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Legal and Copyrights

Confidential and Proprietary

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

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

Payment

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

Inaccurate Invoices

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

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



Welcomel!

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

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

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

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

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




Support

Support Type  Access Prompt Support topics Hours
FedEx Technical |1.877.339.2774 | FedEx Ship Manager® « fedex.com Monday to Friday
Support « FedEx Ship Manager® CT7a.m.-9p.m.
« More options Saturday
CT7a.m.-3p.m.
FedEx Customer |1.800.463.3339 |In a few words, please » Schedule a pick-up 24 hours a day,
Service say what you are calling [ |need shippingrates 7 days a week
about. « Track a package
« Find a FedEx location
« More options
FedEx 1.800.463.3339 | Say Dangerous « Regulatory assistance with IATA | Monday to Friday
Dangerous Goods Goods or type 81 on regulations for air and 49CFR for |CT 7 a.m.-8.30 p.m.
phone keypad. ground hazmat. Saturday
e International and DomesticDG |CT 10a.m.-2 p.m.

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

FedEx Ship Manager® installation is free.

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

FedEx Service Guide
FedEx Service Guide provides more details about FedEx

services, packaging, and other information. You can view or
download the U.S. guide, go to fedex.com/us/service-guide.



https://www.fedex.com/en-us/service-guide.html

Before you begin

Installing FedEx Ship Manager® 4000

You must be running FedEx Ship Manager® (FSM) 32XX or
higher to upgrade to 4000.

Before starting the installation of FedEx Ship Manager®:

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

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

+ Close all other open files and programs.

Minimum system recommendations
+ Intel®i5

« 8GBRAM

+ 10 GBdisk space

« Desktop versions:

Windows® 10 (minimum)
Windows® 10 Pro
Windows® 10 Enterprise
Windows® 11

° Windows® 11 Enterprise
+  Windows® Server 2016 and 2025

+ FedEx Ship Manager® is compatible with 64-bit operating
system.

O O O ©°

« Microsoft .NET Framework 4.8 or later is a prerequisite for
software installation.

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

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

« Minimum screen resolution is 1024 x 768 pixels.

Note: A screen resolution of 100% is recommended.

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

Note: FSM 4000 uses Java 21. FSM includes a Java binary for its own
use and does not install Java as a standard Windows application. You
can’'t upgrade, patch, or replace the FSM Java runtime separately.
FedEx delivers all Java updates through FSM software releases.

Help links

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

FedEx Bulletin Board

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

FedEx website

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



https://www.fedex.com/en-us/shipping/ship-manager/software.html

Infrastructure requirements

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

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

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

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

use the following DNS names to allow FSM to

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

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

ws-las-vip1.dmz.fedex.com

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

Gateway — Web Services site VIP address information

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

the internet based on dynamic DNS entries,

gateway-atl-vip2.dmz.fedex.com

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

gateway-las-vip2.dmz.fedex.com

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

gateway-las-vip3.dmz.fedex.com

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


https://sdx.prod.fedex.com/

Benefits that fit your daily needs

s - L'y | T
Ship within U.S. and Canada Ship within U.S. and Canada Print Reports
Ship Internationally Ship Internationally Customize Reports
Meet International Requirements Track Bill Customers
Send Multiple Items in One Shipment Check Addresses Print Shipment Receipts
Store and Reuse Shipping Data Send Email Notifications Courtesy Rate Quotes
Reprint Labels Manage Returns
FedEx Global Returns Email Return Labels Access to Shipping History

Customized Shipping Lists

View Transit Times
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Ship

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

Recipient information

Sender information

Package and shipment details

Billing details

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

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

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

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

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

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

Expert

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

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

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

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

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

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

Page 9



Recipient information

Start your shipment in the Recipient information section
on the Shipment details screen.

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

The following fields and options display in the Recipient
information section:

« Ship to group

e Include a Return Label

« Hold
« RecipientID
« Country

« Contact name | Company name

» Address 1| Address 2 | Address 3
« Postal code

« State/Province

- City

+ Telephone | Ext

« Tax 1D/ EIN (International only)

« Location#

« Thisis aresidential address

« Savein/update my address book
« Auto Track

.
Essentials Advanced Expert
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Ship to group

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

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

Include a Return Label

Enable the checkbox to create the return shipment with
outbound.

Hold

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

Recipient ID

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

or customer number, assigned to a recipient, and saved

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

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

To use a Recipient ID

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

2. To search for an existing recipient, click ‘#.
3. Refer to the Address Book Search instructions.

Expert

To create a new recipient,

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

Refer to Add a Recipient when Shipping.

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

Recipient inflormalion

W Shay lo weou | ok Bestuin Hald
roup [0 -
Descrption
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Country

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

Contact name | Company name

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

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

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

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

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

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

Expert

Reciplent information
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Postal code requirement for postal aware countries

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

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

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

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

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

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

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

Expert

Auto-populate City and State/Province

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

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

State/Province

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

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

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

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

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

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

« Forallinternational destinations, a telephone number
is required.

Page 13



Tax ID/EIN (International only)

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

Tax ID requirements for Brazil

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

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

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

Location #

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

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

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

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

Advanced Expert

This is a residential address

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

Save in/update my address book

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

Address Book.

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

Page 14



Postal code formats

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

N = Numeric characters
A = Alphabetic characters

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

Colombia address.

Non-postal aware countries

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

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

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

+ Brokers view/edit

« Returns

« IPD/IDF/IED IOR view/edit

+ Sender Entry

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

Code
AU

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

Country
Australia
Austria

Belgium

Brazil

Canada

China

Colombia
Denmark
Finland

France
Germany
Greece
Indonesia

India

Italy

Japan
Luxembourg
Malaysia

Mexico
Netherlands
Norway
Philippines
Puerto Rico
Portugal

Russia
Singapore
South Africa
South Korea
Spain

Sweden
Switzerland
Thailand

Turkey

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

# Characters

NoocouwuuubhuuouuhbhoouubrhbhbbououbhNouoououuuuuhshooooohbhDb

Expert

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

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

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

1. Click Ship | Shipment details tab.

2. Select Auto-Track checkbox. Shipments will then be

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

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

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

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

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

« Change sender

e« Change return address

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

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

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

Essentials Advanced Expert
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Advanced Expert

Current sender

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

If the sender has a shipping profile, the profile preferences oo L M T . g |
are applied. Refer to Customize for information on setting - i = =g :
preferences and creating shipping profiles. L — — T S S

To assign the Current sender:

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

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

3. Click OK. = = ————

To assign the default for Return address:

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

Change sender

If the current sender shown on the Shipment details screen
is not the actual sender, select the correct sender from the

Change sender menu. 2. Select Return address check box at the top right of
the screen.

Change return address 3. Select the sender you want as the default sender for

To print the return address information on the shipping the return address then click Return address to the

label, leave the default as Current sender or select a right of the list.

different return address from the Change return address 4. Click OK.

menu.
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Package and shipment details

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

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

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

Essentials Advanced Expert
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| Pac kage gnd shipaeenl dhelails
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The following fields and options display in the Package

and shipment details section:
« Number of packages
« Identical packages
+ Weight
« Service type
« Package type
- Package dimensions
« Ship date
« Saturday Delivery
+ Declared value

Additional fields are available for international
shipments:

« Package contains

« Document Description

e« Currency type

o Total carriage value

+ Total Customs Value
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Number of packages

1.

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

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

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

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

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

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

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

Identical packages

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

Advanced Expert

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

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

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

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

Package and shipment details
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Service type
Select a FedEx service from the Service type menu. In the

Service type drop-down menu on the Package and shipment
details screen, the U.S. services are displayed alphabetically in
ascending order. The available U.S. services listed depend on the

shipment’s destination ZIP code.

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

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

2. The Package type menu includes multiple package types to
meet clearance requirements for the following shipments:

« between the U.S. and Canada
« from the U.S. to Puerto Rico
« from Puerto Rico to Canada

Package dimensions

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

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

Functions.

Advanced Expert

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

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

Based on the dimensions provided, the dimensional weight
for the shipment is determined. If the dimensional weight

is more than the actual shipment weight, the dimensional
weight is displayed at the bottom of the ship screen next to
the rate quote amount.

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

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

To change the ship date:

1. Click T calendar to select a future ship date. The

View/Edit Ship Date screen is displayed.

2. Select a future ship date and click OK. You can
ship FedEx Express® up to 10 days and FedEx

Ground® up to 45 days from current date. FedEx
Ground® allows any number of days in the future

as ship date. FedEx Home Delivery® operates 7

days a week with deliveries to most residences on

Saturday and many on Sunday.
3. If you are shipping only one package with the

future ship date, select Apply to this package only.
The ship date automatically returns to the current

date when you complete the future shipment.

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

future date.

Saturday Delivery

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

Advanced Expert
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Document Description (International only)

If you are shipping documents such as letters, statements,

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

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

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

Select the currency type for the carriage value.

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

Declared value

The FedEx limits of liability stated in the FedEx Service

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

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

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

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

Advanced Expert
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Total carriage value

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

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

Total customs value (International only)

Enter the Total Customs Value for international document
shipments.

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

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

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

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

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

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

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

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

only)

« Department notes

o Customer reference
« Addl handling

Advanced Expert
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Bill transportation to | Acct #

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

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

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

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

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

Department notes

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

To assign a department:

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

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

Functions.

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

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

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

Expert

Reference fields

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

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

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

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

Additional handling
1. Click Additional handling to override your handling charge
defaults. The Additional handling charges screen displays.

Note: This option activates only if you have set handling charge defaults in your
shipping profiles. Refer to Shipping Profiles.

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

3. Click OK to save your changes.
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Address book

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

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

To access the Address Book, click the Address Book tab

or select Recipient from the Databases menu. el e
For detailed instructions on importing and exporting '"E F'";__ e
recipients, refer to Databases. o *:"""'_
Refer to the following information in this section to: - EH v i i o
« Add a Recipient when Shipping i M o
- Address Book Seatch | == T — = _ -
« Setting Recipient Preferences —— .,...: o e e ey [t
» Address Checker ———t
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Add a recipient when shipping

You can save a new recipient to the Address Book on

the Shipment details screen.

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

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

2. Enter the required recipient information.

3. Enter the remaining required information for your
shipment.

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

Advanced Expert

Recipient information

Oswtogow [ bclude a Retum Label [ Held
Recipiert ID- ||AUTOUS Ty
Country: | US - Unded States K
Cortact name: [CAFE Automation
Company name: |

Address 1: 10 FedEx Parkway

Address 3 I I (Express Oniy)
Postal code: 52103 | #4 State/Province: CA
Giy:[sANDIEGO V|
Telephone:|(01) 2639433 | x| |
[_] This is a residential address ATHI
b4 Save in/update my address book
[ Auto Track
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Address book search

Search for your recipient in one of two ways: Sovh M foek el
[P PP - Lrmrk
L Seal’Ch When Shipping | —— [P e T T o = ]
i — e - iy o b e e f ey i
« Search the Address Book R B
e Fos amapria. T byl il mewasers wen 5 e
Ly - I Ty P Ly e

Ak I e P W 0 [t

kr

Search when shipping me b -

1. On the Shipment details screen, click binoculars 4| A ey . =
next to the Recipient ID field. The Search Address
Book screen is displayed.

FESSS TR S PR

Fomammd b Ty v [T P hdeman iy FEER

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

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

4. To ship to a recipient from the search, select the e v

recipient and click Ship to. The Shipment details
screen automatically populates with the recipient
information.

5. Enter the remaining required information to complete
your shipment.
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Search the address book

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

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

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

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

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

Using wild card characters

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

« Searches are not case-sensitive. For example, if you
enter M* in the City field, all recipient cities that
begin with either M or m are returned by the search.

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

Expert
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Setting recipient preferences

You can customize recipient preferences in your Address
Book and set shipping preferences for details such as service
type, package type, and payment type.

To set recipient shipping preferences:

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

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

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

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

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

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

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

7. Click OK to save your recipient preferences.

Advanced Expert

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

same field.
L B =)
e aadanl —anld o
P ra g oo g oy e
[T
L Fiiaad | i - B odnr b b
AL W D L e
rmacy -
Pl il R e =) I R
Lo ;
wraroe -
Ty Cliarrin Ll W
S Peram b T min
Pl 1 [ TR

| - ST PR T

Page 32



Advanced Expert

FedEx Ground® and FedEx Home Delivery®
enhancements (U.S. Addresses Only)

FedEx Ground® and FedEx Home Delivery® enhancements and I it I Fodk:
address validation improvements (U.S. addresses only) offer | e Bt R E———_—
you business and residential classification for your shipments, s _ e
and provide visibility specifically into FedEx Ground® special i ogp| -e—" o~
service options available for your designated delivery B~ : S
addresses. e — "
Key enhancements include: "‘_- i ) .
+ Address Checker enhancements. - =
. . . . . bt N | -
« Business/residential classification based on our available ek Pe——— e e '
records. ]
« Visibility to applicable special service options for both
FedEx Ground® and FedEx Home Delivery®. T —
+ Hold at FedEx Location and hazardous materials
shipments are allowed via FedEx Ground® residential S| = e ]
service. (Hazardous material shipments are not for Canada ) Mo T il
domestic/international or international direct distribution). S b e
« These services return the estimated delivery date as a o e i

calendar date.

+ The weight limit on FedEx Home Delivery® packages has »
been increased to 150 Ibs., which helps you deliver larger

e Wi il |

packages that weigh more than 70 lbs. [P 11 2= S P M S R Ay
« FedEx home delivery operates 7 days a week with deliveries mem——
. + I S o L LR B e LT AR S B AT AL T
to most residences on Saturday and many on Sunday. S o Ky | S

S T TN, | B R S (i S S T A S—"

Click on the | symbol to access the address checker screen.
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Address book conversion solution

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

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

FedEx Ship Manager® Software contains the following
templates:

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

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

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

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

Advanced Expert

Key considerations

Some important aspects of the Address Book Conversion
Solution are:

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

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

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

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

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

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

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

1.

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

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

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

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

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

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

Click Open and then click OK.

Expert

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

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

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

Importing UPS.com address book into FedEx Ship

Manager® software

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

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

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

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

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

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

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

Export your address book from UPS WorldShip.

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

Importing UPS WorldShip address book into FedEx Ship
Manager® software

1.

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

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

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

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

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

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

Click Open and then click OK.

Expert

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

To convert your recipient address book from UPS
WorldShip 2011:

« Export your address book from UPS WorldShip 2011.

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

Importing UPS WorldShip 2011 address book into

FedEx Ship Manager® software

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

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

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

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

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

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

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

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

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

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

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

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

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

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

5. Inthe Output file field, name your file.

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

7. Go to fedex.com.

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

Advanced Expert

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

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

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

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

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

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

15.Click Import at the bottom of the screen.

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

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

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

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

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

« Ship to a Temporary Group

« Add a Group when Shipping

« Setting Group Preferences

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

Essentials Advanced Expert
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Ship to an existing group

1.

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

Select the group from the Group ID menu.

Enter the remaining required information to complete
the shipment.

Click Ship to process the group shipment.

Ship to a temporary group

1.

6.

7.

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

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

Click the group filter: Domestic or International.

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

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

Enter the remaining required information to complete
the shipment.

Click Ship to process the group shipment.

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

screen.
2. Enter a new Group ID in the Recipient ID field and press s =5
Tab. The View/Edit Group screen is displayed. DS
3. Enter a description for your group. - =S
4. Click the group filter: Domestic or International. B
5. Select the recipients from the Recipients available for Pekiend
this group list and click Add, or click Add all to add all ':‘__“_““"'"""" — '::""" —
recipients to the group. B Lo ” .
6. Click OK after you select all recipients in the group. -
The Shipment details screen displays with the group i
information.
7. Enter the remaining required information to complete the
shipment.
8. Click Ship to process the group shipment.
| | e
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Setting group preferences

Fa standord or special senvce option s ot avaible fora [

recipient in a group shipment, an error label prints for that Shuppaey Pl Coer: | CEFALLT g Dl
recipient. To prevent this error, set group preferences in your -

. . . § - Folx Shapdbl M ol ation Fialesancss | T« Geound Fislssences | § - Giound Eoorormy Fislssane: I
Shlpplng prOﬁIes- | -Feld Pioteiences | I-FaEx Exws Pidfnondes 3 - Giius Shepeng Pitftaomds

1. Select Shipping Profiles from the Customize menu. sl e g b P i

2. Select the shipping profile you want to modify and click Fedn Standasd Do
V. /Edlt .__l Upgrads 16 FadFx Pty Dhasrisl
ew . | Devwruiytincie b3 FedBa 3Dy
3. Click 3-Group Shipping Preferences tab. ) More
4. Select to upgrade or downgrade services automatically for 3 oo el Pt Ovamegh . 3oy Dby
an individual recipient in a group shipment. ) Diomrgrad 1 Pt 7. o Merelny Dby
A MHorw

« Upgrade - If a service is not available for a recipient, A T i e
click Upgrade to assist in getting the package to arrive ) Downgrade 1o FedEx: Prorty Chresmight far Mondlay Divery

on time. In most cases, an upgrade costs more than D von
the service selected for the group shipment.
« Downgrade - If a service is not available for a recipient,
click Downgrade to avoid incurring an additional fee Fadl Wi O berey
to upgrade the service. In most cases, the package is 03 Somoas: Pepeners Dy Soioe Saris, Evenin Dupvey § Do o w8
delivered one or two days after the service selected for e

the group shipment.

« None - Click None if you do not want to upgrade or
downgrade a service. Carvcel

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

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

1. Click Utilities and select Manual Reconcile.

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

FedEx® Address checker

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

With FedEx® Address checker you can:

« Check recipient addresses and provide alternatives for
incorrect addresses.

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

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

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

o Set Preferences
+ Check Individual Recipients
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Set preferences
To select FedEx® Address Checker preferences:
Select FedEx® Address Checker from the Utilities menu.

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

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

1.
2.

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

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

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

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

street addresses.

Customize Address Checker

Audomalicaly scoepl postal dandadization changss
FAutomaticaly chack addresees on Ship eoreen
Futomaticaly chock: addreaass on LTL Freight acroen
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Check individual recipients

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

1. Select arecipient in one of the following ways:

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

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

2. Click Address Checker check mark .

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

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

To keep the original recipient information, click Keep
Original.

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

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

Advanced Expert
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Accessing special options

FedEx Ship Manager® Software increased screen
resolution from 800 x 600 pixels to 1024 x 768 pixels to
accommodate additional shipping features. The increased
screen size allows you to easily select special options and
additional reference fields all from the Shipment details
screen.

The special options are displayed on the Shipment details
screen or Return shipment details screen reflect the available
special options for the service you select.

Note: The secondary special options grid that displays on the Options screen or
Return options screen specifically for FedEx Ground® shipments is not reflected
on the Shipment details screen or the Return shipment details screen. All other
screens and dialog boxes are expanded and fields are spaced according to the
available new space.

