emai when a
clearance delay or a delivery exception occurs.

Shipment Exception Delivery Motification
Metification Motification Netification Language
Sender [l [l ] |Eng|ish ~ |
Recipient O O O |Eng|ish ~ |
Broker O O O |E”g"3h v| Email Address
Other 1 | | a [Engish <] |
Other 2 O O 0 [Engish <] | |

Add your own message

[ ok | [ cancel

Figure 88: FedEx ShipAlert Tab in Sender Preferences Screen

2. You can send FedEx ShipAlert shipment notification emails to up to five recipients: the
sender, the recipient, the broker, and two other people. This notification will inform
them when the shipment is sent.

3. You can send FedEx ShipAlert Shipment Notification, Exception Notification and
Delivery Notification emails to up to five recipients: the sender, the recipient, the
broker, and two other people. When the shipment is sent or delivered, or in the case of
a clearance delay or delivery exception, these recipients will receive an email informing
them of the shipment status.

4. Inthe Add Your Own Message field, you can add a message that will be appended to
the shipment notification emails.

Note: To make this option work properly, the sender’s and the recipient’s email address must be
correctly entered in the Sender Information screen and the Recipient Information screen of the
Address Book database.

5. Inthe fields Other 1 and Other 2, you can enter the email addresses of one or two more
people to receive shipment notifications.
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6. Click OK.

8.2.1.3 To specify defaults for shipments made by a sender - Pickup

1. Click the Pickup tab (if not already selected).

2. From the Pickup Type drop-down list, select the Pickup type of your preference.

et Sender Preferences

Shipping  ShipAlert

Pickup Type |Intemational ~

oK | [ Ccancel
Figure 89: Pickup Tab in Sender Preferences Screen
8.2.1.4 To modify a sender’s details
1. Onthe Address Book screen, click Senders.
rs. FedEx Ship Manager Software - u] X
File Edit Ship Transaction Processing Track/History Pickup Databases Reports Setup Message Advanced Setup System Help
FedEx
s Bk ® ausk e
Address Book
Recipiets Senders Brokers Importers Recipient Groups  IPD/IED/IDF Recipients
| |
Recipient 1D Company Name Cortact Name Address City Ciry/Terr
Delete Copy Edit Hew

Figure 90: Senders Tab in Address Book Screen

2. Select the sender from the list.
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3. Click Edit.
. Sender Information X
Details
FedEx Account # Second Phone # ‘ |
Sender [D ‘ | Fax ‘ |
Company Name ‘ | Email ‘ |
Contact Name ‘ | Department ‘ |
CountrysTeritory \selem Courtry/Tenitory v | Bank Account # | |
Address Line 1 ‘ | Trade # ‘ |
Address Line 2 | |
iy | |
Postal Code ‘ | Sender wil be avaiable to ‘NI Users ~
Location 1D I:l
First Phone # ‘ | Digital Signature on FedEx Cl :anssti:ger;h.:lr;;rgzgz
Signature ‘ | | |[ Browse... yet
VAT/Customs ID/EIN# | |
tetom O _Coromvioe ] [EEET
yet
Defaults | oK J[ Cancel

Figure 91: Update Sender Details Screen
4. Modify any of the sender’s details (including defaults, if so required).
5. Click OK to save your changes.

8.2.1.5 To copy a sender’s details

If you are going to add a sender whose details are almost identical to those of a sender who is
already in the database, you can copy the sender’s data and adapt it as necessary. To copy a
sender, proceed as follows:

1. On the Address Book screen, click Senders.

Click the sender whose details you wish to copy and click Copy.

The Sender Information screen is displayed again, but without any Sender ID details.
In the field Sender ID, enter a new sender ID.

Modify any of the required details or accept the remaining details as they are.

o v M W N

Click OK to save the new sender’s details.

8.2.1.6 To delete a sender
1. Onthe Address Book screen, click Senders.
2. Select the sender you wish to delete.

3. Click Delete and click Yes to confirm.

8.2.2 Managing Recipients

By opening the Address Book database and clicking Recipients, the list shows all recipients
already entered into the database. If no recipients are entered, the list will be empty.
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8.2.2.1 To add a recipient

1. On the Address Book screen, click Recipients.

s FedEx Ship Manager Software - m] g
File Edit Ship Track/History Pickup Databases Reports Setup Message Help
FedEx. = | o o | R
2 @ ouce e
Address Book

Recipients Senders Brokers Importers Recipient Groups

| I |
Recipient ID Company Name Contact Name Address City Ctry/Tem
us test test test collierville USA
[ Delete ] [ Copy, ] [ Edit ] [ New
Figure 92: Recipients Tab in Address Book Screen
2. Click New. An empty Recipient Information screen is opened.
x

= Recipient Information

Details

Recipient D [|

Company Name [

Contact Name [

Country/Tertory [Select Country/ Tertory ...

Address Lins 1 [

Address Line 2 [

Third

Address Line 3 [

cry |

Recipient wi

VAT/Customs ID/EIN# |

[ ]
\

Second Phone # |

Fax |

Email |

FedEx Account |

Party Account # [

Bank Accourt # |

Trade # |

il be available to [Al Users

[ Thisis a residertial address

No signature image has
been uploaded yet

Digital Signature |

[CBronse |

Use Logo [] Company Logo

No Loge image
has been uploaded
yet

[ Defouts

] I Verify Address ] [ oK | I

Cancel

Figure 93: Update Recipients Details Screen

3. Enter the recipient information as follows:

e RecipientID: This is a unique combination of letters and digits used to identify a recipient

(for example ACMEDO).

e Company Name, Contact Name, Country/Territory (drop-down list for selection), Address
Line 1, Address Line 2, City, Postal Code, and First Phone #
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e FedEx Account #: Enter the recipient’s FedEx account number.

e Third Party Account #: Enter a third-party’s FedEx account number. This information will
be used when shipment costs or duties and taxes are billed to a third party.