You can access the Options screen from the Shipment details
screen in two ways:

+ Click Options tab or

« Click View/Edit Special Service Data Select Signature
Options.

The resulting Options screen reflects the available special
options for the service you selected on the Shipment details
screen.

Essentials
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Customized shipping labels

Increase the visibility of your brand, maximize

your sales efforts and more with our easy-to-use,
customizable label options. Now, FedEx Ship Manager®
Software offers custom label options that include
adding a barcode, logo, images, and text.

This feature allows the common label to remain
unaltered and provides you with a 2” area at the top of

the label that is customizable with text and/or graphics.

Additional benefits of this feature include new barcode
types, supported for the custom portion of thermal
shipping labels as well as the larger thermal label

stock (8” and 9”) supported by FedEx Ship Manager®
Software.

Advanced Expert

Instructions and process

Any image intended for printing on the shipping label
as part of the FedEx Custom Label program must be
approved by FedEx.

Proposed logos, meter number and contact information
must be submitted to image approval@fedex.com for
review.

If approved, you will receive a password via email
allowing you to upload the approved logo. The
password must be used within the same business day
that it was received.

Review typically occurs within 48 hours of submission.
Any images that are uploaded or used without approval
may result in your shipping privileges being revoked.
FedEx reserves the right to remove any logo at any
time for any reason. You are solely responsible for

the content of your logo and your use of any logo
constitutes your agreement to indemnify and hold
harmless FedEx for any claims resulting from such use.
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Adding a Custom Label Profile
To add a custom label profile, follow these steps:
1. Select Custom Label Profiles from the Customize

drop-down menu. The Custom Labels screen is displayed.

2. Click Add and select Custom shipping label profile or
Customer label profile. The selected label configuration
screen will be displayed.

3. Enter the required information and customize your
label by adding a barcode, box, grid, image, text and/or
message. Click OK.

4. Click Print Test Label. If the test label prints correctly,
click OK.

Editing a Custom Label Profile

To edit a custom label profile, follow these steps:
1. Select Custom Label Profiles from the Customize

drop-down menu. The custom Labels screen is displayed.
2. Select your custom label profile code and click View/Edit.

The custom Label Configuration screen is displayed.
3. Enter your changes and click OK.

Expert

Custom shipping label profile
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Selecting a custom label profile during shipment
preparation
1. Complete shipping information on the shipment details tab.

2. Click Options tab.
3. Select which customs label profile you would like to apply to
this shipment.

Note: This field will be defaulted to what is set in the sender database and can also
be edited at ship time.

Updating shipping profiles for custom labels
To customize shipping profiles:

1. Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen is displayed.

« To customize an existing or default profile, select the
profile, and click View/Edit.

« To create a new profile, click Add.

« To duplicate an existing or default profile, select the
profile, and click Add by duplication.

2. The Label Format / Label Stock selection appears in the
following Shipping Profile Tabs under the Label Format
group box:

« Domestic Shipping Profile - 2 - FedEx Express
Preferences tab

+ Domestic Shipping Profile - 5 - FedEx Ground
Preferences tab

« Domestic Shipping Profile - 6 - FedEx Ground®
Economy Preferences tab

« International Shipping Profile - 2 - FedEx Express
Preferences tab

Expert

+ International Shipping Profile - 4 - FedEx Ground
Preferences tab

« LTL Freight Shipping Profile - 2 - FedEx LTL Freight
Preferences tab

+ International Direct Distribution Shipping Profile - 2 -
FedEx Express Preferences tab

+ International Direct Distribution Shipping Profile - 4 -
FedEx Ground Preferences tab

3. Select the appropriate service/tab and update/select

Label Format according to the labels being used for
Custom Labels. Available options are:

+ 4x8 Thermal Label without Doc Tab - Format 434
« 4x9 Thermal Label with Doc Tab - Format 434

« 4x8.5 Thermal Tire with Doc Tab

« 4x10.5 Thermal Tire with Doc Tab

4. Once selections are made, click OK to go back to the

shipping screen.

Applying custom labels to senders in your address book

1.

Before you create a custom shipping label for your
shipment, select Sender from the Databases drop-down
menu. The View Senders screen is displayed.

2. Select a contact that you would like to include custom
labels for and click View/Edit. The View/Edit Sender screen
is displayed.

3. Inthe Custom label profiles section, select your custom
label profile from the Custom label drop-down menu.

4. Click OK.
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View Transit Times

Research a transit time for your shipments quickly and
easily. View and compare shipping rates to obtain the
best price and most expedient service for your needs to
ensure that all of your packages get to their destination
on time.

To generate a transit time, follow these steps:

1.

s Wi

Click Ship tab.

Click Shipment details tab.

Complete Recipient Information fields.
Complete Sender Information fields

In Package and Shipment Details enter number of
packages, weight, select service and package type
from the drop down menu, and enter ship date.

To get rate quotes and transit times select 1-Sender
in the “Bill transportation to” field located on the drop
down menu in the Billing details section of the screen.

Click Rate Quote and Transit Times button at the
bottom of the Shipment Details page.

After a successful completion of the web service call,
the Transit Times dialog box displays, featuring a
group box with available options.

Click View All Services button to display additional
options.

Expert

Notes: The maximum transit time is used when calculating the transit time for FedEx
Ground® Economy shipments. Transit times for FedEx Express® Freight shipments
will only be available for display if a valid weight of 151 Ibs. or more is entered and
the number of packages is equal to 1 or more. Transit Time option is available for

all the payment types even when rate quotes are not requested or not available for
your shipment. if delivery date is not valid nor available for the postal code selected,
an error message “Delivery date unavailable” is displayed.
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Note: The rate quote detail will not display all rate quotes for selected options
if the service type is filled in. In case of 0.0 rates, FedEx Ship Manager® will not
process the shipment and will prompt to download the rates manually. This
message will be displayed only if you have configured to display the message
on Customize User Prompt screen.

When the One Rate rate is the lowest among the rates displayed, an asterisk
is displayed to the right of the One Rate rate.

Advanced Expert
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Advanced Expert

Customized Shipping lists

Provide your customers with the vital information that they S

need such as tracking numbers, shipping dates, recipient S —

company, city, and more as part of the shipping list i — i — s - |
customization functionality that is available with FedEx Ship =il B e
Manager®. Select from a list of shipping attributes that you — T — '
would like to see as part of your final shipping list. Then o a— = :
simply drag and drop columns, from left to right, in the order e = ST =
that you want the information displayed in. P

To customize a shipping list, follow these steps: s e .
1. Click Shipping List on the ship tab. e ]
. Click International or Domestic. :

2
3. Click Customize to reveal the customization screen.
4

. Select the information fields that you would like to be ="
displayed in your final shipping list from the “Fields E
Available for Display” listing on the left side, and click
“Add>", or you may click on the “Add all>>" button to
move all of the available information fields to the “Fields
Displayed” column on the right.

5. You may also use the “<Remove” or “<<Remove all” : e -
button to revise your selections.

6. Click OK.

Note: Recipient Contact Name field can now be added in the Domestic Shipping
List.
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LTL Freight shipment templates

To create an LTL Freight Shipment Template, follow these
easy to use steps:

1.
2.

Click LTL Freight tab.

Fill out Origin/Destination, Shipment Details, Options/
Instructions, Ship Alert and Pickup information.

Click Save As LTL Freight Template button at the bottom
of the LTL Freight details page.

Create LTL Freight Template ID for future use.

You can use your LTL Freight Template by accessing
the LTL Freight Template ID drop down menu from the
Origin/Destination page for LTL Freight.

Note: This feature is located using the bottom navigation tabs under the LTL
Freight tab. But once saved, you can easily select a saved template from the

Origin/Destination tab to quickly auto-populate all fields saved in the template.

Expert
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Consignee information

To create Consignee information in LTL Freight Shipment
Template, follow the below steps:

1. Select Payment Type as Shipper. The Consignee
information column is enabled.

2. Specify the Consignee, Country, Contact name,
Company name, Address 1, Address 2, and Postal
code.

3. On entering postal code, you can choose the state and
city names from the dropdown list.
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Shipper information

To create Shipper information in LTL Freight Shipment
Template, follow the below steps:

1. Select Payment Type as Consignee. The Shipper
information column is enabled.

2. Specify the Shipper, Country, Contact name, Company
name, Address 1, Address 2, and Postal code.

3. On entering postal code, you can choose the state and
city names from the dropdown list.
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Advanced Expert

Rate Quote and Transit Times

To view rate quotes and transit times, follow the below 5. The Courtesy Rate Quote window shows Rate Quote,
steps: Service Type, Transit Time, and breakdown of charges.
1. Click LTL Freight tab. 6. To switch between USD and CAD rates, click the radio
2. Enter Shipper and Consignee details, Shipment button at the bottom of the window.
Details, Options/Instructions, Ship Alert and Pickup 7. To print rate quote details, Click Print option at the
information. bottom of the window.
3. Add Commodity details for International LTL Freight
shipments. - Ty =
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4. Click Rate Quote and Transit Times at the bottom of
the LTL Freight details page, the Courtesy Rate Quote
window is displayed.
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LTL Freight

FedEx Freight® is changing the less-than-truckload (LTL)
industry by making it easy to ship fast-transit and economical
freight within one streamlined LTL network. With all-points
coverage, individual-handling unit tracking numbers, one
invoice statement and one pickup and delivery, FedEx
Freight® is creating a whole new future for LTL. You can rely
on FedEx Freight® Priority when speed is critical to meet your
supply chain needs or FedEx Freight® Economy when you

can trade time for savings. FedEx Freight® is committed to
delivering an easier way to ship LTL.

Now you can create FedEx Freight® enterprise shipping labels
for international, intra-U.S., intra-Canada, and intra-Mexico
shipments. And to simplify the total shipping experience even
more, you can prepare and manage FedEx Freight® shipments
with the same solutions used for FedEx Express® and FedEx
Ground® shipments.

FedEx Freight® now allocates unique tracking numbers and
provides FedEx enterprise shipping labels for each of the
shipment units, such as pallets, crates and barrels— plus the
ability to rate, track, and schedule pickups — and gives you
electronic efficiency for larger, heavier shipments.

When speed is critical to meet your supply chain needs, count
on FedEx Freight® Priority for your fast transit needs with the
reliability you expect from FedEx.

For economical shipping to meet your budget, count on
FedEx Freight® Economy for your basic shipping needs with
the reliability you expect from FedEx.

For detailed FedEx Freight® shipping information, please
refer to the FedEx Freight® Guide. To download a PDF copy,
go to https://www.fedex.com/us/developer/downloads/pdf/
FedEx_Freight Guide.pdf

Expert

For LTL Freight shipment, perform the following steps:
1. Click LTL Freight.
2. Add Shipper, consignee, Handling Unit Details.

3. Select/enter Special Services/Options, Notification, Pick
up details, if needed.

4. Click Ship.

e I — " L
. -

To create a return shipment, click Freight Direct Return
checkbox and LTL Freight Shipped List window opens which
lists all the outbound shipments delivered. You can either
choose the shipments from the list and click Create Return or
close the window and enter details manually.

Note:
Freight Direct Return service is not supported in Mexico.

If you choose a shipment from the list and click Create Return, the shipper/
consignee fields in the Origin/Destination tab will be auto populated.
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Once the Freight Direct Return checkbox is selected, the
Options/Instructions tab gets hidden, and the Freight
Direct Return Pickup options gets updated in the Pickup
section of the Shipment Details tab.

The pickup options include:

« Basic - Pickup occurs between 8 a.m. to 7 p.m. on the
specified pickup date at the front door, back door, or
from the garage with no signature.

« Basic by Appt. - Pickup occurs within the selected time
slot chosen from the drop-down menu on the specified
pickup date at the front door, back door, or from the
garage with signature.

« Standard - Pickup occurs within the selected time slot
chosen from the drop-down menu on the specified
pickup date from the first ground-level room.

Advanced Expert

By default, Basic pickup option is selected. If you select
the pickup date as any previous dates, and when shipment
is processed, then a warning message, “You must call
1.866.393.4585 to schedule a pickup request for this
shipment” will be displayed under Warning section in the
Errors/Messages tab.
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FedEx Ship Manager® supports Over Length value special
service for FedEx Freight® shipments.

Over Length service applies to shipments containing any
shipping unit with a dimension equal to or greater than 8 feet
in length and less than 12 feet in length.
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Freight Direct Delivery Service Options has four special
services: Freight Direct Basic, Freight Direct Basic by Appt.,
Freight Direct Standard, and Freight Direct Premium
Economy.

In the Origin/Destination screen, when FedEx Freight®
Priority service type is selected, all the above five service
options are displayed, and when FedEx Freight® Economy
service type is selected, only Freight Direct Basic and
Freight Direct Basic by Appt. service options are displayed.

Note: Freight Direct Delivery Service Options is not supported in Mexico.

FedEx Freight® now utilizes the FedEx enterprise label and
tracking numbers. You can now assign a tracking number,
customer service notifications and invoice formatting to
each unit in your shipment.

Expert

This new, fully electronic FedEx Freight® functionality is
provided via FedEx Web Services. For information about
new FedEx Freight® transactions, see the Developer
Resource Center at fedex.com/developer.

FedEx offers email notifications for shipment creation,
estimated delivery, and when shipment is tendered to
FedEx. You can use any or all of these notification types.
Recipient emails can be specified within the shipment
request. The Sender and Recipient email address field
supports up to 250 characters.

When the thermal printer is set as the label printer in the
printer setup screen, the BOL and label column checkboxes
are disabled.
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To obtain unique tracking number for individual
handling unit in LTL Freight shipment, you have to
perform the following steps.

1. Click LTL Freight | Shipment Details.
2. Add Handling Unit Details.

Note: When you add the commodity to a handling unit, the Hazmat checkbox is
checked automatically if the previously added commodity is Hazmat. The Hazmat
checkbox is unchecked if the added commodity is non-Hazmat.

When you add a commodity to a handling unit, the package type dropdown
is not disabled. Click Ship after entering Origin/Destination details. A popup
window appears providing the tracking number for the handling unit.

If a shipment has more than 50 handling units, an error message stating ”You
have exceeded the maximum number of handling units per shipment.”

When a shipment has more than 25 handling units, a message stating “You will
not receive an emailed copy of your Bill of Lading, label or trade documents
because your shipment has over 25 handling units. These documents will still be
printed for your use.” is displayed.

The Print BOL checkbox is disabled by default and the Bill of Lading is not
automatically printed. To set your preference to always print the Bill of Lading,
you must enable the Print BOL checkbox manually.

If one or more packages are designated as HazMat, the Print BOL checkbox is
enabled automatically and the Bill of Lading is printed.
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To obtain unique tracking number for individual
handling unit in LTL Freight shipment, you have to
perform the following steps.

1. Click LTL Freight | Shipment Details.

2. Add Handling Unit Details.

3. Click Ship after entering Origin/Destination details. A
pop-up window appears providing the tracking number
for the handling unit.
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International LTL Freight shipment

During an International LTL Freight Shipment, a broker
inclusive dialog box is displayed with the following
message: “Please ensure the following to assist with timely
clearance:

Provide customs documentation to the driver at the time
of pickup or notate on the Bill of Lading if sent direct to

the customs broker and/or FedEx Freight International
Services (FIS). This may include Commercial Invoice, USMCA
Certification of Origin, or other documents based on
commodity.

Notate customs broker name and contact information on
the Bill of Lading.

*For future shipments*

If you are or would like to act as the Importer of Record
(payor of customs brokerage, duties & taxes), broker-
inclusive service is available. To learn more contact your
Sales Representative or FIS at fis@fedex.com (mailto:fis@
fedex.com).”
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FedEx Freight®

Any shipment over 150 Ibs. is considered freight. Freight
shipping is the transportation of goods, commodities and
cargo in bulk by ship, aircraft, truck or intermodal via train and
road. It can be transported domestically or internationally by
land, air or sea.

FedEx Freight® - Domestic

FedEx Express® Freight services offer time-definite delivery.
You can choose a freight service based on your delivery
requirements. FedEx Freight® offers 1, 2 or 3 business days
delivery to most U.S. locations.

To create a domestic Freight Shipment, you have to perform
the following steps.

1. Click Ship.
2. Add Recipient & Sender Details.

3. In Package & Shipment details section, add the following
details: Number of Packages, weight > 151 Ibs. .

4. Select the Freight service from the Service Type drop
down.

5. Select the packaging type from the Package Type
dropdown.

Enter the Freight Package dimensions.

Enter Declared value.

In Billing details section, Select the Bill Transportation To.
Click Ship.

© o N O
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FedEx Freight® - International

For international shipments, FedEx Freight® offers you two
easy service options: FedEx Freight® Priority for speed, and
FedEx Freight® Economy for savings. The change in services
allows FedEx to offer you two levels of service, priority or
economy freight, in one fully integrated, nationwide pickup
and delivery network.

Choose fast-transit FedEx Freight® Priority to meet your
supply chain needs. Our all-points coverage and on-time
reliability make FedEx Freight® Priority the perfect choice for
your time-sensitive shipments. FedEx Freight® Priority focuses
on regional next-day and second-day services that provide
the benefit of fast-cycle logistics. Delivery is typically in 1 or

2 business days by 5 p.m. for U.S. shipments. Use this service
when speed is critical to meet your supply chain needs.

With FedEx Freight® Economy, you get reliable, economical
delivery to meet your freight shipping needs and budget. All-
points coverage and on-time reliability make FedEx Freight®

Economy the ideal service when you can trade time for savings.

FedEx Freight® Economy provides long-haul service for
planned inventory replenishment, with multiple service options
to meet your needs. Delivery is typically in 3-5 business days
for U.S. shipments. Use this service when you have the option
to trade time for savings.

Expert

To create an international Freight Shipment, you have to
perform the following steps.

1.
2.
3.

Click Ship.
Add Recipient & Sender Details.

In Package & Shipment details section, add the following
details: Number of Packages, weight > 151 Ibs..

Select the Freight service from the Service Type drop
down. Freight Options window is displayed.
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Enter the number of skids/pallets.

In the Select the service option desired dropdown, select
the service required.

Based on the selection made in this dropdown, the Special
Services are checked in the special services section.

Essentials Advanced Expert

Note: For Drop-off -Hold at Location (ATA) and Hold at Location
(DTA), a phone number is required. Recipient number is auto-filled
and can be modified.

Shortouls

8. Select the packaging type from the Package Type
dropdown.

9. Enter the Freight Package dimensions.

10.Enter Declared value.

11.In Billing details section, select the Bill Transportation To
12.Add a Commodity.

13.Click Ship.

The below table gives information on the special services

selected for each selection made in the Select the service
option desired dropdown.

Service Option selected Special Services

Drop off- Hold at Location | Drop off and Hold at

(ATA) Location

Hold at Location (DTA) Hold at Location
Drop off (ATD) Drop off
Door-to-Door None

LHpecial s crvees
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[ Dry lee

[] Heshl a1 eaczationn

[] Lithium Bateries/C elie

[] Mon Standard Packaging

[] Pharmacy Delivery
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Changing the order of FedEx services

FedEx Ship Manager® Software has rearranged T e e
the order of FedEx services in the Service type r KRWgR S Bupea . sesestus, e G| Mbnren Fed"
drop-down menu on the Shipment details screen, e —| T T —
to enable you to select the appropriate service for e el i e ina
international and intra-Canada shipments by speed PSP = 1 .

: g - e e (T N -

of service (transit time). E:

While this feature applies to U.S. and Canada e s FEE e
outbound international shipments and intra-Canada e S =]
shipments, the sort order for FedEx services within N — B | Ry
the FedEx® e — = |
Integration Assistant screens has not changed. R R T A

e I |
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Save time before you ship

FedEx Ship Manager® Software can do more of the work
saving you time and keystrokes as well as making the
information on the screen easier to read.

Setting shipping preferences

You may set shipping preferences for references, package
type, package weight and dimensions, service type and
more. FedEx Ship Manager® Software automatically
populates the associated fields, based on the recipient and
sender selected for the shipment.

Refer to the Recipient Preferences instructions under

Address Book or Shipping Profiles for detailed instructions.

Note: Recipient preferences override sender preferences.
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Remove Scale Time-out

To further streamline your shipping experience, you have
the option to configure the length of time you need to
process a shipment before an error is displayed. There are
5 options that you may choose from.

To access scale time out functionality, follow these steps:
1. Click Customize.

2. Click System Setting.

3. Click Modify.
4

. On the Scale Time-out, choose from the following
options:

« 15seconds
+ 30seconds
+ 60seconds
« 5 minutes

« Never

Courtesy Rate Quote report

Generate a report of past shipments that includes the
courtesy rate. This feature will allow you to obtain a
breakout of charges (including surcharges, any special
service charges, shipping rate, discount etc.)

Advanced Expert

To generate a courtesy rate quote report, follow these
steps:
1. Click Reports tab.

2. Select Courtesy Rate Quote Report.

3. Select Screen or Print to generate the report. A
Courtesy Rate Quote Report displays outlining the
details of your quote.

Note: Courtesy Rates are displayed to correspond with the currency of the
country of the origin meter. The List Rate column shall only display if either
Domestic and/or International List Rates are enabled within System Settings.
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Increase the screen font size

You have the option of increasing the standard screen
font size to two additional magnifications: large or
larger allowing you to read screens with more ease.

To increase the screen font size, follow these steps:
1. Click Customize on the Ship tab menu bar.

2. Scroll down to System Settings on the pull-down
menu and click modify.

3. Click Font Size in the Interface Preferences menu
and select your preferred size from the Standard,
Larger or Largest font size options on the pull-down
menu and click OK.

FedEx Ship Manager® will now restart and the font size
shall be applied to all screens.

Note: The selected font size will be saved across all backups, restarts and
upgrades. When applied to a network client configuration, the setting
shall be saved independently for each client server.

If larger font sizes are selected, you will have the ability to scroll up and
down the screen.

While the font size will impact all screens, some items such as check boxes,
radio buttons, and calendar controls will not be impacted by the change.

o
Essentials Advanced Expert
T —
i Celgiin | Coleegy | [l g e freped  bedgows (S
'L'l_l T ey P 1 e i MI
Pamet = rp F— e —
s — T | T
TR Ak . T il T
R " TR S Sm——
L (B M L "
R Ty — [T R e
(TR Wdn
N
3 = Larmea =
o e AT e
Pl - Framge e
i e
[ETE w2 . L L |
. Ail o | B
[Sr— T e
Wy T
B g e e la
L . " N PR —
-k i e
T 3 J Sk S
: | .-
gl TaE By . = Faa
B e, i EE L]
ol iloraten | iy i
T g, e prarpe . o iy
Lot e Weeama
o | e ———
e Py YT
o LT i | - m il
mim S
[
-
e B

Page 66




Access to Shipping History

Save time and operate more efficiently when researching
the details of previously processed shipments with the new
settings options in FedEx Ship Manager® Software. You
may now search and retrieve shipping history for closed
shipments, based on the time frame you set up to keep
past shipment information, without having to create an
additional report. For example, if you set your shipment
database to purge after 120 days, then shipments will only
be available to view up to 120 days. This functionality only
applies to data collected after you have installed FedEx
Ship Manager® 2900 or later software.

To access shipping history, follow these steps:
1. Click Shipping List on Ship tab.

2. Scroll down to Ship History on the Shipping List drop
down menu.

3. Anew dialogue box will display the following values:
Search by any of the following criteria and click OK:

+ RecipientID

« Recipient Contact Name
+ Recipient Company

+ Recipient City

« Tracking #

« Customer Reference 3
+ Invoice #

- PO. #

« Shipment ID

« Equals

+ Begins with

« Ends with

« Contains

Advanced Expert

Note: FedEx Ship Manager® will search for all closed shipments within the
database that match the selected field, search condition, field value (case
insensitive), and optional ship date range. Previous ship results shall not be saved
or displayed.

Wildcard functionality is not supported in the search field.

You can now track shipments by clicking on Track button from Ship History
screen which provides a faster and convenient option to track your shipments.

Your deleted shipments will not be displayed in the shipping history, by default.
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Create Return shipment from Shipping History

« Click Shipping List on Ship tab.

+ Scroll down to Ship History on the Shipping List drop
down menu.

« Search for the shipment using Search by and Search
date parameters.

+ Select the required shipment and then click the
Create Return button to enter the return shipment
details.
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Visibility of earned discounts

Based on your shipping volume and the terms of your
FedEx contract, you may benefit from earned discounts.
FedEx Ship Manager® Software clearly displays your
bundled and earned discount rates automatically and
includes them in your courtesy rate quotes. This feature
also provides the option to display your earned discounts
on your doc-tabs (thermal labels) and reports and enables
export integration capabilities. In addition, you can group
accounts the way you choose: by nine-digit number, by
subgroup or by nationality.

For new earned discount customers, FedEx Ship Manager®
Software even lists earned discounts separately from

the grace discounts you receive until your exact earned
discount rate has been computed. Discounts are
automatically downloaded to your system.

To download your earned discounts manually, follow these
steps:

1. Select Download from the Utilities menu. The Demand
Download screen is displayed.

2. Click plus symbols (+) to expand the Rates section and
the Tracking Numbers section, as needed.

3. Select Express Earned and Bonus Discounts
check box and the Ground Earned Discounts check box,
as applicable.

4. Click OK to download your earned discounts.

and tables (as applicable) in the first section.
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Note: You can also select the appropriate check boxes for software updates
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Downloading International List rates

FedEx Ship Manager® Software now allows you to
download FedEx Express® international list rates, FedEx
Express® U.S. list rates, FedEx Ground® list rates and
FedEx® International Direct Distribution list rates.

You can display/return these rates via the courtesy rate
quote, doc-tabs, validator labels and reporting functions.
And you can add fields to customize reports and doc-
tabs. FedEx Express® international list rates are available
for Canada and Latin America and the Caribbean.

To download international list rates, follow these steps:

1. Select System Settings from the Customize menu. The
System Settings — System/Account screen displays.

2. Select the appropriate System # and click Modify. The
System Settings screen displays.

3. Click 3 —Rating/Revenue tab.

4. Inthe Exclude From My Shipping Charges section,
select the appropriate check boxes.

5. Select Use Domestic List Rates or Use International
List Rates check box. When the resulting popup
displays, click Yes.

6. Select Never, Discount or List from the Display
Dynamic Rate Preview drop-down menu.

Advanced Expert

Note: The List option displays when you select the Use Domestic List Rates or
Use International List Rates check box. You can select both check boxes, as
needed.

Dynamic Rate Quote Improvements for FedEx Ground Multiweight®
enhancement allows FedEx Ship Manager® to display FedEx Ground
Multiweight® rate in the dynamic rate preview when multiweight is the lowest
rate.

You can set the default setting of the Dynamic Rate Preview dropdown to
‘Lowest’ in System Settings.

7. Click OK to save your changes.

8. Select Download from the Utilities drop-down menu.
9. Click plus symbol (+) to expand the Rates section.

10.Select Express Domestic List Rates, Express
International List Rates and Ground List Rates check
boxes.

11.Click OK to download your selected rates.
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FedEx International Ground®

FedEx understands that your time is valuable and you
need easy, accessible services that will streamline the often
complicated international shipping process.

For shipments between the U.S. and Canada, FedEx
International Ground® service includes:

Brokerage-inclusive service — This service gives you
one point of contact, and initiates regulatory clearance
while packages are en route to speed up the entire
process.

Broker select option (BSO) - If you prefer to use

your own broker, you can add, and store your broker
information for subsequent shipments. Select Brokers
from the Databases menu and refer to Database
Functions.

Flexible billing solutions — You have the option to bill
duties, taxes, and ancillary fees to the sender, recipient
or third party.

Resolution of customs delays — FedEx Customer
Service has full visibility into customs-clearance
cases, allowing improved shipment status.

Money-back guarantee — FedEx will credit or refund
your transportation charges if we fail to deliver your
Brokerage-Inclusive shipments on the scheduled
delivery day.

Door-to-door service — FedEx Ground® is the only U.S.

carrier that provides door-to-door ground service
to every business and residential addressin all 10
Canadian provinces, plus the Yukon, Northwest
Territories, and Nunavut.

Expert

Function keys

You can use the following function keys within FedEx Ship
Manager® Software:

F2 Shipping — Ship domestic and international packages.

F3 Receive - Enter inbound packages and print Inbound
and Receiving reports.

F4 Choice List — Displays a list of choices for the field.
F5 Tracking — Track the status of your FedEx packages.
F6 Reports — Print or view reports.

F7 FedEx Express Close — Close FedEx Express®
shipments at the end of the day.

F10 Ship Package — Process a shipment and print shipping
labels.

F11 Override Preferences — Override (ignore) shipping
preferences for your current shipment.

F12 Delete/Modify a Package — Cancel or modify one of
today’s shipments.
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Information security standards — masking account
numbers on shipping labels

FedEx is committed to promoting a safe and secure environment
in which to conduct business and deliver superior service to our
customers. To that end, the company has implemented specific
information security standards to prevent incidents which

could affect a company’s ability to do business or undermine its
reputation.

The scope of the information security standards is to reduce
risk for FedEx and FedEx customers by protecting confidential
information that is entrusted to FedEx, and its direct or indirect
subsidiaries.

FedEx is extending these standards to further protect customer
account numbers from unauthorized use. As part of this effort,
FedEx is limiting the exposure of shipper account numbers

on shipping labels. The safeguards outlined in this document
provide direction to help customers avoid the inadvertent
release of confidential account information and minimize risks to
FedEx and our customers.

Go to the Customer Protection Center website to learn more
about how FedEx works to help protect you and how you can
protect yourself.

FedEx Ship Manager® Software and hardware now hide or mask
your account number on the shipping labels. For international
shipments, duties/taxes/fees print on the shipping label.

For international shipments, FedEx Ship Manager® Software
removes customer account numbers from the air waybill copy.
Customer account numbers are embedded in the 2D barcode for
data retrieval activities via scan.

Expert
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Track

FedEx Ship Manager® Software can track your package
online and provide the current status on U.S., Canadian,
international, and return shipments.

You can continue using FedEx Ship Manager® Software
while tracking the status of a package. A message
displays when the tracking results are available.

Refer to the information in this section to track your
shipments:

» Track by numbers and references

» Track from shipping history
e Trackresults
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Advanced Expert

Track by numbers and references

B e e dmm smpmmr e mmmeam s

Use the following fields to track outbound and return '":,-_'::_:"_: T s
shipments with either the tracking or Door Tag number. TR TR
1. Click Track tab at the top of the screen. Then, click e -
the Track by numbers and references tab. i mrmind
2. Enter the tracking, Door Tag or shipping reference e
number in the Tracking Number field. o e ki a
« Totrack an outbound shipment processed ——— ¢
along with a return shipment, enter the B peraon

outbound tracking number.

« For multiple-piece shipments, enter the master
tracking number or the tracking number for an
individual package in the MPS.

3. Click Add after entering each tracking number.

4. Click Track at the bottom of the screen to begin.
When tracking is complete, a message displays that
your tracking information is available for viewing

5. Click Track results tab to view the results on your
screen, print or save the results to a file. Refer to the
Track Results section for more information.

6. Right-click and copy the tracking number with the
computer mouse and paste it as required.
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Follow these steps to track the status of outbound and return
shipments by using shipment references.

1. Click Track tab at the top of the screen. Then, click Track by
numbers and references tab.

2. Select or enter one or more of the following references:
» Service - Select All Services or a specific service type.

+ Reference type | Reference - If you assigned unique
references when you created your shipment, select the
Reference type. Enter the exact reference informationin
the Reference field.

« Account number - Enter or select the FedEx account
number you want to track.

+ Ship date - Click calendar [ to select the approximate
ship date. The tracking search feature searches 15 days
before and after the selected date.

« Destination Country —Select the destination country. This
field is required if you did not enter an account number.

» Destination postal — Enter the destination postal code.
This field is required if the destination country supports
postal codes.

3. Click Add after you have entered all shipment references.

4. Click Track at the bottom of the screen. When tracking
completes, a message displays that your tracking
information is available.

5. Click Track results tab to view the results on your screen,
print or save the results to a file. Refer to the Track Results
section for more information.
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Track from Shipping History

Enter shipping history criteria to single out the
package(s) you want to track.

Follow these steps to track from shipment history:

1. Click Track tab. Then click Track from shipping
history tab.

2. Include as many search criteria as possible to narrow
your search:

- Date Range

+ References

+ Recipient information

+ Sender information

« Package content

« Special service options

+ Multiple-piece tracking #

3. Click Search for shipments. The shipments found will
be displayed in the Shipment search results table.

4. Select the shipments you want to track in one of the
following ways:

« Click only one result.
« Ctrl+click to select more than one result.
+ Click Select All to select all results.

5. Click Track to submit the selected records. A

Advanced Expert

message is displayed when your track results are
available.

6. Click Track results tab to view the results on your screen,

print or save the results to a file. Refer to the Track
Results section for more information.
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Track results

View your tracking search results on the Track results
screen.

1. Click Track results tab at the top of the Track screen.

2. If desired, select the check box to display Exceptions
only or Undelivered packages only.

3. To show the track result details such as shipment
activity and location, select a tracking number and
click Show Details.

4. To print the tracking results, select one or more
tracking numbers and click Print.

5. To save the track results, select one or more tracking
numbers and click Save Report to File. Then enter the
file destination and name and click OK.

6. To view a list of FedEx Express® and FedEx Ground®
exception codes, click View exceptions code.

7. To delete one or more tracking numbers from the
Track results list, select the number(s) and click
Delete, or click Delete All to delete all tracking
numbers listed. This only deletes the number(s) from
the list. It does not delete the shipment(s) from your
system.

Essentials
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Meet international requirements

FedEx provides reliable, customs-cleared shipping
to more than 220 countries and territories. FedEx

Ship Manager® Software makes shipping to these

international destinations easy and efficient.

International requirements for shipments outside of
the U.S. and Canada may require detailed commodity
information, customs documentation, Electronic
Export Information (EEI) filing, Canada Export
Declaration filing, and other information.

This section guides you through the steps to meet
international shipping requirements:

« Document Shipments

« Commodity/Merchandise Shipments
« Destination Control Statement (DCS) (U.S. only)
« Customs Information

Save time and keystrokes when preparing your
international shipments by setting shipping
preferences for USMCA/T-MEC/CUSMA statements,
terms of sale, shipment purpose and more. The
associated fields populate automatically based on the
recipient and sender selected for the shipment.

Refer to Recipient Preferences or Shipping Profiles
for detailed instructions.

Expert
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Advanced Expert

Document shipments
A document shipment includes letters, statements, T At e
applications, and other types of correspondence. [ PR S - FodE
Fuewr ey Dmrw  Feee ST ey -
If your shipment contains only one type of document, [ooitemten ____________ Bewessiwesey |
refer to the Single Document section. e == '
If your shipment contains more than one type of st I
. . Tt e
document, follow steps 1 through 9 in the Single b
Document section, then refer to the Multiple ———
. ot L., S
Documents section. et L et
Note: If your shipment contains more than one package, refer to :-'T__w
Multiple-Piece Shipments (MPS) for detailed instructions on preparing ':*_":"_l:
multiple-piece shipments. ey
T
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Single document
1. Complete the Shipment details screen.

2. Click Document as the Package contains option in
the Package and shipment details section. When
Document is clicked, the Document Description field
displays.

3. Select a customs-approved document description or
enter your own description, up to 135 characters.

Note: The document description you select or enter on this screen
automatically populates the Document description on the Document
screen. Any change made to the description on the Document screen
automatically updates the Document description field on the Shipment
details screen.

4. Select Print FedEx generated Commercial Invoice
check box if your document requires a declared
customs value or if the destination country requires a
Commercial Invoice.

The Commercial Invoice is the official transaction
record between an exporter and an importer. Along
with the FedEx Ship Manager® Software shipping
document, customs officials rely on this paperwork to
clear shipments across international borders.

5. Enter Total carriage value for your document.

6. Select the carriage value currency type allowed by the
destination country for FedEx Express® shipments.

7. Enter Total Customs Value for your documents,
if required.

Advanced Expert

8. Complete Billing details section.
9. Click Options tab to select additional shipping

options and special service options.

10.Click ShipAlert tab to send shipment notifications

to your customer, yourself, and others. For more
information, refer to page FedEx ShipAlert®

11.Click Ship to process the shipment and print the

shipping label.

Package and shipment detalis

Package conlans % Docurment ) Commadiy Merchandse
Busmbeor of packoasgre: | Kertical packags
Wight - 12 .hi w | Wan T
Service iype: | £ - FedEx Infematonal Poonty®
Package type:  Othes Fack.aging
Fack sge dimensiong: | Select an item

= S
Ship date: [11/25/2022 . R
S H
I=r ATiane Y e 5000 uso e

Toba Coglomg Vahss: (5000
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Multiple documents

If your shipment contains more than one type of
document, complete steps 1 through 9 of the Single
document instructions then continue below.

1. Click Document tab.

2. Select a customs-approved Document description i i Rl i B -
or enter your own description, up to 135 characters. r————— o ,
This field is populated automatically if you entered I i |
a document description on the Shipment details e
screen.

Any change made to this field automatically updates
the Document description field on the Shipment
details screen.

3. Select Country of manufacture where the document
was produced.

4. Click Add to shipment.

5. Repeat steps 2 through 4 for each document type in |
your shipment.

6. To view, edit or delete a document description,
select the description from the Document summary
and click the appropriate function.

7. When you have added all document types, click Ship
to process the shipment and print the shipping label.

[- VI P P ST  UNNITI T S — — T P g L | . |
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Commodity/merchandise shipments

To prepare a commodity/merchandise shipment:

1.
2.

Complete the Shipment details screen.