¢ Recipient will be available to: Specify whether the recipient that you are creating will be
available to anyone in your user group, to yourself only or to all users.

e Digital Signature: This field is used to upload a digital signature in the FedEx generated
Commercial Invoice attached with the shipment. The limitation for signature is 240x25
pixels and the images can be in GIF, PNG, JPEG formats.

e Company Logo: This field is used to upload a personalized logo by clicking the upload
button and add a logo from a directory on your system. An error message is displayed if the
uploaded image size exceeds 4MB. Images can be in GIF, PNG, JPEG formats. The logo will
be printed on the FedEx generated Commercial Invoice.

Note: The following fields are optional: Second Phone #, Fax, Email, Bank Account #, Trade # and

VAT/Customs ID/EIN #. The information in these fields is used for invoicing, FedEx ShipAlert and for

custom clearance purposes only. In addition, the Address Line 2 field is used only when a second
address line is required.

4. Click Defaults if you wish to enter defaults for this recipient. See "To specify defaults
for shipments made to a recipient - Shipping" below.

5. If you wish to add these recipient details as is, click OK to add the recipient to the
database.

8.2.2.2 To specify defaults for shipments made to a recipient - Shipping

Clicking Defaults will display the Recipient Preferences screen in which you can specify default
shipping and FedEx ShipAlert values for shipments made to the recipient. These recipient default
settings have priority over the sender defaults discussed earlier in this chapter, and also over the
application-wide default settings discussed in Preferences.

1. On clicking Defaults, the Recipient Preferences screen is displayed.

- Recipient Preferences X
£3hipping | ShioAlet
Broker 1D | =] |
mpotter 1D | =] |
Service ‘Seled Service ... vl Bil Shipmertto  |{Mane) ~
Packaging |Select Packagng -] Account #
Bill Duties and Taxesto  |(None) ~
Account #
Shipmert Reference | |
Department/Notes | |
Document Description
Commodity Description
Commadity Code ‘D‘
Cumency | Select Cumency V|
Print Commercial Invoice? Yes No
Shipmert Type |{None) ~]
Default Language for Retum Shipper Instructions and Notifications | English ~ Additional English Copy
Retum Instructions
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Figure 94: Recipients Preferences Screen

This screen has two tabs, Shipping for shipping defaults and ShipAlert for FedEx ShipAlert
defaults.

2. Click the Shipping tab (if not already selected).

3. You can select or enter the following default values for shipments made to this
recipient:

e BrokerID: The broker’s ID and company name. For information on entering a new broker,
see To Add a Broker.

¢ ImporterID: The importer’s ID and company name. For information on entering a new
importer, see To Add an Importer.

e Service: The default FedEx service used for shipments. See Services for more information
about the available FedEx services.

¢ Packaging: The default packaging type. See Packaging for more information about the
available types of FedEx packaging.

¢ Bill Shipment to: The party that will be billed for the shipment costs.

e Account#: The selected party’s FedEx account number for automatic payment.
e BillDutiesandTaxesto: The party that will be billed for duties and taxes.

e Account#: The selected party’s FedEx account number for automatic payment.

¢ Shipment Reference: One or more keywords, or a small text used as a reference. Because
the shipment references will appear on the invoices you receive from FedEx, making good
use of shipment reference information can aid you in your internal bookkeeping.

o Department/Notes: The name of the department or any other additional information.
e Document Description: The default description for document shipments.
¢ Commodity Description: The default description for commodities.

¢ Commodity Code: The default commodity code and description for shipments that contain
a commodity. For information on entering a new commodity, see To Add a Commodity.

e Currency: The default currency. On selection of the currency code, the name of the
currency is displayed in the adjacent text box.

e Shipment Type: The default shipment type, either Documents only or Non- Document.
¢ Print commercial invoice: Indicates whether you want to include a commercial invoice.

e Default language for return instructions: Select your default language for the return
instructions

e Return Instructions field: A field to enter your instructions for the return shipment.

4. Click OKto save the shipping defaults for shipments made to this recipient.
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8.2.2.3 To specify defaults for shipments made to a recipient - ShipAlert

1.

Click the ShipAlert tab (if not already selected).

r- Recipient Preferences X
Shipping : ShipAler ;
Email notfications can be sent to the sender. the recipiernt, the broker and two other people. Use the Shipment Netfication option to send an email when a shipment has
been sent. Use the Delivery Notification option to send an email when a shipment has been delivered. Use the Exception Notffication option to send an email when a
clearance delay or a delivery exception occurs.
Shipment Exception Delivery Notification
Notification Notffication Notification Language
Sender | O O ‘Eﬂgl\sh v |
Recipient O O ] ‘Engl\sh w |
Broker O O O ‘Engl\sh v | Email Address
Other 1 O O O ‘Enghsh - | | ‘
Other 2 O O O [Enslin | |
Add your own message

Figure 95: FedEx ShipAlert Tab of Recipients Preferences Screen

You can send FedEx ShipAlert Shipment Notification emails to up to five recipients: the
sender, the recipient, the broker, and two other people. This notification will inform
them when the shipment is sent.

You can send FedEx ShipAlert Shipment Notification, Exception Notification and
Delivery Notification emails to up to five recipients: the sender, the recipient, the
broker, and two other people. When the shipment is sent or delivered, or in the case of
a clearance delay or delivery exception, these recipients will receive an email informing
them of the shipment status.

In the Add Your Own Message field, you can add a message that will be appended to
the shipment notification emails.

Note: To make this option work properly, the sender’s and recipient’s email address must be
correctly entered in the Sender Information screen or the Recipient Information screen of the
Address Book database.

5.

6.

In the fields Other 1 and Other 2 you can enter the email addresses of one or two more
people to receive shipment notifications.

Click OK to save the FedEx ShipAlert defaults for shipments made to this recipient.
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8.2.2.4 To modify a recipient’s details

1. On the Address Book screen, click Recipients.

v+ FedEx Ship Manager Software O ped
File Edit Ship Track/History Pickup Datebases Reports Setup Message Help
FedX. [ [ v |[ o | o R e | e |
Address Book
Recipients Senders Brokers Importers Recipient Groups
Recipient D Company Name Cortact Name Address City Ciry/Terr
Delete Copy Edit New

Figure 96: Recipients Tab in Address Book Screen
2. Select the recipient from the list.