Click Commodity/Merchandise as the Package
contains option in the Package and shipment details
section.

Note: If your shipment contains more than one package, refer to Multiple-
Piece Shipments (MPS) for detailed instructions.

Click Options tab to select additional shipping options
or special service options.

Click ShipAlert tab to send shipment notifications to
your customer, yourself, and others.

After you complete the screens noted above, click
Commodity/Merchandise tab. The Commodity/
Merchandise screen displays.

Continue with Add a Commodity on the next page.

Expert
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Add a commodity
1. Use one of the following options to add a commodity:

« Select an existing Commodity ID and continue
with Additional Commodity Information in this
section.

+ Enter a new Commodity ID to add and save a
new commodity then press the Tab key. The Add
Commodity screen displays. Continue with step
2 on the next page to enter required commodity
information. Once you have entered the required
information, click OK to save the commodity
to the Commodity database, and return to the
Commodity/Merchandise screen.

« Skip the Commodity ID field and continue with
step 2 on the next page.

Note: You can add, view, edit, and delete commodities in the Commodity
database. You can also print commodity reports. To access the database,
select Commodity from the Databases menu and refer to Database

Functions.

Advanced Expert
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2.

Enter a commodity description, up to 450
characters. This description is printed on the
following customs documents and eliminates
manual air waybills:

+ Certificate of Origin (U.S. only)

« USMCA/T-MEC/CUSMA Certification of Origin
+ Shipment Detail

« Proforma Invoice

Note: A warning message is displayed for all FedEx Express® international

shipments when you enter a commodity description that is considered

vague. Enter a more distinct description to help reduce customs issues

during the clearance process and to provide you with more accurate

information when preparing your commodity shipment.

To access this warning, select Customize User Prompts from the

Customize menu and click Prompt for Vague Commodity Warning

message. Then select Prompt or Don’t prompt and click OK to save your

selection.

3.

o

Select Country of manufacture for the commodity.
If more than one country is used to manufacture
your goods, you will need to select Country of
manufacture which represents the majority of
goods manufactured.

Enter Quantity of the commodity you are shipping.
Select Unit of measure and enter the Unit value.

The Total customs value is calculated automatically
based on the Quantity and Unit value.

7.

Expert

If you want to enter optional commodity information,
continue with the Additional Commodity Information
instructions on the next page.

If you do not want to enter optional commodity
information, click OK to save the commodity to the
Commodity database and return to the Commodity/
Merchandise screen, or click Add and continue with
the Commodity Summary instructions.

To update the USMCA details, select the Applies

to USMCA/T-MEC/CUSMA Certificate of Origin
checkbox in the USMCA/T-MEC/CUSMA Information
section. The Origin Criterion, Producer and Net Cost
of the commodity can be updated here.
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Commodity description validation
The Software now validates the description of the

commodity provided in the Commodity Description field
during your commodity shipment. A detailed description
of the commodity reduces customs issues created during

the clearance process.

If a vague description is entered, an error message or a
warning message is displayed based on the description

entered for the commodity.

In case an error message is displayed, you will not be

allowed to proceed with the shipment. To continue

with the shipment, you must provide a more accurate

description of the commodity being shipped.

If a warning message is displayed, you can still continue

with the shipment.

Advanced Expert
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Additional commodity information
1. You may enter the following optional commodity
information:

+ Total commodity weight

« Harmonized code

« HS Code Lookup

« Part number or manufacturer number

« Distinguishing marks/numbers on the outside of
the package Unique SKU, item number or UPC used
to identify the commodity

+ Commodity Purpose
« Exportlicense number and expiration date

« This Commodity is Restricted/Regulated checkbox
allows you to classify a commodity as a restricted
or a regulated commodity in the commodity
database.

Note: Export License field uses a minimum of 7 characters using the
format ANNNNNN and a maximum of 12 characters using the format
ANNNNNNXXXXX.

2. If your shipment applies for USMCA/T-MEC/CUSMA
(North American Free Trade Agreement), you may select
the Applies for USMCA/T-MEC/CUSMA Certification of
Origin check box. Follow the USMCA/T-MEC/CUSMA
Certification of Origin instructions on the next page.

Advanced Expert

3. If USMCA/T-MEC/CUSMA does not apply, click Add to
shipment.

4. Repeat these steps for each commodity in the shipment.
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Note: Once you click the Harmonized Code Search button, if the connection
to trade tool cannot be established, an error message “The Harmonized Code
lookup is not available at this time. Please try again later.” is displayed.
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Commodity summary

Each commodity added appears in the Commodity
summary section. You can view, edit or delete each
commodity in your shipment.

« To add additional charges to the shipment, enter the
amount in the Additional charges field.

A —— - - - — i E
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USMCA/T-MEC/CUSMA Certification of Origin

A USMCA/T-MEC/CUSMA Certification of Origin may
apply if the shipper and recipient are located in the U.S.,
Canada or Mexico, and at least one commodity was
produced in one of these countries.

1. Select Applies for USMCA/T-MEC/CUSMA Certification
of Origin check box in the Additional commodity
information section on the Commodity/Merchandise
screen.

2. Select the following Origin Criterion option for each
commodity in the shipment.

+ A-The good was obtained or produced entirely in
a USMCA/T-MEC/CUSMA country.

« B-The good was produced entirely ina USMCA/T-
MEC/CUSMA country and satisfies the specific
origin that applies to its tariff classification.

+ C-The good was produced entirely in a USMCA/T-
MEC/CUSMA country from originating materials.

+ D-The goods were produced in a USMCA/T-
MEC/CUSMA country but do not meet the rule of
origin because the goods were imported into the
territory of a USMCA/T-MEC/CUSMA country in
an unassembled or disassembled form, but were
classified as assembled goods.

+ E-Certain data processing goods and their
parts that did not originate in a USMCA/T-MEC/
CUSMA country are considered originating upon
importation when the Most-Favored-Nation
tariff rate of the good conforms to the rate and is
common to all USMCA/T-MEC/CUSMA countries.
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3. Select Yes if you are the producer of the commodity.

Select No if you are not the producer of the commodity.
Indicate whether the certificate

is based upon: P e i
« No (1) - Your knowledge of the commodity R I ERRERRRBIEBSBESSSS=REE ..
« No (2) - Written statement from producer ‘—::é = 1 = e ———
« No (3) - Signed certificate from producer __ .

(RVC) as a percentage of the net cost to produce the good.

Net cost represents all costs incurred by the producer minus v . 5 | =
promotions, royalties, shipping, and non-allowable interest e _
costs. i ~=-
+ No-Select No if the RVC is not calculated according to
the net cost method.

+ NC-Select NCif the RVC is calculated according to the
net cost method.

+ NC plus date range - Select NC plus date range if RVC
is calculated according to the net cost method over a
period of time. Enter the beginning and ending dates
of the time period ina MM/DD/YYYY format or select
from the calendar icons.

1
i
!
|
4. The Net cost (NC) method calculates regional value content - - |
1
|
|
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Destination Control Statement (DCS) (U.S. only)

The Destination Control Statement (DCS) is available with FedEx
International First®, FedEx International Priority®, FedEx International
Economy®, FedEx International Priority® Freight and FedEx
International Economy® Freight services.

The DCS must be entered on the invoice and on the Bill of Lading,

air waybill or other export control document (e.g., Commercial
Invoice, label, packing slip, Certificate of Origin) that accompanies
the shipment from its point of origin in the United States to the
ultimate consignee or end-user abroad. This also applies to all

export shipments sent from any country where the exporteris a U.S.
company. The person responsible for preparing those documents is
also responsible for entering the DCS. FedEx provides the DCS for the
Commercial Invoice and the label.

The shipper is responsible for placing the DCS on the packing slip and
the Certificate of Origin.

Based on the type of export shipment that you are processing, the
current statements you must use are as follows:

« DCSrequired for most U.S. exports: “These commodities,
technology or software were exported from the United States in
accordance with the Export Administration Regulations. Diversion
contrary to United States law is prohibited.”

+ DCS for U.S. exports controlled by the U.S. Department of State:
“These commodities are authorized by the U.S. government
for export only to [country of ultimate destination] for use by
[end-user]. They may not be transferred, trans-shipped on a
noncontinuous voyage, or otherwise be disposed of in any other
country, either in their original form or after being incorporated
into other end-items, without the prior written approval of the U.S.
Department of State.”
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Enter the Destination Control Statement (DCS)

1. Complete the required sections on the Shipment details e

screen then click the Options tab. e p—
e e S L —
2. Inthe Destination Control Statement (DCS) section, = ] | i _
select one of the following options in the DCS Type [ - | :

drop-down menu: -
+ Not Specified '
« U.S. Department of Commerce (DOC)
« U.S. Department of State (DOS) e —
+ Both—DOS and DOC
« The default value is set as ‘Not Specified.

3. If youselect U.S. Department of State (DOS) or Lo
Both-DOS and DOC, the following fields display with
entries related to your shipment:

« DOS Destination Country(ies) — This is the
destination country code.

s Ly, Bt bl st Migit st Moo s, Pt s ol il s [T AT ST

+ DOS Destination Recipient — This is the recipient’s
company name. If the recipient’s company name is
blank, the recipient’s contact name is displayed.

4. Confirm these field entries or change them as needed.
5. Continue with processing your shipment.
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FedEx International First® Expansion

FedEx Ship Manager® Software enables you to ship
packages using FedEx International First® service via
the following lanes:

« Fromthe U.S,, Canada, Europe, Middle East and
Africa, Latin America and the Caribbean, Hong

Kong, Taiwan, and Japan to Southern and Eastern
China.

« Fromthe U.S., Canada and Latin America, and the
Caribbean to Singapore.

2010 INCOTERMS update

The International Chamber of Commerce issued

a revision to the internationally recognized trade
terms, INCOTERMS 2010, effective Jan. 1, 2011. To
accommodate this revision, FedEx Ship Manager®
Software includes the following new terms in the Terms
of sale drop-down menu and prints these values on
applicable shipping documentation (e.g., Universal
Commercial Invoice):

« DPU (Delivered at Place of Unloading).
« DAP (Delivered at Place).

Advanced Expert

Setting return address for cross-reference numbers
for international shipments (U.S. only)

FedEx Ship Manager® Software allows you to set a
return address at the cross-reference number level for
FedEx International Priority DirectDistribution®, FedEx
International Economy DirectDistribution®™ Service and
FedEx International Priority DirectDistribution® Freight
shipments.

After you create cross-reference number labels, place
a label on each package. Each cross-reference number
in the shipment can have a different alternate return
address.

For skidded shipments, place one cross-reference
number label on each skid within the shipment. All
packages on any one banded or shrink-wrapped skid can
be shipped to one destination. Never place the master air
waybill or tracking number on a package. Instead, place
it inside an overnight letter containing the regulatory
documentation.

This feature also applies to FedEx International Priority
DirectDistribution® single point of clearance (SPOC)
countries, since they may have different return addresses
for each cross-reference number. Each cross-reference
number in the shipment can have a different alternate
return address. An alternate return address automatically
prints in lieu of the Sender address on the cross-
reference number labels.
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Customs information Tracking number bar code

FedEx Ship Manager® Software introduces a new design To allow FedEx Customs Clearance personnel to scan
for the Customs screen and new preference settings for customs documentation and match tracking numbers
your customs documents. This new design simplifies with air waybill data for faster document handling, the
international shipping by printing shipping labels and tracking number bar code prints on the first page of all
the following customs and regulatory documents: customs documents.

The bar code is not included on customs documents

.« Tracking number bar code printed on a dot-matrix printer.

« Setting customs document preferences T

Fin Dl iy S binpses  ewsd  Prged  Seimaes e

« Customs screen Bl et Vb g Ak Bopess Fie FodE

P R e PR L wergems e

« Commercial Invoice/Proforma Invoice information

« Importerinformation

« Electronic Export Information (EEI) (US only)

« Canadian Customs Export Declaration Information e e —— [rm——
(Canada only) i nerecay mt

« Customs documentation e e

« FedEx® Electronic Trade Documents - A
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Setting customs document preferences

To help simplify completion of the Customs screen, your
international shipping profile provides a new Customs
Documents tab for document and image preferences.

1. Select Shipping Profiles from the Customize menu. The
Shipping Profiles screen is displayed.

2. Select the Default International Shipping Profile and
click View/Edit. The View/Edit International Shipping
Profile screen is displayed.

3. Click 5-Customs Documents tab.

4. Inthe Document preferences section, select preferences
for your Commercial Invoice or Proforma Invoice. When
you select a FedEx generated document, select number
of copies required for your shipment from the Print
Copies drop-down menu.

5. To upload letterhead and signature images to display on
the FedEx generated Commercial Invoice or Proforma
Invoice, click Upload Images in the Letterhead and
Signature for FedEx generated Commercial Invoice/
Proforma section. The Upload images screenis
displayed.

6. Use a digital image of your letterhead/signature or scan
these images. If you scan the images, crop them to the
appropriate sizes:

+ Letterhead image — Maximum of 7.5 x 1.6 inches.
+ Signature image — Maximum of 3.5 x 0.5 inches.

Advanced Expert

. Inthe Company letterhead image section, click Browse to

select the appropriate letterhead image file.

. For your letterhead, from Apply to countries drop-down

menu, select Only countries to where required, or All to
apply to all shipments.

. Inthe Signature image section, click Browse to select the

appropriate signature image file.
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10.Select Always apply signature check box to apply the

signature to all shipments.

11.If you want to remove the image, click Remove. If you
want to replace the image, click Remove and then click

Browse to select a new image.

12.To save your preferences, click OK on this screen and all

subsequent Shipping Profile screens.
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Customs screen

To process an international shipment using the updated
Customs screen, follow these steps:

1.

Select Commercial Invoice/Proforma check box

(if applicable) and select a document from the
Complete document using drop-down menu. If

you select a FedEx generated document, select the
required number of copies to print for the shipment
from the Print copies drop-down menu.

Click Add optional info to provide additional
information to display on FedEx generated
documents. You can perform several actions,
including selecting terms of sale, entering additional
charges, including a USMCA/T-MEC/CUSMA
statement. Click View/Edit importer to change the
importer information.

Select USMCA/T-MEC/CUSMA Commercial

Invoice - Certification of Origin checkbox to select
between FedEx generated and your own commercial
invoice. If FedEx Generated USMC/T-MEC/CUSMA
Commercial Invoice is selected, the View/Edit button
is displayed.

Once you click the View/Edit button, USMCA/T-
MEC/CUSMA Commercial Invoice - Certification of
Origin window is displayed.

Essentials

Advanced
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b

Update the Certifier, Exporter, Producer, Consignee &
SoldTo information from the dropdown. Select Other
option from the dropdown to update other details.
The view/Edit Button is enabled & on clicking this -
View/Edit of that screen will be displayed for entering
the details respectively (Certifier, Exporter, Producer,
Consignee, and SoldTo).

6. Add the Additional Information —as Terms of Sale from
the dropdown & other necessary information & click OK
button.

7. Since the AES/EEI (formerly SED) check box is always
checked for U.S.-origin shipments, process your
shipment as follows. EEl is Electronic Export Information
and SED is Shipper’s Export Declaration.

8. If your shipment requires EEI filing and you are using the
Automated Export System (AES), select the appropriate
filing option from the drop-down menu and select the
citation type from the Citation Type drop-down menu.
No EEI Required is the default option.

« | have already filed an EEI.

« lwant to file using AESDirect (self-file).

« lwant FedEx to file as my agent (agent-file).
« |l will file an EEIl Post-Departure.

Note: The custom data is transferred to ACE portal via AES Direct when you
select | want to file using AESDirect.

Essentials Advanced Expert
It e i St i : Facbs
e
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9. Enter the AES citation numberin the AES citation
field. Refer to AES Citation Types for more
information.

10.If your shipment does not require EEI filing, select
No EEI Required (default option) from the drop-down
menu and then select the appropriate FTR exemption
number from the FTR Exemption drop-down menu.
Refer to the FTR Exemption Codes table for the
current FTR exemption codes.

Note: For Canada-origin shipments, Export Permit # and Canada export
declaration options display instead of AES/EEI (formerly SED). Provide
the required information for these options, if applicable.

11.If your shipment requires EEI filing and if you choose
“I want to file using AES Direct” option, the “File
AES Direct” button is displayed. When this button is
clicked, FedEx Ship Manager® submits the shipment
data to the AES Direct (ACE secure data portal) via
the Weblink interface.

12.Click Add other trade documents. Select any of
these other trade documents for your shipment
(e.g., Certificate of Origin). For FedEx generated
documents, you can select the number of copies
to print. If you select USMCA/T-MEC/CUSMA
Certification of Origin check box, click View/Edit, and
provide the required information.

Advanced Expert

13.Select Print Shipment Detail check box to print the
shipment details.

14.When you have completed the Customs screen, click
Ship to process your shipment.
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Commercial Invoice/Proforma Invoice information

FedEx Ship Manager® Software prompts you when a
Commercial Invoice is required for all International,
Outbound (non-Distribution) shipments (FedEx

International Priority® Express, FedEx International g e g e ey s

Priority®, FedEx International Economy®, and FedEx R ome ek Bapepme e S B, Fed' «
International Ground® shipments). e e
You can use your own Commercial Invoice, or create, and oA A
print a Commercial Invoice using the information you enter v

into FedEx Ship Manager® Software. = sy

To use your own Commercial Invoice/Proforma Invoice

for customs clearance:

1. Complete Shipment details, Options and Commodity/
Merchandise screens.

2. Click Customs tab.

3. Select Commercial Invoice/Proforma check box on the
left side of the screen. o

I =i i b e

Note: Since this is the default setting, you do not need to return to the
Customs screen to complete your shipment if no other information is
required on this screen.

4. Complete any additional fields on this screen or any
documentation required for your shipment.

5. Include the required number of copies of the
Commercial Invoice/Proforma Invoice with your
shipment.
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To create a Commercial Invoice/Proforma Invoice:
1. Complete the Shipment details, Options, and
Commodity/Merchandise screens.

2. Click Customs tab.

3. Select Commercial Invoice/Proforma checkbox on
the left side of the screen.

Notes:

« If you want this option to be checked automatically, select FedEx
generated Commercial Invoice or FedEx generated Proforma as a
preference in the International Shipping Profile.

Refer to Shipping Profiles.

+  You can set the top margin to print the Commercial Invoice on
company letterhead, which is a requirement for some countries.
Refer to Customize Forms to select this option.

4. Select number of Print copies.

5. Click Add optional info. The Commercial Invoice/
Proforma Invoice information screen displays.

6. Select Terms of sale.

Free Carrier (FCA/FOB)
+ Selleris responsible for all costs of delivering
goods to destination.

Carriage Insurance Paid (CIP/CIF)
« Selleris responsible for freight, insurance, and
miscellaneous charges to destination.

Carriage Paid To (CPT/C&F)
+ Selleris responsible for cost of freight to
destination. Buyer is responsible for insurance.

Ex Works (EXW)
« Seller makes goods available to buyer. Buyer is

responsible for delivering goods to destination.

Advanced Expert
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Delivered Duty Unpaid (DDU)
« Selleris responsible for delivering goods to destination.
Buyer is responsible for clearing goods through
customs.

Delivery Duty Paid (DDP)
« Selleris responsible for delivering goods to destination,
including duties, taxes, and miscellaneous fees.
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7. Enter additional freight, insurance and miscellaneous
charges to print only on the Commercial Invoice.

8. Enter optional information, such as reference, purpose and
invoice number.

The Purpose field prints on the Commercial Invoice and helps
customs correctly assess duties, taxes and fees for shipments.

The Purpose menu contains the following correct text options
for purpose assessments:

« Gift

+ Not Sold

+ Personal Effects

« Repair and Return

« Sample

+ Sold
9. Enter up to 3 optional comment lines to print on the

Commercial Invoice.

10.Select The shipper and recipient are related parties
check box if the shipper and recipient are related (e.g.,
subsidiaries).

11.Select Include USMCA/T-MEC/CUSMA statement check box
if the shipper and recipient are located in the U.S., Canada
or Mexico, and at least one commodity in the shipment was
produced in one of these countries and the total value of
the goods shipped is considered to be of a lower value:
$2,500 USD or less for shipments to the U.S.
$1,600 CAD or less for shipments to Canada
$1,000 USD or less for shipments to Mexico
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Terms of Sale
To select a terms of sale value, follow these steps:

1. Enter the required information for your international
shipment and click Customs tab. The Customs screen is
displayed.

2. Click Add optional info to provide additional information
to display on FedEx generated documents. The ——
Commercial Invoice/Pro Forma Invoice information .o

screen is displayed. e e s

3. Select a value from the Terms of sales drop-down menu.

4. Enter any additional charges or information as required, 22 s i
including a USMCA/T-MEC/CUSMA statement. _ iy -

5. Click View/Edit Importer to change the importer
information, as needed. The View/Edit Importer = ;
screen is displayed. — - - =

6. Enter your changes and click OK. The Commercial
Invoice/Pro Forma Invoice information screen displays
again.

7. Click OK to save your changes.

8. Click Document Preview to preview the document
before shipment. The selected document will
be displayed with the tracking number as
EXXXXXXXXXXXX” and contain the DRAFT watermark in
the background.

Page 101



Advanced Expert

Importer information e =
If the recipient is not the importer of record, click View/Edit i—_ s e
Importer to enter and save the Importer of Record information. e e
View/Edit Buyer Information e G s
To provide 3rd party transportation payer visibility for FedEx :w: v~
International Ground® service shipments, click View/Edit Buyer s —'I s
to enter and save the Buyer information. S
During IDD Ground and Express shipment, the buyer is allowed
to add additional information to the shipment details. e
If the Sold to Party is not set in IDD master shipment, then — —
the address details are displayed same as specified recipient [ R ——— e Fed: -
address in View/Edit Buyer screen. T —————————
[ —— =]
Ey—pe——
Pt p v ___T _- __
. == T —
i e e =

I
Page 102



Customs documentation

To print shipment details and/or Certificate of Origin/
Additional Air Waybill, select the appropriate check box in the
Customs documentation section. These customs documents
are not generated automatically.

Additional Air Wayhbill

The Additional Air Waybill checkbox allows you to print the
required number of air waybill copies for an international
shipment. It can be printed using the following formats:

« Thermal Label

. PDF
- PNG
.- DIB

To print the additional copies of an Air waybill ,
« Select the Additional Air Waybill checkbox and the
number of copies.

Expert

To print a USMCA/T-MEC/CUSMA Certification of
Origin:

1.
2.

Select USMCA/T-MEC/CUSMA Certification of Origin.

Click View/Edit to make any changes needed. The View/
Edit USMCA/T-MEC/CUSMA Certification of Origin screen
is displayed.

For Exporter, select a sender to fill in the exporter name
and address on the certificate. The current sender is
usually the exporter.

For Exporter, select a sender to fill in the exporter name
and address on the certificate. The current sender is
usually the exporter.
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. For Producer, select one of the following:

« Same as Certifier or Exporter

« Various Producers

+ Available upon request by the importing authorities
« Attached producers list

« Other

. Click OK

. Select the Importer details, enter the Blanket period and
click OK.

. Click View/edit images to view or edit the image of your

signature. Click on Browse button to fetch the signature
image and click OK.

. Click on Attach your Document(s) button to attach the
required documents/local files for the shipment. Select the
document and click OK.

Note: You can see a list of attached documents under “Attachments” section.

. Click Ship to process your shipment and print customs
documents.

Expert
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FedEx Ship Manager® Software removes the ability for

ExPort information FedEx electronic shipping solution customers to select
. . post-departure or downtime citations of EEI filing for the
»  Electronic Export Information (EE) , following shipments: State Department Agreements, DSP-5
- Canadian Customs Export Declaration information License, DSP-61 License, DSP-73 License, DSP-85 License,
DSP-94 License, 36 DEA Permit, 236 DEA Permit and 486
DEA Permit.

Electronic Export Information (EEI)

If you are shipping from the U.S. and your shipment requires
EEI filing, complete the Electronic Export Information (EEI)
information on the Customs screen.

FedEx Ship Manager® Software does not allow group
shipping with a Shipper’s Export Declaration (SED) if an SED/
EEl filing is required.

To help you determine if your shipment requires EEl filing, go e ereilesediveeiet et o FocEx
to the FedEx® Global Trade Manager website at fedex.com. === o e e~ e

Select the SED/EEI Tools and Information link then select e
SED/EEI quick check. FedEx recommends that you register as T e =
a user on fedex.com to access a variety of international tools ——— S i

online to assist you in your shipping.

For detailed steps to self-file or agent-file an EEl, please

refer to the FedEx EEI Filing Options Guide. To download

a PDF copy, go to: fedex.com/us/ship-manager/software/ e
resources/support/customs.html.

Since the AES/EEI (formerly SED) check box is always

checked, refer to Customs Screen for current international

shipping and EEl filing information. EEl is Electronic Export -

Information and SED is Shipper’s Export Declaration. e o LA RIS e il

I
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Canadian Customs Export Declaration Information

If you are shipping from Canada and your shipment requires
an Export permit number or Canada Export Declaration follow
these steps:

1. If required, enter an Export Permit # for your shipment.
An Export Permit # is required for international shipments
containing controlled or regulated goods.

For more information, refer to Export Permit Number in the
online help.

2. Canada Export Declaration (CAD)

Canadian shippers are required to submit a Canada Export
Declaration for document and non document international
shipments that contain:

« Commodities or documents worth $2,000 CAD or
more that are destined to rest of the world.

« Commodities that are controlled, regulated or
prohibited that are destined to rest of the world.

« A Canada Export Declaration is not needed for
shipments to the U.S,, Puerto Rico or the U.S. Virgin
Islands.

3. Canada Export Declaration Filing Options

Select a Canada Export Declaration option and complete
the required information.

+ 1-No Canada Export Declaration required - Select the
Canada Export Declaration Exemption Number applicable
for your shipment from the dropdown list.

+ 2-Declaration will be printed and attached -Print and
provide three copies of the Electronic Export Declaration
form with your shipment paperwork.

Advanced Expert

» 3-Declaration filed electronically — Enter the 15-32
alphanumeric Proof of Report (POR) # for your
Canada Export Declaration.

+ 4-Summary reporting — Enter the 7-32 alphanumeric
Summary Proof of Report#.

4. Click Ship to process your shipment.
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Export declaration for German shipments

When you process a German Outbound international shipment,
an option is available to provide the ‘Movement Reference
Number’ or exemption declaration for clearance. This includes
Returns, FedEx International Priority DirectDistribution® (IPD),
and FedEx International Priority DirectDistribution® Freight
(IDF) shipments.

Note: This is not applicable to the destinations within the European Union (EU).

‘Germany MRN’ field is added to International shipping profile
for ‘Return-shipment’ preference type.

Under Customs Documents section, select the ‘Movement
Reference Number (MRN)’ check box.

For shipments greater than 1000€:
« To provide the MRN, select ‘Yes, | will provide my MRN

number (Yes)’ from the drop down, and enter the MRN in the

textbox (allows up to 18 alphanumeric characters).
Note: You cannot process the shipment without the MRN after you select ‘Yes’ to
provide MRN.

+ To exempt the declaration, select ‘My shipment does not
require an MRN (Exempt)’ and process the shipment.

.I.'l'-rr' L b R ﬁl
e e S s S ke Ssbemew T i M - - -
e e ]

Expert

For shipments lesser than 1000€:

To provide the MRN, select ‘Yes, | will provide my MRN
number (yes)’ from the drop down, and enter the MRN in
the textbox (allows up to 18 alphanumeric characters).

Note: : Entering the MRN is optional for outbound shipments. You can
process the shipment without the MRN also. But for return shipments, MRN is
mandatory to proceed.

To exempt the declaration, select ‘My shipment does not
require an MRN (Exempt)’ and process the shipment.

If you do not have the MRN, select ‘No, | don’t have the MRN
number (No)’ and process the shipment.

& P = = -
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Foreign Trade Regulations (FTR) Exemption codes
This table lists the FTR codes and explanations that replace the FTSR (Foreign Trade Statistics Regulations) codes.

FTR Exemption | FTR Exemption “Short” Description FTR Exemption “Long” Description
1 ' NOEEI30.2(d) @ Shipments destined from U.S., Puerto Rico, | Exemption for shipments outbound from U.S. or U.S.
(2) or U.S. Virgin Islands to other U.S. Territories | Virgin Islands or Puerto Rico, to the following U.S.
(American Samoa, Guam, and Northern territories: American Samoa/AS, Guam/GU, and Northern
Mariana Islands); and U.S. Virgin Islands to Mariana Islands/MP. Also applies to shipments from U.S.
U.S. or Puerto Rico. Virgin Islands to Puerto Rico or U.S.
2 NOEEI30.36 Shipments originating in the U.S. (including | Exemption for shipments originating in the U.S. (including
Puerto Rico when country code = US) Puerto Rico when country code is US) destined to
destined to Canada; does not apply if Canada.

shipment requires export license/permit, NOTE: Exemption DOES NOT apply to: (1) shipments

subject to ITAR, rough diamonds, or sent for ' requiring an export license/permit; (2) shipments sent

storage in Canada, but ultimately destined  for storage in Canada, but ultimately destined for

for third countries. third countries; or (3) shipments of rough diamonds or
commodities controlled by USML of ITAR.

3 NOEEI30.37(a) Shipments valued at USD $2,500 or less per | Exemption for shipments valued at USD $2,500 or less
Schedule B classification for commodities per Schedule B/HTSUSA classification for commodities
shipped from one USPPI to one consignee shipped from one USPPI to one consignee on a single
on a single export carrier; does not apply if ' export carrier.
shipment requires export license/permit, NOTE: Exemption DOES NOT apply to: (1) shipments

subject to ITAR, rough diamonds, or to requiring an export license/permit; (2) shipments of
proscribed Country Group E (EAR 15 CFR rough diamonds or commodities controlled by USML of
740). ITAR; or (3) shipments to proscribed countries listed in

Country Group E (EAR 15 CFR 740). Currently FedEx does
not service any proscribed country from the U.S.

.
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- FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description

4 NOEEI30.37(e) For Carrier Use Only when inbound Exemption for shipments transported inbound through the
shipments are being exported with no entry ' U.S. for export to a third country and exported from another
into a warehouse or FTZ. U.S. port or transshipped and exported directly from the port

of arrival never having made entry into the U.S.

NOTE: If entry for consumption or warehousing in the U.S. is
made, then an EEl is required if goods are then exported to a
third country from the U.S.

5 NOEEI30.37(f) Export of technology and software as Exemption for export of technology and software as defined
defined in EAR 15 CFR 772 that does not in EAR 15 CFR 772 that does not require an export license.
require an export license. NOTE: EEl is required for mass-market software, which is

defined as software that is generally available to the public
by being sold at retail selling points, or directly from the
software developer or supplier, by various means (i.e., over-
the-counter, mail-order, telephone, electronic) and designed
for installation by the user without further substantial
technical support by the developer or supplier.

6 | NO EEI30.37(g) Shipments to foreign libraries, government ' Exemption for shipments to foreign libraries, government

establishments, or similar institutions, as establishments, or similar institutions, as provided in FTR
provided in FTR Subpart D 30.40(d). Subpart D 30.40(d).

7 | NO EEI 30.37(h)  Shipments authorized under License Exemption for shipments authorized under License
Exception GFT for gift parcels/ humanitarian ' Exception GFT for gift parcels and humanitarian donations
donations (EAR 15 CFR 740.12). (EAR 15 CFR 740.12).

8 NOEEI30.37(i) Diplomatic pouches and their contents. Exemption for diplomatic pouches and their contents.

9 | NOEEI30.37(j) Human remains and accompanying Exemption for human remains and accompanying
receptacles and flowers. receptacles and flowers.

I
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- FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description

10 | NO EEI 30.37(k) Company business records (e.g., interplant | Exemption for shipments of interplant correspondence,
correspondence, executed invoices) froma | executed invoices and other documents of company
U.S. firm to its subsidiary or affiliate. business records from a U.S. firm to its subsidiary
or affiliate. (This excludes highly technical plans,
correspondence, etc. that could be licensed).

11 NO EEI 30.37(0) Aircraft parts, equipment, provisions, and Exemption of shipments of aircraft parts, equipment,
supplies for use on aircraft by a U.S. airline to ' provisions and supplies for use on aircraft by a U.S. airline
its own aircraft. to its own installation and aircraft. [EAR license exception

(AVS) for aircraft and vessels 15 CFR 740.15(c).]

12 | NO EEI 30.37(q) Temporary exports that are exported from | Exemption of temporary exports, whether shipped or
and returned to the U.S. within 12 months hand carried that are exported from and returned to the

from date of export. U.S. within one year (12 months) from date of export.

13 NO EEI 30.37(r) Goods previously imported under Exemption of goods previously imported under
Temporary Import Bond for return in the Temporary Import Bond for return in the same condition
same condition as when imported. as when imported, including: (1) goods for testing,

experimentation, or demonstration; (2) goods imported
for exhibition; (3) samples and models imported for
review or taking orders; (4) goods for imported for
participation in races or contests; and (5) animals
imported for breeding or exhibition and imported for use
by representatives or foreign government or international
organizations or by members of the armed forces of a
foreign country.

NOTE: Goods that were imported under bond for
processing and re-exportation are not covered by this
exemption.

[
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-‘ FTR Exemption |FTR Exemption “Short” Description

14

15

16

17

18

NO EEI 30.37(s)

NO EEI 30.37(t)

NO EEI 30.39

NO EEI 30.40(a)

NO EEI 30.40(b)

Issued banknotes, securities, and coins in
circulation exported as evidence of financial
claims.

Documents moving out of the U.S. to
facilitate international transactions (airline
tickets, internal revenue stamps, liquor
stamps, and advertising literature).

Shipments consigned to the U.S. Armed
Services for their exclusive use; does not
apply to commodities subject to ITAR.

Office furniture/equipment/supplies
shipped to U.S. government offices for their
exclusive use.

Household goods and personal property
shipped to U.S. government employees for
their exclusive and personal use.

Advanced Expert

| FTR Exemption “Long” Description

Exemption for banknotes and securities, and coins in
circulation exported as evidence of financial claims.
NOTE: EEl must be filed for unissued bank notes and
securities and coins not in circulation.

ALERT: FedEx can only transport these commodities as
an exception shipment with Legal approval until such
time as they are removed from the Prohibited Items List.

Exemption of documents used in international
transactions, documents moving out of the U.S. to
facilitate international transactions including airline
tickets, internal revenue stamps, liquor stamps, and
advertising literature.

Special exemptions for shipments consigned to the
U.S. Armed Services for their exclusive use, including
shipments to armed services exchange systems.
NOTE: Exemption DOES NOT apply to articles that are
on the USML or controlled by ITAR or shipments not
consigned to the U.S. Armed Services, regardless of
whether they may be for their ultimate use.

Special exemption for office furniture, office equipment,
and office supplies shipped to and for the exclusive use
of U.S. government offices.

Special exemption for household goods and personal
property shipped to and for the exclusive and personal
use of U.S. government employees.
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FTR Exemption | FTR Exemption “Short” Description | FTR Exemption “Long” Description
19 | NO EEI 30.40(c) Food, medicines, and other related items, Special exemption for food, medicines, and related
shipped to U.S. government offices/ items and other commissary supplies shipped to U.S.
employees for their exclusive use. government offices or employees for the exclusive use

of such employees, or to U.S. government employee
cooperatives or other associates for subsequent sale or
other distribution to such employees.

20 NO EEI Books, maps, charts, pamphlets, and similar | Special exemption for books, maps, charts, pamphlets
30.40(d) articles shipped by U.S. government offices | and similar articles shipped by U.S. government offices
to U.S. or foreign libraries, government to U.S. or foreign libraries, government establishment, or
establishment, or similar institutions. similar institutions.
AES Citation types

When entering an AES (Automated Export System)
citation number, select the AES citation type and enter the
corresponding AES citation number. You must enter the
correct format based on the citation type selected.

The internal Transaction Number (ITN) is issued as a Proof
of Filing (POF) statement when AES has received the

data and has approved the shipment for export. The ITN
is generally returned by email to the registered user of
AESDirect and not on the AES screen.

To enter the ITN on the Customs screen, select the filing
option | have already filed an EEI, | want to file using
AESDirect or | want FedEx to file as my agent from the
drop-down menu. Select Pre-Departure ITN from the
Citation Type drop-down menu and enter the ITN in the
AES citation field. An ITN begins with AES and is followed
by X plus 14 numeric digits.

[
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Pre-Departure ITN AES Downtime Citation

If you have an AES Pre-Departure Proof of Filing citation, If AES is down for an extended period of time when you
an internal transaction number (ITN) is included, which is attempt to file your SED/EEI, the Proof of Filing citation
the AES issued approval number that allows you to export format must be AESDOWN #########00 mm/dd/yyyy
the shipment out of the U.S. The valid format must be AES or AESDOWN ##ititit####aa mm/dd/yyyy.
XYYYYMMDDnnnnnn.

« “AESDOWN?” is static and upper case.

o “HHHBHHHH#H00” or "HHHHH#H#HH#AA” represents the
first 9 characters, which is the numeric EIN number
specific to the shipper, and the last 2 characters are
an alphanumeric EIN suffix.

« “AES X”is static and upper case.

« “YYYYMMDD” is the valid date.

« “nnnnnn” is the 6-digit random number issued by AES
when you file your SED/EEI and the record is accepted by
AES.

T o . —
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Post-Departure Citation

If you have a Post-Departure Proof of Filing citation, the valid
format must be AESPOST #########00 mm/dd/yyyy or
AESPOST #########aa mm/dd/yyyy.