3. Click Edit.

Recipicnt Information

tails

Recipient ID | | Second Phone # | |
Company Name | | Fax | |
Contact Name | | Email | |

Country/Temtory [ Select Country, Temtory . ]
Address Line 1 | | FedEx Account | |
Address Line 2 | | Third Party Account & | |

Address Line 3 | |
Giy | | Bank Account # | ]

FrstPhonet | | B | Recipient wil be available to Al Users ~

VAT/Customs ID/EIN 2 | [ Thisis a residential address

No signature image has
been uploaded yet

Digital Signature | [ Browse..._ ]
Use Logo Company L No Logo maga
o o hes been uploaded
yet

[ Defaults ] I Verify Address l [ oK ] I Cancel

Figure 97: Update Recipients Details Screen

4. Modify any of the recipient’s details (including defaults, if so required).

5. Click OKto save your changes.
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8.2.2.5 To copy a recipient’s details

If you are going to add a recipient whose details are almost identical to those of a recipient who is
already in the database, you can copy the recipient’s data and adapt it as necessary. To copy a
recipient (with a new recipient ID), proceed as follows:

1. On the Address Book screen, click Recipients.

2. Click the recipient whose details you wish to copy and click Copy. The Recipient
Information screen is displayed again, but without any Recipient ID details.

3. Inthe field Recipient ID, enter a new recipient ID.
4. Modify any of the required details or accept the remaining details as they are.

5. Click OKto save the new recipient’s details.

8.2.2.6 To delete a recipient
1. Onthe Address Book screen, click Recipients.
2. Select the recipient you wish to delete.

3. Click Delete and click Yes to confirm.

8.2.3 Managing Recipient Groups

When sending identical packages to several recipients, you can use recipient groups so that you
only have to enter the details for one shipment.

By opening the Address Book database and clicking Recipient Groups, the list shows all recipient
groups already entered into the database. If no recipient groups are entered, the list will be
empty.

8.2.3.1 To add a recipient group

1. Onthe Address Book screen, click Recipient Groups.

ws- FedEx Ship Manager Software - @ X

File Edit Ship Track/History Pickup Databases Reports Setup Message Help
Mx

P | Commodities (7) Quigc Help

\Address Book

Recipients Senders Brokers Importers | Recipient Groups

Recipiert ID Company Name Contact Name Address City Chry/Ter

Delete Copy Edit New

Figure 98: Recipients Group Tab in Address Book Screen

2. Click New. An empty Group Information screen is opened.
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- Group Information X
Group Information
Group Description | Label print order | Entry Order v
Recipients in Group

Recipient ID Conttact Name Company Name Address Ctry/Ter

Add to group Remove from group

Recipients

Recipient |0 Contact Name Company Name Address Ctry/Tem

Cancel

Figure 99: Group Information Screen
3. Enter the recipient group information as follows:

e Group Code: Enter a unique combination of letters and digits used to identify a
recipient group (for example ACME100).

e Group Description: Enter a brief description of the new recipient group.

e Group will be available to: Specify whether the recipient that you are creating will
be available to anyone in your user group, to yourself only or to all users.

4. Inthe Recipients area, use the check boxes to select one or more recipients.
5. Click Add To Group.
6. Click OK to save the created recipient group.

8.2.3.2 To modify a recipient group’s details

1. Onthe Address Book - Recipient Groups screen, select a group.
2. Click Edit. The Group Information screen is displayed.

3. Modify your recipient group details.
4.

Click OK to save your changes.

8.2.3.3 To copy arecipient group’s details

If you are going to add a recipient group whose details are almost identical to a recipient group
that is already in the database, you can copy the recipient group’s data and adapt it as necessary.
To copy a recipient group, proceed as follows:

1. Onthe Address Book screen, click Recipient Groups.

2. Click the recipient group whose details you wish to copy and click Copy. The Group
Information screen is displayed again, but without a group code

In the field Group Code, enter a new group code.
4. If sorequired, modify the recipient group’s composition.

Click OK to save the new recipient group’s details.
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8.2.3.4 To delete a recipient group
1. Onthe Address Book screen, click Recipient Groups.
2. Select the recipient group you wish to delete.

3. Click Delete and click Yes to confirm.

8.2.4 Managing Importers and Brokers

Managing your importer and broker details in the database is very similar to managing your
sender, recipient and recipient group information. The Importer Information and Broker
Information screens are almost identical to those for the recipient details.

8.2.4.1 To Add an Importer
1. Onthe Address Book screen, click Importers.

2. Click New.

=+ |mporter Information X

Details

S —

Emai | |

importer 1D |

Compary Name |

Contact Name |

Country/Tentory [Select Country/ Tentory & Third Party Account # |

Address Line 1 |

Adidress Line 2 |

Cry |

==

Figure 100: Importer Information Screen

3. Inthe ImporterID field, enter a unique combination of letters and digits to identify the
importer.

4. Complete the remainder of the details in the same way as when you add a recipient
(see To add a recipient).

5. Click OK to save the details of the new importer.

8.2.4.2 To Edit, Copy or Delete an Importer

The procedures for editing, copying or deleting importers are identical to those for recipients. See
To modify a recipient’s details, To copy a recipient’s details and To delete a recipient.

8.2.4.3 To Add a Broker
1. On the Address Book screen, click Brokers.

2. Click New.
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r== Broker Information *
Details
Broker 1 | \ Soondfhonet| ]
Compan e | \ )
Contact Name | | Email | |
Country/Temitory ‘Se\em Country/Temitory ~ ‘
Address Line 1 ‘ ‘ FedEx Account # l:l
Address Line 2 ‘ ‘
City ‘ ‘ Bank Account # | |
Fostal Code l:l Trade # | |
First Phone 2 l:l Eroker wil be available to
OK ] [ Cancel

Figure 101: Broker Information Screen

3. Inthe Broker ID field, enter a unique combination of letters and digits to identify the
broker.

4. Complete the remainder of the details in the same way as when you add a recipient
(see To add a recipient).

5. Click OK to save the details of the new broker.

8.2.4.4 To Edit, Copy or Delete a Broker

The procedures for editing, copying or deleting importers are identical to those for recipients. See
To modify a recipient’s details, To copy a recipient’s details and To delete a recipient.