«  “AESPOST” is static and upper case.

o “HHHHH#HHH#H00” or “H####H####aa” represents the first 9
characters, which is the numeric EIN number specific to the
shipper, and the last 2 characters are an alphanumeric EIN
suffix.

[
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Reprint custom labels and documents

FedEx Ship Manager® Software prints one shipping label
and one consignee label for FedEx Express® international
shipments from the U.S.

One shipping label and two consignee labels are printed
for FedEx Express® international shipments from
Canada.

To reprint customs documents:

1.
2.

Click Document Reprint tab on the Reports screen.

Enter or select information in the Search criteria
section and click Search.

Select the appropriate shipment from the Search
results section.

Select documents to reprint in the International
documents available for reprint section.

Select an Output option for printing or viewing the
report.

+ Screen-Click Screen to view the report on
screen.

« Print - Enter number of copies and click Print.

» Save file - Click Save file. Select the appropriate
directory, enter the file name, and click OK.

« Documents saved as txt or.rtf files can be
emailed.

Advanced Expert

Removing shipping value from third party
consignee shipping label

By removing Shipping Value from the FedEx® Third Party Consignee
shipping label, FedEx Ship Manager® Software enables you to

mask customs and carriage values on FedEx International First®,
FedEx International Priority®, FedEx International Economy®, FedEx
International Priority DirectDistribution®, FedEx Freight®, FedEx
International Priority® Freight and FedEx International Economy®
Freight shipping labels for FedEx® Third Party Consignee service.

General Agency Agreement

The General Agency Agreement (GAA) is a document that is printed
along with the shipment label and is shipped with the commercial
invoice. A General Agency Agreement confirmation dialog box is
displayed when you click the Ship button on the shipment details
screen.

Note: The General Agency Agreement (GAA) is applicable only to FedEx International
Ground® shipments (U.S to Canada).
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FedEXx® Electronic Trade Documents

Welcome to the world of FedEx® Electronic Trade
Documents. FedEx Ship Manager® Software provides
this new, paperless international shipping solution to
simplify your international shipping needs. Submit your
international trade documentation electronically and you
no longer have to print and attach trade documents to a
shipment.

Capturing and sharing critical trade information as early
as possible optimizes the customs clearance process. You
can upload your Commercial Invoice and associated trade
documents (e.g., other ancillary documents) for data
entry and archiving.

The FedEx® Electronic Trade Documents allows you to:

+ Upload customs documents generated by FedEx, or
upload your own international trade documents as
files or images created on your own systems in your
preferred software format (e.g., PDF, Microsoft® Word,
Microsoft® Excel). You can upload a document up to 5
MB file size.

« Process trade documents without printing paper
copies and placing them in the pouch attached to
your shipment.

« Add acompany letterhead and signature image to the
Commercial Invoice/or Proforma Invoice.

+ Gain additional time to resolve any difficulties with

Expert

trade documents before shipment arrival.

Set preferences to simplify completion of the Customs
screen.

Set defaults for the customs documents you upload.
Use the feature as needed (can be turned on and off).

Before you begin, a FedEx account executive must turn
on the feature’s functionality via a utility.

Shipping enhancements for FedEx® Electronic
Trade Documents

To simplify your international shipping needs even more,
FedEx Ship Manager® Software has enhanced FedEx®
Electronic Trade Documents with several new features:

Electronic submission of FedEx International Ground®
customs documents gives you more new ways to
streamline efforts and increase speed-to-market.

Submitting customs documents to FedEx for future day
shipments as well as current day shipments is quick and
easy. You can now set the shipment date for any date
from today’s date to 10 days in the future.

Ability to produce end-of-day and ad-hoc reports for
FedEx® Electronic Trade Documents shipments, including
the FedEx Ground® Batch Upload Failure Report, FedEx
Express® Batch Upload Failure Report, FedEx Express®
ETD Shipment Report and FedEx Ground® ETD Shipment
Report.
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Since FedEx® Electronic Trade Documents allows you to
submit your international trade documentation electronically,
you no longer have to print and attach trade documents to
your shipments using FedEx Express® International services or
FedEx International Ground®.

Please note that the FedEx® Electronic Trade Documents
option is not available at this time for group shipping,
dangerous goods, dry ice, FedEx International Priority
DirectDistribution® or FedEx International Direct Distribution®
shipments.

Reducing number of FedEx® Electronic Trade Docu-
ments shipping Labels

To save you time and money, FedEx Ship Manager® Software
reduces the number of printed shipping labels by one label
when you use the FedEx® Electronic Trade Documents feature
to create shipping labels for U.S.-origin or Canada-origin
international shipments.

For detailed international shipping instructions using FedEx®
Electronic Trade Documents, please refer to the FedEx®
Electronic Trade Documents Guide. To download a PDF copy,
go to fedex.com/us/ship-manager/software/resources/
support/customs.html.

Note: Your destination country may require printed copies of your trade documents.

Electronic Documents with Originals (EWO) option enables you to upload your
trade documents electronically and printed copies are presented at customs if the
destination country requires printed copies of your trade documents.

Expert

Post shipment document upload
enhancement

With FedEx® Electronic Trade Documents, you now have
the option to upload your trade documents after you finish
your shipment, giving you more flexibility, and control.

You can complete shipments, receive labels, and complete
the documentation later as per your convenience. After
indicating a shipment as a Post Shipment Document
Upload Shipment, you can click “Complete Post Shipment
Document Upload” link which will open the Global Trade
Manager tool for attaching documents after your shipment
is processed.

To enable Post Shipment Document Upload and to view
Electronic Trade Documents (ETD) status, perform the
following steps.

1. Click Ship | Customs tab to view Post Shipment
checkbox.

2. Select Post Shipment checkbox to enable post

shipment.
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Perform the following steps to view ETD shipped list

1. Click Shipping List dropdown and select ETD option to
display View Shipped List-Electronic Trade Documents
(ETD).

2. Click OK.

L] Tt =

You can electronically submit Post Shipment
documents in the following ways:

+ Upload trade documents electronically at shipment
time.

+ Upload trade documents electronically after
shipment creation.

For pre, with, and post shipment uploads, the file size
has been increased from 1 MB to 5 MB. In addition, you
can now use FedEx® Electronic Trade Documents to
upload your trade documents regardless of whether or
not the destination country accepts trade documents
electronically. This will aid in clearance. If the
destination country requires printed trade documents,
you will also be able to print them.

Expert

Additional Advisories

Once you click the additional advisories button, the
Advisories and Prohibits section is displayed.

The advisories section displays the documents need
for the shipment. The prohibits section displays
information of the prohibited commodities and
documents.
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Shipping enhancements for FedEx Express® in Mexico

FedEx Ship Manager® Software allows users in Mexico to see
the IVA (Sales) Tax charge in the detailed shipment quote
that matches the total quote. Mexican customers can ship
to another city within Mexico and the terms and conditions
display in Spanish.

FedEx Ship Manager® will disable the automatic printing
feature of select FedEx International Direct Distribution close
reports from Canada to Mexico to the United States.

FedEx Ship Manager® Software also allows users in Mexico

to process shipments using FedEx First Overnight®, FedEx
Priority Overnight®, and FedEx Standard Overnight® services.
Affected provinces and their codes include:

Aguascalientes (AG)  Hidalgo (HG) San Luis Potosi (SL)
Baja California (BC)  jalisco (JL) Sonora (SO)
Baja California Sur (BS) mMichoacan (MI)  Tabasco (TB)
Chihuahua (CH) Morelos (MO) Tlaxcala (TL)
Colima (CL) Mexico (MX) Tamaulipas (TM)
Campeche (CM) Nayarit (NA) Veracruz (VE)
Coahuila (CO) Nuevo Leon (NL) Yucatan (YU)
Chlapas (CS) Oaxaca (OA) Zacatecas (ZA)
Distrito (DF) Puebla (PU)

Durango (DG) Quintana Roo (QR)

Guerrero (GR) Queretaro (QT)

Guanajuato (GT) Sinaloa (SI)

Expansion of economy options for international
shipments

FedEx Express® international services have expanded
to include new origin and destination lanes for shippers
in the U.S., Canada, Latin America and the Caribbean,
Europe, Middle East and Africa, and Asia Pacific regions.

FedEx International Economy® and FedEx International
Economy® Freight services impact all regions for both
origin/destination country pairs. Also, FedEx International
Economy® Freight service from Canada to all regions is a
new service offering.

FedEx International Economy DirectDistribution®™ Service
is available for contract customers only and applies to
origins in the Europe, Middle East and Africa, and Asia
Pacific regions.
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Service enhancements for FedEx Express®,
FedEx Express® Freight Services, Dangerous
Goods, and Dry Ice

FedEx Express® and FedEx Express® Freight Services have
expanded to include the following new services:

FedEx 2Day® A.M. (U.S. only)

The FedEx 2Day® A.M. service provides a morning delivery
commitment time for planned shipments that can be delivered
in 2 days, rather than using overnight service. FedEx 2Day®
A.M. is delivered by 10:30 a.m. to most areas (noon to some ZIP
codes).

FedEx 2Day® A.M. is also available for return shipments using
FedEx Print Return Labels, FedEx Email Return Labels, FedEx®
Return System (using a Return Material Authorization [RMA]
number), and FedEx Express® Billable Stamps.

This new service provides unique benefits for:

Customers with planned supply chain operations who would
like to turn around the shipment the same day (e.g., receive in
the morning, utilize the contents, and ship out the same day).

Shipments to facilities that are often closed in the afternoons,
and therefore need a morning delivery (e.g., pharmacies,
doctors’ offices).

Shippers that would like to ensure the morning delivery time.

FedEx First Overnight® Freight (U.S. only)

This early morning freight delivery service provides time-
definite early delivery for FedEx Express® Freight Services
shippers who have critical delivery needs to meet business
needs.

Advanced Expert
For freight shippers, FedEx First Overnight® Freight offers
nationwide, early morning delivery of critical shipments
— tailored for urgent manufacturing, distribution or
replenishment needs.

FedEx First Overnight® and FedEx International First®
Dangerous Goods Service

The expansion of FedEx Express® dangerous goods shipping
with FedEx First Overnight® and FedEx International First®
services provides customers with a FedEx option to speed up
their dangerous goods shipments. Dangerous goods shipments
need to be delivered as soon as possible — batteries, machine
parts, special equipment or test samples that are needed for
airplane repairs, assembly lines or laboratory treatments. And
some shipments need to move quickly to ensure the contents
do not expire, such as flammable liquids packed in dry ice.

Key benefits include:

« Using FedEx First Overnight® to ship FedEx Express®
dangerous goods to expedite shipments that would typically
be sent overnight.

« Using FedEx International First® to ship FedEx Express®
dangerous goods inbound to the U.S. from origins currently
offering FedEx International First® and FedEx International
Priority® dangerous goods service in Canada, Latin America
and the Caribbean and Europe, Middle East and Africa.

« Using current forms to create shipping labels for FedEx First
Overnight® and FedEx International First® dangerous goods
shipments. These forms include air bills and the Shipper’s
Declaration for Dangerous Goods (M-1421C).

Note: You cannot use FedEx First Overnight® and FedEx International First® to
ship radioactive materials.
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FedEx Express® Freight Saturday Pickup (U.S. only)

FedEx Express® Freight Services for U.S. domestic and U.S.
outbound international express freight has a Saturday
pickup option available. For heavyweight shipments that
cannot wait until Monday for pickup, FedEx Express® Freight
Saturday Pickup will pick them up earlier at shipping docks to
accelerate transit times.

FedEx Express® Freight Saturday Pickup is available for

all services, including FedEx 1Day® Freight, FedEx 2Day®
Freight, FedEx 3Day® Freight, FedEx International Priority®
Freight, and FedEx International Economy® Freight. Every
ZIP code offering FedEx Express Freight Saturday Delivery
supports FedEx Express® Freight Saturday Pickup.

FedEx First Overnight® Saturday Delivery (U.S. only)

This service extends the Saturday Delivery special handling
option within U.S. domestic locations (and from Puerto Rico)
to FedEx First Overnight®. Shippers with time-critical needs
that can’t wait until Monday can benefit from the earliest
possible option on Saturday. Every ZIP code that supports
Saturday Delivery for FedEx Priority Overnight® and FedEx
First Overnight® weekday service can receive FedEx First
Overnight® Saturday Delivery shipments.

FedEx International First®

FedEx International First® has been expanded to 32 new
origin countries, effective September 29th, 2014.

Advanced Expert

FedEx International First® Saturday Delivery (U.S.
only) FedEx International Economy® and FedEx
International Economy Freight® Dangerous Goods,
and Dry Ice Service (U.S. only)

FedEx International Economy® and FedEx International
Economy® Freight now accept dangerous goods and dry
ice shipments from the U.S. to all locations that accept
these commodities using FedEx International Priority® and
FedEx International Priority® Freight services. For your less
time-critical shipments containing dangerous goods and
dry ice, you now have the choice of a more cost-effective
shipping solution, and still benefit from FedEx service
reliability and expert handling.

Key benefits include:

« Shipping dangerous goods to more international
destinations with FedEx than with any other express
carrier. FedEx International Economy® and FedEx
International Economy® Freight accept dangerous
goods for shipping to more than 60 countries and dry
ice to more than 70 countries.

« Using current forms to create shipping labels for
FedEx First Overnight® and FedEx International First®
dangerous goods shipments. These forms include
air bills and the Shipper’s Declaration for Dangerous
Goods (DG-1421CQ).
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Expansion of Express Domestic Return Shipments , ,
Express Domestic Return shipments can be created for the

. . followi ices in the listed countries/territories.
Now, Express Domestic Return shipments are extended for otiowing servi ! I untries/territori

. FedEx® First Next day 09:00 a.m. / 09:30 a.m./10.00 a.m.

« Austria (AT) « Norway (NO)
« Belgium (BE) « Romania (RO) FedEx® Priority Express Next day 12:00 p.m./ Midday
L) i L] i E

Czech RePUbIIC (CZ) Spaln ( S) FedEx® Priority Next day end of the day
« Chile (CL) + Sweden (SE)

FedEx® Economy Next day end of the day +=> 1 day
« Denmark (DK) « Switzerland (CH)
. . FedEx® Priority Express Freight Next day 12:00 p.m./ Midday

« Finland (FI) « South Africa (ZA)
« France (FR) « Thailand (TH) FedEx® Priority Freight Next day end of the day

- Germany (DE) FedEx® Economy Freight Next day end of the day +=> 1 day
+ Greece (GR)

« Hungary (HU)

. ltaly (IT)

« Luxembourg (LU)

« Malaysia (MY)

« Netherlands (NL)

I
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The below image shows the special service options available for the given service types

o Toorene]swnone L ox Lo e o on]
Dry lce W W v W W' W
Declared value v v v’ v W v v W W v
Hold at Location (HAL) - P i . o 7 . o o
weekday only
Holiday Delivery W W W
Lithlum Battery v ' W' ' W '
Residential delivery v v W v W W W v W
Signature: Adult v v v W v W
Signature: Direct v v v ¥ v v v v
Signature: Indirect o W v W W W
igu::::rde: Mo Signature 7 b v ¢ v <
Priority Alert (PAY v v w v o
Priarity Alert [PA) Plus W W W W e
Dangerous Goods (DGE) e,
avcessible and inaccessible
Saturday Dellvery v W W W v v vy
Saturday Pickup W W W
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Non-U.S. Domestic expansion and new domestic ex- Harmonized Sales Tax in Ontario and British Co-
pansion enhancements lumbsia (Intra-Canada)

FedEx Express® and FedEx Express® Freight Services have
expanded to include domestic services for Canada, Mexico,
SW|tzerIand, United Arab Emlrates, BraZ|I, and Columbia. shlpplng solution devices (online and ofﬂine). It also

These expanded services: affects all payers for shipments to/from/within Ontario
+ Support the launch of FedEx Economy, an Intra-Canada and British Columbia.

FedEx Express® service that provides door-to-door

delivery by 5 p.m. in 1 to 3 business days to most

metropolitan areas, and FedEx Express® Standard offering

a delivery by 5 p.m. the next business day, or by 8 p.m. for

residential shipments.

« Add support for FedEx Express Saver®, FedEx 1Day®
Freight, and FedEx 2Day® Freight for intra-Mexico
shipping.

« Add domestic services support for Switzerland, United
Arab Emirates, Brazil, and Colombia, including FedEx First
Overnight® (Brazil, Colombia), FedEx Priority Overnight®
(Switzerland, Brazil, Colombia), FedEx Standard
Overnight® (United Arab Emirates, Brazil, Colombia),
FedEx Express Saver® (Brazil, Colombia), FedEx 1Day®
Freight (United Arab Emirates, Brazil, Colombia), and
FedEx 2Day® Freight (Brazil, Colombia).

The new Harmonized Sales Tax (HST) affects all rate
quote, duty/tax, billing systems and FedEx electronic

I
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FedEx® International Deferred Freight (FDF)

FedEx® International Deferred Freight (FDF) service type

allows to ship international air freight shipments. This ]
service type is to leverage a deferred economical option [ s g i . s
with excellent shipping services at lower cost. s Ui St ol Bbedn Cams Fon s

O | T |
FedEx® International Deferred Freight (FDF) accepts the e e = b s 8 e ——
shipments which exceeds more than 68kgs. R = W T
All four freight flavors are supported: fpviet= e F T

area t Tha e, e ]
. Airport to Airport sy g i =
« Door to Airport poin —— | S —-
. Airport to Door LR |
- Door to Door T o
. . T ewemas v e L

FedEx® International Deferred Freight (FDF) supports g
all the Regions/Countries where FedEx International PG s gt
Economy® Freight (IEF) is currently supported. RCR Y

Note: Dangerous goods shipments are not allowed with FDF service type.

I
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International Direct Distribution (IDD) Dashboard

The International Direct Distribution (IDD) Dashboard « Customs Submission: Select the customs submission option
provides a summary list of your IDD master shipments from the drop-down menu.
and the option to Add, Modify or Delete an IDD master . Create Consolidated Commercial Invoice and Create
shipment. When ready to ship, you must select the IDD Commercial Invoice(s): Select both the check boxes to
master and then set it as current. generate IDD reports.

mECsss | e 1 o [ carE = i

| S ik vl

M SAPT Ml

Fort o | iy [= e ] " —

o, L rrwreeoed bipets oo DD il P ] _l_'

Notes:
!nternat!onal Direct DIStrIbUtIOn Master Shlpment «  You can modify ACE Portal Provider field until you close the IDD master
information shipment. All other fields in your IDD master must be finalized before you select
The following fields are displayed in the shipment to complete your IDD master shipment.
information section: «  You can also set the default value of SCAC code, ACE Portal Provider, and
o Ship Date: Select the date on which the package is Customs Submission for IDD shipments from International Direct Distribution
handed over to FedEx for shipping. Shipping Profile.
e SCAC Code: Enter the fou r—digit Standard Carrier « IntheInternational Direct Distribution Shipment Information screen, if Create
Alpha Code. Consolidated Commercial Invoice and Create Commercial Invoice checkboxes are
« ACE Portal Provider: If one of the listed ACE Portal not selected, none of the IDD reports will be generated when closing the master
Providers is used by your line-haul carrier or broker, shipment regardless of the IDD preferences set in Document Settings tab.

select the appropriate ACE portal provider from the
dropdown to create the associated XML file at Close.