FedEx Ship Manager® Software Installation and User Guide, 2025 93



Databases

8.3 Commodities Database

8.3.1 Managing commodities
8.3.1.1 To Add a Commodity

On the Commodities Overview screen, click New. The Commodity Details screen is
displayed.

= Commedity Entry *
Details
Commodity Code || |
Short Description | |
Description
Destination Courtry/temtory |53\ecl Country/ Temitory .. “ |
Hamorized Code ‘ ‘ E
Unit of Measure ‘I'None} ~ ‘
Unit Value ‘I} ‘
Export License Date
Unit Weight ‘I} | |Kilngrams v‘ —
Catalogue Part Number ‘ ‘ Import License # | ‘
Origin of Manufacture ‘Seled Courntry/Tenitory ... v‘ Import License Date [3
Bip. Cergo Cortol & | \ Commody wil be avaablsto
[ ok [ el ]

Figure 102: Commodity Details Screen
Enter the commodity information as follows:

Commodity Code: Enter a unique combination of minimum 3 characters (letters and digits)
used to identify the commodity.

Short Description and Description: Enter a short (optional) and a longer description,
respectively.

Destination Country/territory: Select the destination country/territory from the
dropdown list.

Note: The Destination Country/territory field is populated if the commodity in the
shipment content section has destination country/territory.

Harmonized Code: Optionally, enter the official 6- to 10-digit harmonized code in the
following format: ####.## . #i##.

Unit of Measure: Select the correct unit of measure for the commodity.

Unit Value and Unit Weight: Enter the appropriate details here. Do not forget to verify or
select the correct weight measurement.

Catalogue Part Number: Optionally, enter a part number.

Origin of Manufacture: Select the country/territory where the commodity is
manufactured.

Export License #, Export License Date, Import License #, and Import License Date: Enter the
appropriate license numbers and license dates.
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e Commodity will be available to: Specify whether the commodity will be available to
anyone in your user group, to yourself only or to all users.

e Exp.Cargo Control #: Enter the cargo control number.

3. Click OK to save the commodity details.

Note For U.K domestic group shipments, an error message is displayed if the group consists both
regulated and non-regulated shipments.

8.3.1.2 Searching Harmonized Code

The Search Harmonized Code button enables you to search for a precise harmonized code for
the commodity being shipped. Once you click the button the Search Harmonized Code window
is displayed.

Search

FedEx Ship Manager Software

Hamonized code search is in progress

0K Cancel

Figure 103: Search Harmonized Code screen

Enter the description of the commodity in the Description field and select the destination from
the Destination Country/Territory dropdown. Click the Search button to search the
Harmonized code.

Note: When the application is unable to connect with web services to fetch the harmonized code, the

following error message is displayed “The Harmonized Code lookup is not available at this time. Please try
again later.”

Harmonized Code Search for Group Shipments
For Group Shipments, if a Harmonized Code Search is initiated with:
e Blank Destination/Country field, then, a standard six-digit code search (H6) is initiated.
e Same destination country for all the shipments in the group, then the commodity
Harmonized Code is displayed along with the destination code.

For multiple commodity shipments,

e The Harmonized Code Search button is disabled if no commodities are selected.
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e If same commodity is added multiple times in a shipment content and Harmonized
Code Search was done for one instance of the commodity and a description and HS
Code was selected, then, the same description and HS code is automatically copied to
all other instances of the same commodity.

8.3.1.3 To Copy or Delete a Commodity

The procedure for copying or deleting a commodity is almost identical to those for recipients (see
To copy a recipient’s details and To delete a recipient).

8.4Importing and Exporting Databases

8.4.1 Import / Export Templates

FedEx Ship Manager Software enables you to import or export
sender/recipient/commodities/importers/brokers address information.
8.4.1.1 To access the Import / Export templatessection

The Import / Export templates screen can be accessed by selecting Import / Export templates
from the File menu.

= |mport / Export templates X

Template

Select Template: | EEENEwAE -
Type

Import behavior
Skip
Overwrite

Delete

File Name: I Browse

Status Report

Records Exported =
Records Added =
Reconds Updated =
Records Skipped =
Reconds Deleted =

Records Unsuccessful = 0

oo o oo

[ View I | Edit I I New I | Delete l l Execute I | Close

Figure 104: Import / Export Templates Screen
8.4.1.2 Importing/Exporting templates

The Import / Export templates screen enables you to manage all the templates you need to
Import / Export your addresses.

Templates can be imported, exported, created, or modified to easily manage your address
database.

1. Inthe Select Template drop-down list, select template from the list. The Type field will
be filled in automatically based on the selected template.
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Template

Select Template: | EEENEaE T

Select template

Tye: [FedEx Recipient Export Recipient export template

FSM Software — Export Recipient Template for Recipient
FSM Softwars - Export Commodity Template for Commadity
FSM Softwars - Export Sender Template for Sender

FSM Scftware - Export Broker Template for Broker

FSM Software - Export Importer Template for Importer

FSM Softwars — Import Recipient Template for Recipient
FSM Software - Import Commodity Template for Commodity

Browse

Figure 105: Readymade Template

2. Inthe Import behavior section, select any of the below import behavior, as required:

e Skip to skip duplicate records.

e Overwrite to overwrite duplicate records

e Delete to delete duplicate records.

In the File Name field, select or enter the name of the template which you want to import or

export.

Type:

Import behavior
@ Skip

Owenwrite

Delete

Figure 106: Type Field

3. Click one of the six below buttons at the bottom of the screen.

e View to see the available information of your template in the View/Edit template

screen.

e Editto modify the selected template in the View/Edit template screen.

e New to create a new template in the View/Edit template screen. The View/Edit
Template screen enables you to:

(0]

Enter template information such as Template ID, Description, Template type (Import

or Export) and enables you to select one of the following database tables:

Broker
Commodity
Importer
Recipient

Sender
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s View/Edit Template *
Entertemplate infomation
Template ID: |FSM Software - Impart Eroker Format
Description: @) Delimited Field separator l:|
Type: [impoi O Fied Record delimiter
Database Table: | Broker Date fomat g Comage tum
File Name:
Fields
Database fields Template fields
Deescription Data Type Max Length Add s Description Start Length ~
FedEx Account # | Sting &) FedEx Accourt # | 0 (1]
Address Line 1 String 35 Address Line 1 0 o
Address Line 2 Sting 35 Address Line 2 0 0
Bank Accourt # | Sting 20 Bank Accournt # |0 0
City String 35 City 0 (]
Country/Teritory .. | Sting 2 Country/Temitory ... |0 o
Broker ID String 20 Broker 1D 0 o
Company Name String 35 Company Name 0 o
Contact Name String 35 Cortact Name 0 o
Email String 60 Email 0 o
First Phone # String 15 First Phone # 0 o
Fax String 15 Fax 0 o
Group Nr Numeric 2 Group Nr 0 o
T/Customs 10| Seng 18 T/Cugtoms 100 i hd

Figure 107: View/Edit Template Screen

o Select the database fields which will be available in the new template. For each of the
selected database fields, a start position, and a field length have to be entered in case

fixed format is selected.

o Select the format (Delimited or Fixed), and Date format (mandatory in case you want
to Import / Export commodities) of your choice. In case you select Delimited as
format, you will need to enter a Field separator.

o Click Ok to save your new template.

4. Delete to delete the selectedtemplate.

5. Execute to import or export the selectedtemplate.

6. Close to exit the View/Edit template screen without saving any changes.
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9 Reports
9.1 About Reporting

FedEx Ship Manager Software provides a set of default reports. If you prefer to create and run
your own detailed reports, you can do so in the Advanced Reports section.

9.2Standard Reports

9.2.1 To access the Standard Reports

The Reports feature can be accessed by clicking the Reports tab on the main screen or by
selecting Standard Reports from the Reports menu. The Standard Reports screen will appear.

4 FedEx Ship Manager Software = m} X

File Edit Ship Track/History Pickup Dstabases Reports Setup Message Help

Fed <
(7) Cuwick Helo

Reporks

Standard Reports  Advanced Reports

Report Title
Commodity overview
Courier report
Proof of delivery
Detailed rate overview
Shipment overview
Shipment history overview

Wisa manifest report

Oiptions ] [ Run Report

Figure 108: Reports Screen

9.2.2 Working with Standard Reports

On the Standard Reports screen, you can find the seven pre-defined report templates, which you
can use forimmediate report generation and printing. Reports can be printed, sent to fax,
displayed on screen, or saved as a text file. Some reports can also be exported in a delimited file
format for processing in another application.

You define your reporting task by clicking one of the two buttons at the bottom of the screen:

e Click Options to change some of the settings of the selected report.

e Click Run Reportto generate and print the selected report type.
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9.3 Advanced Reports

In case you want to create more advanced reports about your shipments, you can create your own
customized reports in the Advanced Reports section.

9.3.1 To access Advanced Reports

The Advanced Reports section can be accessed by clicking the Reports tab on the main screen
and clicking the lower-level Advanced Reports tab or by selecting Advanced Reports from the
Reports menu. The Advanced Reports screen will appear.
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Figure 109: Advanced Reports Screen

9.3.2 Working with Advanced Reports

On the Advanced Reports screen, you can create your own reports and you can find a list of
Customized Reports that were previously created and which you can use for report generation
and printing. Advanced Reports can be printed, displayed on screen, or saved in text, pdf, Excel or
PNG format. Some reports can also be exported in a delimited file format for processing in
another application.

If customized reports are created in advance, you can select one of the Advanced Reports from
the Advanced Reports screen.

Options Functionality in Advanced Report Screen:

Click Options to view the available options for your Advanced Report. The Advanced Reports
Options screen enables you to:

e Select a date range (shipment history) for your advanced report.
e Edit the header and/or the footer of your report.
e Display the subtotals and grand totals as multiple lines.

e Select an output format for your advanced report. Available options are: Printer, Screen,
PDF file, CSV file, Excel file, PNG image, Other (to specify an output format of your choice)
and Fixed length.
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Figure 110: Advanced Reports Options
Define your reporting task by clicking one of the five buttons at the bottom of the screen.
e Configure Report Filter to go to the Advanced Reports Data Criteria Popup screen

e Preview Report to save the modifications on the Advanced Report Options screen and to
preview the advanced report on screen.

¢ Run Report to save all modifications and to run the report

e Save to save all modifications on the Advanced Report Options screen without running the
report.

e Cancelto close the Advanced Report Options screen without saving any changes.

Run Report Functionality in Advanced Report Screen:
1. Click Run Report to run the selected advancedreport.
2. Add Functionality in Advanced Report Screen:

3. Click Add to open the Advanced Reports Layout screen to create a new Report.
The Advanced Reports Layout screen enables you to:

e Enter a name for the new Advanced Report you are about to create.
e Choose a pre-defined report template from the Report based on drop-down list.

e Select the fields and data that will be shown in your Advanced Report and enables you
to change the order in which they appear in the report.

e Select a number of options for your Advanced Report on the Advanced Reports
Options screen.
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Figure 111: Advanced Reports Layout Screen

Modify Functionality in Advanced Report Screen:
Click Modify to change the settings of the selected Advanced Report.

Delete Functionality in Advanced Report Screen

Click Delete to delete the selected Advanced Report.
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10 Delivery Signature Options

You can find more details of FedEx Delivery Signature options on fedex.com.