I
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Add 3rd party packages to International Direct Distribution (IDD) shipment

To add 3rd party packages to IDD consolidation T——
. B — Rl Ml s b B
reports, T T FacEx
U ClICk downward arrow available in the IDD tab e — e e | TRNRRRRREBNBNBCCGNNE S
. - N | e e s e
« Click Add 3rd party packages. T Pt == :
r — R
Notes: et b R
From the IDD Master Shipment Information screen, select to Create i — e
Consolidated Commercial Invoice and Create Commercial Invoice(s). e — iy

To add a 3rd party package at least one FedEx Express® or FedEx
Ground® package must already be shipped and added to the IDD
consolidation. S ——

3rd party shipment information

In the 3rd party shipment tab, the fields displayed in
bold are required fields where you must enter a value in
order to add a 3rd party package.

The following sections allows you to enter the 3rd party
shipment details.

« Recipient Information

« Sold To Information

« Package Details
« Additional Information

I
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Recipient Information Package Details
« Select the unique Recipient ID from dropdown. « Select the Ship date/ IDD master ID from the dropdown.
« By default, the country is displayed as United States + Select either the existing drop off location from the
and it cannot be edited. dropdown or click Add button to add a new drop off
. Enter the recipient’s contact or company name, up to location and then select from the dropdown. A 3rd party
35 characters. package cannot be dropped off at FedEx Express® or

. . . FedEx Ground® location. An alternative drop off location
+ Enter the recipient’s primary street on address line 1. must be added and selected.
« Enter the information (e.g., suite number) on address

« Enter the total number, total weight of the package and
line 2. This field is optional. 9 P 9

tracking number(s) in the respective fields. The weight

+ Enter the postal code in the text box. State and City type is auto populated based on the value selected in
are auto populated based on the entered postal code. master shipment.

+ Enter the recipient’s telephone number, extension + Enter the freight, insurance, and other charges in the text
number, Tax ID number, and store location number in box, if required.

the respective fields. « Enter the Invoice number.

+ Select the Save infupdate my address book checkbox
to save or update recipient information against the
recipient ID in your address book.

+ Select Shipper and recipient are related parties check box
if the shipper and recipient are related.

Additional Information
« Select the purpose of shipment and terms of sale from the
respective dropdown

Sold To Information
« By default, the Sold To address is considered same as
recipient address.

« To modify the address, click Modify Sold To Address
button.

« Enable Specify Address button.
« Enter the details and click OK.

« Enter the reference information such as customer
reference and P.O number in the text box.

+ Enter any additional information required in comments
text box.

[
Page 127



Advanced Expert

Commodity Information

To add the commodity to 3rd party package, click .'.-'.:." ., Nretor- e errier Fecd
Commodity tab next to 3rd party shipment tab. B e
In the Commodity tab, the fields displayed in bold are e — e
required fields and you must enter the value for such fields e

to add the 3rd party package. e |

Note: You should at least add one commodity to add 3rd party package to the v
IDD consolidation.

The following sections allows you to enter the commodity sl - =
details.

« Addacommodity
« Additional commodity information

e Commodity summary

« Return reason information

I
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Add a commodity

Select the commodity ID from dropdown and commodity

description displays based on the selected commodity ID.

Select country of manufacture for the commodity.
Enter quantity of the commodity you are shipping.
Select unit of measure and enter the unit value.

The Total customs value is calculated automatically based
on the Quantity and Unit value.

Additional commodity information

Enter the following optional additional commodity
information.

Total commodity weight
Harmonized code

Part Number

Marks/Numbers

SKU/Item/UPC

Commodity purpose

Export license and expiration date

The Commodity is Restricted/Regulated checkbox allows
you to classify a commodity as a restricted or a regulated
commodity in the commodity database.

Expert

Repeat the same process to add multiple
commodities. Each commodity added to the shipment
reflects in the commodity summary section. You

can view, edit, or delete each commodity from your
shipment.

Commodity summary
+ To add additional charges to the shipment, enter the
amount in the Additional charges field.

Return reason information
+ Select the return reason type from dropdown.

« Enter additional information in the Comments text box.

Post entering the commodity details, click Add button.

Clear Fields: Click the button to clear values entered for the
currently opened 3rd party package if required Delete/

Modify 3rd party shipment: Click the button to modify/
delete the existing 3rd party package from shipment if
required.
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Modify 3rd Party packages

To modify 3rd party packages,

+ Click downward arrow available in the IDD tab.
« Click Modify 3rd Party packages.

« Select the Ship date/IDD master ID from the Ship
date/IDD Master dropdown.

+ Allthe 3rd party packages are displayed in the grid,
select the specific shipment which needs to be
modified.

+ Click Modify button and change the required
details.

« Click OK.

Delete 3rd Party packages

To delete 3rd party package from IDD shipment, Dulete | | Modly Close
» Click downward arrow available in the IDD tab.
» Click Modify 3rd Party packages.

« Select the Ship date/IDD master ID from the Ship
date/IDD Master dropdown.

« Allthe 3rd party packages are displayed in the grid,
select the specific shipment which needs to be
deleted.

« Click Delete button.

I
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International Direct Distribution Preferences

Allows you to view and add IDD preferences to the
International Direct Distribution shipment preference menu.
You can select the list of documents to be created/saved

or the documents to be printed at International Direct
Distribution end of day close.

Notes:
To generate IDD reports, you must select both Create Consoldated
Commercial Invoice and Create Commercial invoice(s) from the IDD Shipment
Information screen.
To print a document, you should first select the document to create/
save. The checkbox will be disabled to print until you select the respective
document to create/save.
Restore and Backup options are available for IDD preferences.
When using the Drop Off Locations tab, the system now ensures that each
FedEx service - FedEx Express, FedEx Ground, and FedEx Express Freight an
assigned drop-off location.
If any FedEx service does not have a specified drop-off location, the system
will uncheck and disable the following related document options: Cover
Sheet, Skid Placards, FedEx Pickup Record, and XML Linehaul.

Document settings

Advanced Expert

The following reports can be included with the shipment:

« Coversheet: This report is generated while closing an
International Direct Distribution master shipment. The
Coversheet report contains information of the number of
shipments going to the specified drop off locations, that
is provided to the line haul carrier that is responsible for
transportation of the shipment.

« Consolidated Commercial Invoice (CCI): This report is
generated while closing an International Direct Distribution
master shipment, with shipment information grouped by
Buyers who require a Customs Entry. The Customs Broker
can refer this report for rating purposes.

« ClSection 321: This report is generated while closing an
International Direct Distribution master shipment, with
the recipient details of shipments whose Buyers in the IDD
consolidation are eligible for Section 321 Entry.

« Cl Customs Entry: This report is generated while closing
an International Direct Distribution master shipment with
recipient details of shipments whose Buyers require a
Customs Entry for clearance

« XML - Linehaul: If the checkbox is selected, the IDD XML
report is generated while closing an International Direct
Distribution master shipment.

« Consignee Listing: This report is generated while closing
an International Direct Distribution master shipment and
provides consignee(s) information wth associated tracking
numbers.

« List (Section 321): This report is generated while closing
an International Direct Distribution master shipment and
provides the list of Recipients/Buyers whose shipments
are eligible for Section 321 entry with associated tracking
numbers.
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Skid placards: This report is generated while closing
an International Direct Distribution Master shipment
and provides the skid placards with drop off location
name and address details. If the drop off location
address is not entered, only the FedEx Express® or
FedEx Ground® location name will display as the
destination.

FedEx Pick-up Record: For FedEx Express® contracted
line-haul. This report is generated while closing an
International DirecDistribution Master shipment. The
report provides a record of the number of pallets,
pieces, and weight of the packages to be picked

up and allows the driver and receiver’s signature to
confirm receipt.

Note: The Broker name is displayed as FTN in the report, when the
Broker value is selected as FedEx Logistics.

ACE Manifest Report: This report is generated in

.CSV format while closing an International Direct
Distribution Master shipment which includes the
shipments eligible for Section 321 and Customs entry
reports.

Notes:

e Cover Sheet, Consolidated Commercial Invoice (CCl), Commercial
Invoice (Cl), and Commercial invoice section 321 reports includes
3rd party package information including tracking numbers.

e Inthe CClreport, the 3rd party package commodity details will be
included only when the commodity value exceeds $800.

e Importer of Record value is not required to create the master
shipment when both Create Consolidated Commercial Invoice and
Create Commercial Invoice check boxes are not selected in the IDD
Shipment Information screen.

Expert

Drop Off locations

The Drop off locations tab allows you to add, edit or remove
drop off locations for International Direct Distribution
shipments.

The following actions can be performed on this screen.

1. Click Add to enable all the fields and checkboxes in the
Location Details section.

2. Click Edit to modify the fields that are auto populated based

on the selection from the Drop off location list.

3. Click Remove to delete the selected Drop off location. The
associated fields in Location Details also gets cleared.

4. Click Save to save the entries associated with the selected
Drop off location.
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Pre-arrival processing system (PAPS) Number

The Pre-arrival processing system Entry for Customs
Information dialog box is displayed on clicking complete on the
IDD dashboard screen.

Enter PAPS Number for camer(s):

The Pre-arrival processing system Entry for Customs
Information dialog box displays only when the following FedEx Linehau
conditions or selections apply: - SCAC code Trip Number
« Both the Create Consolidated Commercial Invoice and Create _
Commercial Invoice(s) are selected in the IDD Shipment
Information screen.

« From the IDD Preferences Document Settings list, the Cover
Sheet report is selected to be created/saved.

« IDD consolidation includes shipments that require a Customs
Entry.

« The four-digit SCAC code entered in the IDD master
shipment displays in the SCAC code column. Enter the trip
number for each row. The PAPS Number (SCAC and Trip
Number) will be displayed in the Cover Sheet report next to
each associated drop off location.

Note: When prompted, a minimum entry in the PAPS Information for Customs Entry Cancel

screen is required to continue.
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Combine Masters

Combine Masters allows you to consolidate the IDD Master 3. Click Add a group button at the bottom left corner of the
shipments which helps to ease the report generation process. screen. A new column- Group 1 displays next to the master
The Combine Masters button is enabled when more than one shipment column.

master shipment is created.

o ldsren - =] b

Bt ame | STVEL  Bi- |
s . e A el i

How to combine Master shipments?

Prerequisite: Ensure more than one master shipment is created
to combine master shipments.

1. Click Combine Masters button.

2. Inthe Combine Masters screen, select the Shipment date
using the calendar icon. ) T e [Tk

Notes:

«  Allthe completed master shipments whose shipment date matches with

selected shipment date will be displayed in the grid. 4. Select the check boxes corresponding to the master

«  The master shipments will be listed in the grid when the IDD custom shlpment number to group the master shlpments.

reports i.e. Create Consolidated Commercial Invoice and Create Commercial e - O

Invoice(s) are selected, or any equivalent selection is applied to create FedEx Bt dew S0 B

. . Frwed B 1101 Lty i i
generated Commercial Invoice(s).

i—ﬂm

Srirar P A001 Il-nllh:nl:—i
Erocsw=LE 1]
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Notes:

If you want to switch to a new Group i.e. Group 2, click Add a group button, and
select the respective master shipment check boxes.

You can group the master shipments only when:

© The master shipments are in Completed status.
© Ensure the master shipments’ details such as SCAC, Weight type,
Importer of Record information, and Currency type are same. If the details

are not the same, then a pop-up message will list all the mismatched details.

You cannot assign a single IDD master shipment to more than one group.
Click OK or Apply button.

Note: For each group, if the Total Customs Value of the buyer is greater

than $800 or if it has a restricted commodity, then the PAPS Information for
Customs Entry screen will be displayed. In such cases, enter the PAPS number
for the group number and click OK.

PAPFS Information for Custorms Enley X

For Growup <fif>; 1

B PAFS Bumber {or Carmeis )

FedEx Linehaid!

‘ 7 SLAL code Tirg Mummiber

Advanced Expert

Preview Documents/Close IDD master shipment(s)
creates the report for each group. The first master
shipment ID of the group is displayed as a default master
shipment ID in the reports.
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+ Open File: Opens the path where the reports are located
for the selected master shipment.

IDD Shipment History

You can search and retrieve IDD shipping history for closed
shipments, based on the time frame you set.
« Save File: Creates a zip file with all reports associated with

kna ek the master shipment and a Save file window opens to save
Py diton: QEIET v B DOWE G- the reports.
Comribruie 150 Btary = Note: When the selected shipment has no reports generated, then Open File
ey | and Save File button will be disabled until you generate the reports.
D Pl
WD 1T 11 Pl Saver P

e

+ Filter by date from: Set the from and to date to extract the
shipment history for the set duration.

e Grid details:

° Description: Displays the description of the IDD Master
shipment. If description is blank, IDD Master creation date
<YYYY-MM-DD> prepended by the word ‘IDD’ will be
displayed.
© Tracking number: Displays the master shipment tracking
number
° Shipment date: Displays the master shipment’s shipment
date.
° Last modified date: Displays the last updated date and
time of the master shipment.

+ Combined IDD Masters: Displays the combined master

shipments for the selected master shipment.

« Print: Displays the Preview Documents screen for the selected
master shipment..

« Modify: To modify the reports for the closed shipments.
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Modify closed IDD Master shipment reports

An option to modify the closed IDD Master shipments is available Ty TRrT—
to update the data in the reports. O Mt s AASALETNAS . FUTAGS 12
To modify the reports, et 00 e [ Swrge ]
« Inthe IDD History screen, click Modify button.
+ Inthe Modify Reports screen, all the combined master
shipments for the selected master shipment displays in the
grid.
+ Click Change button to navigate to Combine Masters screen.
° All the eligible IDD Master shipments which have the B i
same shipment date displays in the grid. You can select the
required IDD Master shipment check box. e
+ Click Modify PAPS# button to navigate to PAPS information for T Pon v G g
Customs Entry screen. Comtorm Scbomeer Cietn Canhinn vy #1751 e
° You can update Document Settings and Drop off — o

locations. The modified reports will replace the saved
reports.
« Click Modify Document settings button to navigate to IDD
Preferences screen.

« To change the ACE Portal Provider and Customs Submission
value, click the respective dropdown and choose the required
option.

+ Click Apply to save the changes.
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Set reminder to close IDD Master shipments

An option is provided to remind you to close the shipments based To enable the warning message,
on their designated ship date. This helps to close the shipments 1. Click Customize and then, click Customize User Prompts
on time and avoid modifying the ship date, which would require options.

generating new shipping labels. 2. Select Prompt option for the IDD Master Close Warning

message.
How to set reminder?
There are two actions you need to perform to display the close Clantounias Uber Provags -
reminder pop-up.
1. Set the reminder time to display the warning message. trie 1 i A
. . i . LA Cormrredil Frvskcn rasiiges Fromgd o
2. Enable the warning message to display at the desired time. oo Pl sowchdl weiion ik S )
Feturn Ueararce VWamng myg jromt )
To set the reminder time, Mcobel Shipmert Label moasage Fromet -
. Ground Econcimy Thind P Pyt Wamang Promet 55
1. Click IDD Preferences button. - —
Dangerner Cenads Hansmoos Ml W Emng meanns Prowrg '-'
2. Click System Settings tab. M ilibia wisght massioR (Promet v
3. Enter the time in the IDD Close Time text box. gl Viskin Viarring Weesige A Tl oy
ST - LTL Foedghs Beodosr Irclusive Waming Messsos Prosmipt w
miinteei ol o Home Dednveny Sefvcs Charges Meswasgs F‘r:rr;l o
Devareerd Solvng  Drop 08 Locgory  SyEes Semwi USMCATHEC CUTMA Paenel Instctonal klsg Froamgd s
i Hemr UISMCAT-HMEC TUSMA Returm istructsonal Mag (Pom v
st ] o LISMCA/T-MEC/CLISMA L TL Freight Insarsional Mag Presmed v
LTL Capacdy Logd Wameng méidags | Preagt
0300 Mlaaber e VS oy e
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The warning message displays if the IDD Master shipment’s shipment
date is current date with Open and/ or Completed status. In the Close
IDD master shipment msg pop-up:

+ Click ‘Do not show this message again’ check box to opt out
of warning message. You will not see the warning message
henceforth.

+ Click ‘OK’ button to close the warning message.
+ Click ‘Take me there’ button to navigate to IDD dashboard screen.

Clese IDD mastas kgt =

ﬂ Teowi huariw oo o i [DHD) Ml frse iy O sl 'f Compldie el ' Bxociiy T gy il

[ D rat g i memege ayaim Tt e thers
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Multiple Piece Shipment (MPS)

Multi-Piece shipments (MPS) can be processed for an
International Direct Distribution shipment as well. The Multi-
Piece shipments screen can be accessed if the number of
packages is greater than one and all the prerequisites for

a Multi-Piece shipment is fulfilled. You can enter all of the
package information before you create your labels, or create
your labels as you enter the details for each package.

Click the IDD checkbox to access the Multi-Piece shipments
information screen.

The functionality of this screen is same as that of a domestic
Multi-Piece shipments. For more information, see Send a
Multipiece Shipment.

I
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Manage Returns

Convenient return shipping helps to improve customer
service and satisfaction. FedEx Ship Manager® Software
offers flexible return options and shipment processing
solutions.

Refer to the following to prepare your return shipments and
reports:

« Process Return Only

« Process Return with Outbound Shipment

e ReturnInformation
» Package and Shipment Details

« Billing Details

« Returns Shipping List

« Return Packages Report

Save time and keystrokes when preparing your return
shipments by setting shipping preferences for references,
package type, package weight and dimensions, service type
and more. The associated fields populate automatically
based on the recipient and sender selected for the shipment.

In addition, FedEx Global Returns service enhancements
enable you to create shipping labels and customs
documentation for domestic and international return
shipments.

I
Page 141



Advanced Expert

Process Return Only

To process a return shipment without sending an B i e e FadEx
outbound package, click the Return shipment tab. S inn P et G

[t G et e Weeteenges |
Continue with the Return Information section for e [ e
instructions on preparing the return. =g = | -
Process Return with Outbound e
Shipment

To process a return along with an outbound shipment:

1. Complete Shipment details screen for the outbound
shipment and select Return Labels check box and
any additional special service options and options

you want for your shipment. The Return shipment
tab becomes active. R —

2. Click Return shipment tab and continue _
with the following Return Information section e T i el e
for instructions on preparing the return.