Delivery Signature Option ‘ Description
No Signature Required (NSR) FedEx will not require a signature upon delivery. NSR
is available for shipments with Customs Value < 100

Indirect Signature Required (ISR) FedEx will obtain a signature in one of these ways: 1)

from someone at the delivery address; or 2) from a
neighbor, building manager or other person at a
neighboring address.

Direct Signature Required (DSR) FedEx will obtain a signature from someone at the

delivery address or reattempt delivery the following
business day if no one is at the address.

Adult Signature Required (ASR) FedEx will obtain a signature from any person of legal

adult age* at the delivery address.

The following destination countries will be enabled at FedEx Delivery option release time. Please
note however that those may be subject to change in time.

EUROPE

Destination Country/Territory

Austria, Belgium, Czech Republic, Denmark, France, Germany, Great Britain,
Ireland, Italy, Liechtenstein, Luxembourg, Monaco, Netherlands, Poland, San
Marino Switzerland, Vatican City

MEISA

United Arab Emirates, Bahrain, India, Kuwait

APAC

Australia, SAR China, Japan, South Korea, Malaysia, New Zealand, Philippines,
Singapore, Taiwan China, Thailand.

LAC

Argentina, Aruba, Bahamas, Barbados, Bermuda, Brazil, British Virgin Island,
Cayman Island, Chile, Costa Rica, Dominican Republic, Grenada, Guadeloupe,
Guatemala, Jamaica, Martinique, Panama, Puerto Rico, St Croix, St. Barthelme, St.
Kitts & Nevis, St. Lucia, St. Thomas, St. Vincent, Trinidad & Tobago, Turks & Caicos,
Uruguay, Venezuela.

NA

Canada, United States of America.
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11 More Information
11.1 General

FedEx Ship Manager Software includes a Help system. The menu bar has the usual Help menu; this
option is on the right of the menu bar. This Help option is also available through the Quick Help
button on the right just below the tabs. The Quick Help system has the following components:

e Glossary
e Links

¢ Info

11.2 Glossary

The Glossary contains an alphabetical list of terms used in the software.
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Certificate of Origin W
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Figure 112: Glossary Screen

If you click one of the terms, you get more information in a pop-up screen about this particular
item.
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Figure 113: Glossary Term Screen

11.3 Links

The links of this area are the options through which you can access extra online services and
information resources. These options are:

e Accessfedex.com: This provides access to the main FedEx website.

e Contact Us: This option brings you to the Customer Service and contact page on the FedEx
website.

e Order Supplies: This is a link to the FedEx online service for ordering consumables like
FedEx packaging items, pouches, labels, toner cartridges, and ribbons.

¢ Shipping Document Assistance: This is a link to the FedEx web pages with information
about international shipping documents as well as other aspects of international shipping.

o fedex.com ETD Post Shipment: This is a link to the FedEx.com Login page for ETD Post
Shipment.

e FedEx China Online Declaration Tool: This is a link to declare China export shipment.
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11.4 Information

e About FedEx Ship Manager Software

This provides information about the application.

rtx Ahout FedEx Ship Manager Software
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User Mame

User Group
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FedEx Account #
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su
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Super Users

License Agreement

Figure 114: About FedEx Ship Manager Software Screen

In addition to information about the software, this screen enables you to re-read the license

agreement.
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12 FedEx Services and Packaging
12.1 Services
To know about services, refer to fedex.com.

12.2 Packaging

12.2.1 FedEx’Envelope

A special packaging that FedEx offers free of charge. Maximum shipment weight is 0.5 kilogram
when using a FedEx Envelope.

12.2.2 FedEx’Pak

A special packaging that FedEx offers free of charge. Maximum weight is 2.5kg. A FedEx Pak rate
applies up to 2.5kg if the FedEx Pak is used. This Pak is designed for larger documents or other
compact items. Otherwise, this service is identical to FedEx International Priority. Choose this
option if you use the FedEx Pak packaging for the FedEx International Priority service.
Dimensions: Height 30.4 cm, width 39.3 cm.

12.2.3 FedEXx’ Tube

Self-sealing tube that is ideal for drawings, blueprints, charts, photographs, fabric samples and
any other items that should be rolled. Internal dimensions: Height 96.5 cm, width 15.2 cm, depth
15.2 cm. Maximum weight is 9kg and the minimum charged weight is 4kg.

Note FedEx packaging can be obtained from FedEx Customer Service or from your FedEx courier.

12.2.4 Your packaging

If necessary, you can use your own packaging.

12.2.5 FedEx 10 kg Box

Convenient, tough, waterproof FedEx packaging that provides fast, reliable, door-to-door,
customs-cleared express delivery service for shipments to over 210 countries worldwide. A fixed
rate applies up to 10 kilograms with an additional charge for every kilogram above this maximum.
Dimensions: Height 41 cm, width 33 cm, depth 25 cm.

12.2.6 FedEx 25 kgBox

Convenient, tough, waterproof FedEx packaging that provides fast, reliable, door-to-door,
customs-cleared express delivery service for shipments to over 210 countries worldwide. A fixed
rate applies up to 25 kilograms with an additional charge for every kilogram above this maximum.
Dimensions: Height 51 cm, width 43 cm, depth 33 cm.

Note: For UK Domestic Shipping Only.
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13 Glossary

The following glossary contains the most frequently used FedEx Ship Manager Software FedEx
Ground and FedEx Express’ Freight terms. Every glossary entry is fully explained, and mentions
(enclosed in parentheses) whether it concerns a FedEx Ship Manager Software, FedEx Ground, or
FedEx Express Freight term.

Booking Confirmation Number

A booking confirmation number will be assigned for all shipments that have been reserved space
on a plane. This number is proof that a "reservation" has been made for the shipment in the FedEx
Key Information Air Cargo System (KIAC System).

Carriage Value

See Declared Value for Carriage.

CIP (Carriage Insurance Paid)/CIF (Cost Insurance and Freight)

Carriage Insurance Paid to a named overseas port of disembarkation (i.e. import). Under this
term, the seller quotes a price for the goods, including insurance, plus all transportation, and
miscellaneous charges to the point of disembarkation from the vessel.

CcoD
See Collect On Delivery.

Collect On Delivery

Special Service in which FedEx will collect the payment type specified by the shipper from the
recipient at the time of delivery. The collected amount is then forwarded to the shipper. This
service is not available in all locations.

Please check with Customer Services.

Commercial Invoice

The Commercial Invoice is the official transaction record between an exporter and an importer.
Along with the FedEx Ship Manager shipping document, it is the paperwork that customs officials
rely on to clear shipments across international borders. Generally, the invoice is required for
international shipments of dutiable commodities, but each invoice varies by country, as well as the
shipment's size, weight, quantity and value.

Country of Manufacture

The country where the commodity was originally manufactured or produced.

Courtesy Rate Quote

By using the Courtesy Rate Quote feature, you can find out how much it will cost to ship your
package before you send it. Your quote is based on rates associated with your FedEx account
number and will include any applicable discounts. Keep in mind that the rate you receive may be
different than the actual charges for your shipment. Differences may occur based on actual
weight, dimensions and other factors. Consult the applicable FedEx Service Guide for details on
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how shipping charges are calculated.

CPT (Carriage Paid To)/C&F (Cost & Freight)

Carriage Paid To is the named overseas port of disembarkation (i.e. import). Under this term, the
seller quotes a price for the goods that includes the cost of transportation to the named point of
import. The cost of insurance is left to the buyer's account.

Currency

The currency type (examples: US Dollar, Euro) used when declaring the value of the shipment,
whether for carriage or Customs purposes.

Customs ID/EIN

For the United States, the EIN is your Employer Identification Number if you are a corporation,
partnership, or sole proprietor, or your Social Security Number if you are shipping as an individual.
EIN may also be referred to as an IRS number, an Employer Federal Identification Number or a
payroll tax number. For all other countries, this refers to your Tax Identification Number, as
appropriate for your local Customs, regulatory agencies, and business.

Customs Value

See Declared Value for Customs.

DAP (Delivered At Place)

Delivered at Place means that the seller delivers when the goods are placed at the disposal of the
buyer on the arriving means of transport ready for unloading at the named place of destination.
This is exactly what the old Incoterm DDU stipulated.

DAT (Delivered At Terminal)

Delivered at Terminal means that the seller delivers when the goods, once unloaded from the
arriving means of transport, are placed at the disposal of the buyer at a named terminal.
Dangerous Goods

All types can be shipped with FedEx Ship Manager Software. These goods require special
packaging and export paperwork. Please check with Customer Services for details.

DDP (Delivered Duty Paid)

Under this term, the seller fulfills his obligation to deliver when the goods have been made
available at the named place in the country of importation. The seller has to bear the risks and
cost, including duties, taxes, and other charges of delivering the goods.

Declared Value

See Declared Value for Carriage.

Declared Value for Carriage

The Declared Value for Carriage of any shipment represents FedEx maximum liability in
connection with that shipment, including, but not limited to, any loss, damage, delay, misdelivery,
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non-delivery, misinformation, any failure to provide information, or misdelivery of information
relating to the shipment. Exposure to and risk of loss in excess of the declared value is assumed by
the shipper. The Warsaw Convention limits FedEx liability for loss of or damage to your
international shipment unless you declare and pay the required fees. The interpretation of the
Warsaw Convention's liability limits may vary depending on the destination country. If the Warsaw
Convention, as amended by Montreal Protocol No. 4 applies to your shipment, FedEx liability is
limited to 17 Special Drawing Rights (SDRs) per kilo, unless you declare a higher value. Otherwise
and in instances where the Warsaw Convention, as amended, does not apply, FedEx liability is
limited, as set forth in the Service Guide, to US $9.07 per pound ($20.38 per kilo) unless you
declare a higher value.

Declared Value for Customs

The Declared Value for Customs is the selling price or replacement cost of an international
shipment's contents. This value should be the same on the FedEx Ship Manager Software shipping
document and the Commercial Invoice if one is required. The Declared Value for Carriage must
not exceed the Total Declared Value for Customs amount. Consult the applicable tariff, the
applicable FedEx Service Guide, or applicable Standard Conditions for details and restrictions.

Delete Printed Shipment

Indicates that the user does not intend to send the shipment. If a Shipping Label has been printed,
you must delete it from the Shipments in progress screen. If you decide to cancel a shipment, it
must be done prior to tendering the package to FedEx. If the shipment has already been accepted
by FedEXx, you will need to notify your local FedEx Office to arrange to have the shipment
cancelled and arrange the disposition of the shipment.

Description

Complete and detailed descriptions of the shipment contents, including but not limited to, the
name by which each item is known. The description appears on the FedEx Ship Manager Software
shipping documents, including the Commercial Invoice.

Dim Weight

Dimensional Weight is a calculation of the shipment's weight based on its volumetric standard
instead of its actual weight. Dimensional Weight is calculated by multiplying the length by width
by height of each package in inches or centimeters and dividing by a Dimensional Weight Divisor.
The Dimensional Weight Divisor varies by service offering and unit of measure (inches or
centimeters). For example, for US domestic shipments measured in inches, the divisor is 194 but
for US export shipments measured in inches the divisor is 166. Contact your local FedEx Customer
Service for more details.

EEI (Electronic Export Information)

An EEI (Electronic Export Information) is used for compiling the official U.S. export statistics by
the U.S. Bureau of the Census and for export control purposes. It is required for certain export
shipments from the U.S., Puerto Rico or the U.S. Virgin Islands. FedEx is an electronic filer with the
U.S. Bureau of the Census and will file the SED on your behalf if you so choose, when applicable.

ETD (FedEx Electronic Trade Documents)

FedEx Electronic Trade Documents enables you to submit your customs documentation
electronically, so you no longer need to print multiple copies, all of your international trade
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documents are processed electronically. With this shipping solution, you’ll gain operational
efficiencies, save time and money, and enjoy greater peace of mind.

Export License Number

The number of the government document authorizing exports of specific goods from a particular
origin country in specific quantities to a particular destination.

EXW (Ex Works)

Under this term, the price quoted applies only at the point of origin and the seller agrees to place
the goods at the disposal of the buyer at a specific place on the date or within the period fixed. All
other charges are for the account of the buyer.

FCA/FOB (Free Carrier/Free on Board)

Free Carrier at a named port of export. The seller quotes the buyer a price that covers all costs up
to and including delivery of goods aboard an overseas vessel (e.g. airplane).

FedEx ShipAlert®

FedEx ShipAlert enables your recipients know that their FedEx Express shipment is on its way. You
can also be notified that your shipment has reached its destination or be informed in case of a
clearance delay or a delivery exception. Email notification can be sent to you, your recipient, your
broker and three other people.

Free Circulation (European Union)

Free Circulation goods are defined as goods imported from a non-European Union country which
has complied with all import formalities and all import charges have been paid.
For more information, refer to fedex.com.

Future Day Shipping

With Future Day Shipping, you can request a shipment up to 10 days in advance. You may only
schedule a pickup on the actual day of the shipment. For FedEx Express’ US-origin shipments,
pickup is available for the current day and the next day only. Pickup for Future-Day shipments
beyond next day is not available online through FedEx Ship Manager Software. To schedule a
pickup, you must call 1.800.GoFedEx 1.800.463.3339 on the day your shipment is to be picked up.
To schedule a FedEx Express Freight pickup, call 1.800.332.0807.

Harmonized Code

Harmonized Code is a universal classification system that is used to provide duty rates for virtually
every item that exists. Every item that is exported is assigned a unique 10-digit identification
code. Every 10-digit item is part of a series of progressively broader product categories. For
example, the harmonized system number for concentrated frozen apple juice is: 2009.70.0010.
For US exports, the required 10 digit code can be either a Harmonized Code number or the
Schedule B Commodity Number (for which the format is ####.## ####). The U.S. government
states that this data is mandatory for all US export shipments requiring an SED (Shipper's Export
Declaration (SED).

Hold at Location

When a recipient wishes to pick up a FedEx Express package at a designated FedEx location
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rather than having it delivered, the sender must complete the Hold at Location section with the
address of the FedEx location where the package is to be held. Hold at Location is not available at
every FedEx location; contact your local FedEx Office for details. Available for FedEx Express and
FedEx Express Freight shipments only.

Saturday Delivery Service

Saturday Delivery Service is offered to selected locations worldwide. Please contact your local
FedEx office for more information. For some services, a special handling fee may be charged.
Available for FedEx Express shipments only.

Saturday Pickup Service

Saturday Pickup Service is offered in selected locations worldwide. Saturday drop off is also
available at many FedEx locations. Please contact your local FedEx Office for more information.
For some services, a special handling fee may be charged. Available for FedEx Express shipments
only. (Not available for FedEx Express Freight.)

Schedule Pickup

Indicates that you do not have regularly scheduled pickups and need to request a FedEx driver be
dispatched to your location. You can schedule a pickup online via FedEx Ship Manager Software
from the US, Canada, Puerto Rico, and select countries in Europe, Latin America, and Asia. If you
are shipping from a location that does not have online pickup, please contact your local customer
service representative to schedule a pickup. (FedEx Ground does not offer same day pickups.) For
Customer Service information, see FedEx Contact Information.

SED AES Exemption Legend

This is the specific format of an SED exemption legend for AES filers. The SED exemption legend
gives the status of the SED.

FedEx ShipAlert

FedEx ShipAlert enables your recipients know that their FedEx Express shipment is on its way. You
can also be notified that your shipment has reached its destination or in case of a clearance delay
or a delivery exception. Email notification can be sent to you, your recipient, your broker and two
other people.

Ship Date

Ship Date represents the actual date that a shipment is tendered to FedEx by the customer. A
shipment may be picked up by FedEx or dropped off at a FedEx location. With Future Day
Shipping, you can request a ship date up to 10 days in advance (five days for freight shipping).
With Future Day Shipping, you can request a shipping date up to 10 days in advance. You may
only schedule a courier on the actual day of the shipment. For FedEx Express U.S. origin
shipments, courier pickup is available for the current day and the next day only. Courier pickup for
Future Day Shipping beyond the next day is not available. To schedule a courier, you must call
your local FedEx customer service on the day your shipment is to be picked up. For FedEx Express
shipments originating outside the U.S., courier pickup can always be booked for the same day and
next day. To schedule a courier, you must contact Customer Service on the day your shipment is
to be picked up.
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Shipment Reference

As a convenience to help with your internal record-keeping, space is provided to record any
internal billing numbers or codes you wish to assign the shipment. This reference information will
be printed on your invoice.

Tracking/History

Shipping History enables you to review your FedEx Ship Manager Software shipment activity for
the previous 40 days. You may sort your history in a number of ways: by Ship Date, Recipient,
Tracking Number (see tracking number), or Destination. You may also track the status of a
package, view and print your shipment details, and view a Proof of Delivery (POD).

Signature Required for Express

A signature is required at the time of delivery. Packages will not be driver released or indirectly
delivered. A signed delivery notice by the recipient is not considered an acceptable signature. A
fee does not apply.

Terms of Sale

The point at which sellers have fulfilled their obligations so the goods in a legal sense could be said
to have been delivered to the buyer. They are shorthand expressions that set out the rights and
obligations of each party when it comes to transporting the goods. Following are the different
types of Terms of Sale:

Third Party Consignee (TPC)

Third Party Consignee (TPC) is a service offered to shippers who do not want their recipients to
know the commercial value of the shipment. This service enables deliveries of shipments to the
end recipients at destinations without a commercial invoice attached.

Tracking number

The number assigned to a shipment by FedEx.

Unit of Measure

The unit of measure used to describe one unit of the commodity item. Examples are "piece", "box",
"each", "dozen", "pair", etc. (such as "1 pair of shoes").

Unit Quantity

The number of units (of measure) per commodity item described in the shipment.

Unit Value

Value for a single unit of the commodity.

Unit Weight

Weight per unit of measure
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