I
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Return information

Return Package To E_‘j_“_"“ il S S Fed -
1. Select the appropriate sender to receive the return e e [ P it | e | e i
. O, (T
shipment from the Return to menu. : e
2. To view or edit the sender information, click o | ——— -
View/Edit. Make any changes on the View/Edit —
Sender screen and click OK. These changes are [Setempataeim
automatically saved for that sender in the Sender R :
database. T
i At L —
Return Package From e T | =
1. Select a recipient ID from the Return from menu or A N Nekilag - A
manually enter the required information.
2. Select This is a residential address check box if the
package is being returned from a residence. . =
3. Continue with Package and Shipment Details section e ,,ﬁ

on the next page.
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Package and Shipment Details Note: FedEx® Global Returns solution shipments are governed by the respective

. . terms and conditions applicable to the country from which the shipment is
Select a Return label type in the Package and shipment PP Y P

. . . returned. The terms and conditions of service may vary from country to country.
details section on the Return shipment screen. The label yvary Y Y

type selected determines the fields that display. Regardless of any payment instructions to the contrary that are given to FedEx,

« Email return labels require an internet connection. the party that initiates a return shipment transaction with FedEx using FedEx®

« Print return labels can be printed on a laser printer and Global Returns services is ultimately liable for, will be billed for, and agrees to pay,
applied to the package. all charges and fees, including any special handling fees and any duties or taxes

« Ground call tags (courier picku ps) dispatch a FedEx which we have advanced, if the sender or third party fails or refuses to pay.

Ground® courier to pick up a return shipment at your
customer’s home or office address.

For multiple-piece return shipments, refer to Multiple-Piece Shipments (MPS) for
detailed instructions on entering MPS information.

. Note: When the Return shipment is created for Greece destination, the below
FedEx® Global Returns Email Return Labels
Create and send return labels electronically to customers
internationally as well as within domestically serviced
locations using FedEx Express® and FedEx Ground®
networks.

EETT statement prints in the return label.

GENERAL LICENSE OF POST SERVICES, E.ETT., AM: 99-110

To utilize this feature, follow these steps:

1. On Ship tab, click Return Shipment | Return Shipment
Details tab and fill in the information fields.

2. Fillin the information fields in the Package and Shipment
details area and select Email Label from the Return label
type pull-down menu.

3. Select Return | Shipment | FedEx ShipAlert® |
Notifications and fill in the information fields.

4. Select Additional Documentation tab to select and
upload additional documentation.

5. Click Ship.

[
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What happens after a Return Email is processed through FedEx Ship Manager®

« Thereturn shipper receives the email with the link to
the online label system.

« Thereturn shipper decides to return the shipment, B Ao e Pock .
selects the link to the online system, and fills in the
appropriate information to generate a shipment.

+ The online system generates a return label and
customs documentation.

+ The online system screen from which the labels can be
printed displays suggested and uploaded documents - e
from the original shipper.

« Thereturn shipper prints the label(s), any selected
documents, and customs documents indicated by = ———
the original shipper such as Commercial Invoices,
Proforma Invoices, and Certificates of Origin. — B —,

e
Page 145



Advanced Expert

FedEx® Global Returns enabled for the shipment, you must enter the RMA
FedEx® Global Returns service facilitates returns between all number. However, outbound shipments can now be
regions as well as intra-country domestic shipments. linked to one another without using an RMA number.

_ _ The Link to Outbound check box does not have to be
The enhanced FedEx® Global Returns service provides: enabled for the linkage to occur.

+ Ability to create FedEx Print Return Labels for « Any FedEx® Returns service shipments that are
domestic and international returns shipments. Click here forwarded to a third country must also comply with
for more information on creating FedEx® Global Returns the export control requirements of the original
Email Return Labels. merchant Country'

« Ability to provide a default “Return To” address when
creating the FedEx Print Return Label request.

« Ability to select a Remittance Code preference for the
Delivery on Invoice Acceptance (DIA) special service.

« Ability to download the currency conversion table using
the Demand Download screen.

Some important aspects of this service are:
+ FedEx® Global Returns are accepted for any country that
accepts an outbound automated label.

« New fields for the Sender database are added to the
Customized Database reports.

« Multiple-piece shipping is not supported for domestic or
international return shipments. If the returns shipment
requires more than one package, each package must be
processed as a single-piece shipment. You must provide all
of the information for each package, including commodity
data, Commercial Invoice data and any other information
required to process an international shipment.

+ The Link to Outbound check box only displays on the
Return shipment details screen if you are also creating an
outbound shipment at the same time. If this check box is

[
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e Include the return documentation and labels inside . . )
the package for your customer documentation and Latin America and the Caribbean Return Re-

labels go insider the pouch on the outside of the ceipt
box. Some important aspects of the Latin America and the

« If you delete an outbound shipment, the return Caribbean return receipt are:

shipment is not automatically deleted. You must « If the FedEx 1D barcode is generated for the

manually delete a return shipment. shipment, the shipping label for the outbound
package contains a scannable indication that the

* Although a U.5. out bound shipment requires an Delivery on Invoice shipment. The DIA special

Internal Revenue Ser\{lce Employer Identlﬁcatlon. handling code is included in both the FedEx 1D and
Number (EIN), an EIN is not required when you ship

. . X o FedEx 2D barcodes.
an international FedEx Print Return Label originating
in the U.S. or Puerto Rico. « Thereturn receiptis created if you select the Latin
America and the Caribbean DIA special service for
the shipment.

+ Ifthe FedEx 1D barcode is not generated for the
shipment, the shipment is allowed to process with
the 32-digit barcode. This situation, the DIA special
handling code is included in only the FedEx 2D

+ Shipping lists now include returns.

« The delivery on Invoice Acceptance (DIA) special
service is available only for intra-Mexico shipments.
Although a DIA return shipment can be created
on a FedEx Print Return Label, it is generated
automatically by the system, and shall not require

you to select the “Include a return label” or Return barcode.

Labels” option. Yet you still have the option of + Whenyou create the Latin America and the
creating a return shipment in conjunction with the Caribbean DIA shipment, the merchant shipper is
DIA outbound shipment. Fields to support DIA are able to change the return address for the receipt.
included in the shipment templates for export. « The merchant shipper is able to provide a default

“Return To” address to be used exclusively for the
Latin America and the Caribbean DIA Return Receipt
shipment.

[
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Setting preferences for default “Return To” ad- 6. Select Always use the Return to Code check box (optional)
dress (Canada) to enable the software to use the “Return To Code” for each
To add and configure preferences for the default “Return return shipment.

To” address for return shipments, follow these steps: 7. Click OK.

1. Select Shipping Profiles from the Customize drop-

down menu. The Shipping Profiles screen is displayed.
2. Select Default Domestic Shipping Profile and click ﬁ

View/Edit. The View/Edit Domestic Shipping Profile A e e
H H 5~ G Pedbesercan | B - Grourd E ey Pioferden |
screenis dlsplayed' 1 - (il Py IE FeslE s Expicid Prifesbnoes || 3 - Bolnd g Probimernied | 4« FodEs ShpdielMNatleabon Prileirosi |
. e Erhaven
3. Click 1-Field Preferences tab. i T T _ 4
o . B e
4. Select a shipment type (e.g., Outbound—Shipment) B N - | Conext
Fmﬂ 0y
from the Preference Type drop-down menu. Feker Rebewrs 1 oty
. Nl By Listod 5
5. In Return Preferences section, select a default “Return ks Tk L Confumtile
To” address from the Return To Code drop-down Desatmart Yatss Fiekd vk
[ Mo of sty
menu. I::'.nv:'-.ﬁ
:_::t,: .'|:|I'u-.|'__-':;il' =
Note: FedEn Escrvin Pachsge Tuoe o
IF::E I-;h'l-u:-'::un T
Although this preference is in the View/Edit Domestic Shipping Profile, it Frals Bmen Sorma Bevnrs
Pl Cocuined oo i} gl Imakaachan
applies to both domestic and international return shipments. Fnﬂ';-.'rw-u Econamy HE 1
beaky Lattumd Boonsey Ingtar
Feclhx Larcaired Boancesy Fackacs Tppe bt
For a Latin America and the Caribbean DIA return shipment, select an entry PR e T
from the DIA Reference Code drop-down menu to set a default “Return To” :._:':,.,_',“..;,: - . Y [ p— T
address for a DIA Return Receipt shipment. If the country selected for the Fishom Ty Code:| Sl o i
DIA Remittance Code does not support DIA, the preference is not applied. bl e e Paim To Code ;: :::‘ ; ___ ,' -
If you have any additional questions regarding this Canada Export
Declaration Form, please contact your technical field consultant or call us at II' S

1.877.FDX Assist (1.877.339.2774).
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Email Return label (U.S. domestic return only)

1.

Select Email Label as the Return label type. The screen
refreshes with the associated email label fields.

Enter the Return contact telephone number in the
Return package to section, a required field for email
return labels.

Enter the total Number of packages in the return
shipment.

Select Identical packages check box if there is more
than one package with the same weight, service type
and packaging in the return shipment.

Enter an Estimated weight. FedEx scans the actual
weight.
Select Service type for the return. For FedEx service

commitments, refer to the FedEx Service Guide at
fedex.com.

Select Package type. If you select Your Packaging, enter
the Package dimensions manually or select from your
preset dimensions.

Enter Declared value for your return shipment. Refer
to the FedEx Service Guide at fedex.com for maximum
declared value amounts.

Enter the Item description of the return item, up to 80
characters.

Advanced Expert

10.Enter the complete email address of the person you are
sending the return label to in the Email label text field.
Enter the complete email address of the person you are
sending the return label to in the Email label text field.

11. Enter expiration date or click the calendar and select a
date, up to 10 working days, when the email label expires.

12. Enter an optional message in the Email return message
text box, up to 200 characters.

13. Continue with the Billing Details section.

14. Select Identical packages check box if there is more than
one package with the same weight, service type, and
packaging in the return shipment.

Packogs conlgem, | Deturen & Corrmsdty Mochardas
Wigbahi: Vg A
AT R,
Fahmm trmee.
Vack s demsmacrd
T date 11000017 = |
Tokal cowmpce yalue 3000 "
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Print Return label for your customer, select Print Return Shipper

You can print a return label and return shipper Instructions check box. The instructions are printed
instructions on your label or laser printer to include on your report printer or laser printer. The current
with an outbound shipment or to send directly to your date automatically fills in as the Date Created for the
customer. return.
To print a return label: 10.You may save this as a PDF file.
1. Select Print as the Return label type. The screen 11.Continue with the Billing Details section.
refreshes with the associated print label fields.
2. Enter the total Number of packages in the return e e e e o = =
shipment. e ——— s
3. Select Identical packages check box if the return — T —
shipment includes multiple packages with the same e 3 IR e
weight, service type and package type. s
4. Enter an Estimated weight. FedEx scans the actual el e e—1
weight. — i :
5. Select Service type for the return. For FedEx service -
i i i il e o
commitments, refer to the FedEx Service Guide at |t i e = i
fedex.com. "o e T e | e :
6. Select Package type. e
7. The Package dimensions field activates when
you select any package type other than FedEx
packaging. You can select from preset dimensions i Scinfippers St —

or enter the dimensions manually.

8. Enter Declared value for your return shipment.
Refer to the FedEx Service Guide at fedex.com for
maximum declared value amounts.

9. If you want to print return shipping instructions

I
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Ground call tag

A Ground call tag dispatches a FedEx Ground® courier to Request a pickup date at a residence between Tuesday
pick up a return shipment at the customer’s location. The and Saturday. Request a pickup date at a business
courier also prints the return label and places it on the between Monday and Friday.

return package. 7. Enter additional Pickup instructions.

Process a Ground call tag only after you have confirmed 8. Enter Ready Time for the return shipment or pickup
that a return shipment will be ready for pickup on a certain between 8:00 A.M. and 6:00 P.M.

date. The courier makes up to three pickup attempts. 9. Enter the latest Close Time the package can be picked

up, no later than 6:00 P.M.
10.Continue with the Billing Details section.

To send a Ground call tag:

1. Select Ground Call Tag as the Return label type. The
screen refreshes with the associated Ground call tag

fields.

2. Enter the total Number of packages in the return Package and shipment details
shipment.

3. Select Identical packages check box if the return Retum label type: @—
shipment includes more than one package with the Numbar of packagss- PP Pl C
same weight, service type and packaging. 1= 5

Estimated weigh! - Man Wt

4. Enter Declared value for your return shipment. Refer _ i -
to the FedEx Service Guide at fedex.com for maximum S b
declared value amounts. Rem description:

5. Enter the Item description of the return item, up to 80 Fickup Date: |11/28/2022 =
characters. Pickag refnuchons

6. Enter or select Pickup Date on the calendar. The pickup Beady Time:
date must be 1 to 10 business days from the current Qose Time

date.

I
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Ground call tag uploads

FedEx Ship Manager® Software automatically sends
Ground call tags to FedEx Ground® every hour.

To notify FedEx Ground® about the pickup right away,
1. Select System Settings from the Customize menu.
2. Select the appropriate System # and click Modify.
3. Click 1-Your System Settings.
4

. Select the At time of shipment radio button under
Set the upload time for Ground call tag shipment
data: heading.

5. Click OK.
OR

Enable Ground Call Tags from the Utilities menu:
1. Select Upload from the Utilities menu.

2. Select Ground Call Tags check box.

3. Click OK.

Note: The tracking number for a confirmed Ground call tag pickup displays
in the Shipping List.

Advanced Expert
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Billing details

Enter or select the following information in the Billing
details section:

1. Select account to bill for the shipment from the Bill
shipment to menu. Enter FedEx billing account number
if the Acct # field is not populated automatically.

2. Select a department ID from the Department notes
menu or tab to the text field to enter a department
description.

3. Enter or select a Customer reference to include in
shipping reports and to use while tracking packages.

4. Enter a unique RMA (Return Materials Authorization)
Number to monitor the return shipment.

5. To select additional options and special service
options for the return shipment, click the Return
options tab.

6. Click Ship to process the return shipment.
Note: You can add, view, edit and delete references in the Reference

database. You can also print reference reports. To access the database, select
Reference from the Databases menu and refer to Database Functions.

Billing delails
Bill shipreerd to, [ 3 BA ThedPaly | Acet g [120456783  +]

Lepadmant noles I J I
Cristnmer prderrno E
BMA bumber (12345 I Lk to Qutbouns

Expert

Returns shipping list

As you process return shipments, they are saved in the daily
Returns Shipping List. You can view, modify and delete
return shipments before you close the day.

1. To access return shipments, select Returns from the
Shipping list menu.

2. To delete, modify or repeat a return shipment, select the
shipment and click appropriate option at the bottom of
the screen.

3. For more information about a return shipment, select the
shipment and click Status details, if active.

Note: The tracking number for a confirmed Ground Call Tag pickup also
displays in the Shipping List.
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Return packages report e .

The FedEx Return Packages report lists information for G 1 Ve [ a3l ] st |3 e |

return shipments processed on a certain date or date ST || et e e

range. am e i - . =

1. Click Reports tab at the top of the screen. e e e

o i P M Tl 1 I v

2. Select FedEx Return Packages on the 1-Shipment (PP i R
screen. T ISR e .

3. Inthe Include section, enter the date range, invoice ;;tﬁ;;;ﬁfﬂ_q o -
number or cycle number with which the return e T =
shipments were processed. P _

4. Inthe Output section, click output the report to the %%EEH - =
screen, print the report or save the report to a file. B

5. To customize the report (e.g., add the RMA number) TR
refer to Customize Reports.

Page 154



Generate reports

FedEx Ship Manager® Software offers a portfolio of
reports including detailed shipping activities, historical
data, and database reports. All reports can be saved to
your hard drive or to external memory, suchasaCDora
USB drive.

Refer to the following to access, generate, print, and save
your reports:

« Shipment and History Reports

« FedEx Express Invoice

« Shiplog

« FedEx Ground Manifest
« Document Reprint

Refer to the following to customize your reports and
forms:

+ Customize Reports

« Report Field Definitions

e Customize Forms

Advanced Expert

Ship database purge

The system settings determine when shipments are
purged from your system.

To customize these settings:

1. Select System Settings from the Customize menu.
2. Select the appropriate System # and click Modify.

3. Onthe 1-Your System Settings screen, enter the
minimum, and maximum number of days in the Ship
Database Purge section.

+ When shipments exceed the maximum purge
days, the system prompts you to purge. During
the purge, shipments exceeding the minimum
purge days will be removed.
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Shipment and reports e

To generate shipment reports using recent or historical RS S — e FedEx
shipment activity: —

1. Click Reports tab.

2. To generate reports with recent shipping activity, click
1-Shipment tab, and highlight one or more reports.

3. To generate reports for a particular ship date or range

Brjamn |1 Fole § e i | 8 g hmy | Bl e Baad B i | 5 Blapscmad Plgai

;
kl
kLl

of dates, enter dates in the Date range fields in the e =it [N S—
Include section. Pt e

P o s =
To generate reports for a particular invoice or cycle et ey~ R .

number, select one of the FedEx Ground® or FedEx

Express® options, and select the number from the
associated menu.

4. Select an Output option for printing or viewing the
report.

F=m

« Screen - Click Screen to view the report on

your screen.
« Print - Enter the number of copies and click Print.
« Save File - Click Save file. Select the appropriate

directory, enter the file name, and click OK. Note: Any guidance provided by FedEx Express® is based on the information

5. To select the types of shipping data to include in provided by the ?hi.pper to the DG Ho.tline. Be advised: A Saf.e’fy Data S.heet
the report, click Override include, and select the (SDS) may contain incorrect information or be outdated, and it is the shipper’s
shipments to include for FedEx Express®, FedEx responsibility to accurately classify a commodity for the purpose of shipping.
Ground®, and returns. FedEx cannot verify the accuracy of any SDS
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FedEx Express invoice Ship log
To generate FedEx Express invoices: The Ship Log displays package information for the
1. Click Reports tab. shipment date or range of dates you indicate. You

caninclude U.S. and Canada domestic shipments and

2. Click 2-FedEx Express Invoice tab. international shipments in your listing.
3. Highlight the invoices to run.
4.

I T he Ship Log:
Select an Output option for printing or viewing the © generate the Ship Log

invoice(s). 1. Click Reports tab.
« Screen - Click Screen to view the report on your 2. Click 3-Ship Log tab.
screen. 3. Enter date or date range of the packages to include in
«  Print - Enter the number of copies and click the Shipment Log in the Include section.
Print. 4. Select the check box(es) for types of shipments to
« Save File - Click Save file. Select the appropriate include in the Include section.
directory, enter the file name, and click OK. 5. Select an Output option for printing or viewing the
Ship Log.

» Screen - Click Screen to view the report on your
screen.

« Print - Enter the number of copies and click Print.

« Save file — Click Save file. Select the appropriate
directory, enter the file name, and click OK.
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FedEx Ground manifest Document reprint
To generate FedEx Ground manifests: Customs documents, such as the Commercial Invoice,
1. Click tab. Certificate of Origin, and FedEx AWB copy can be displayed

for successful shipments on screen or saved and retrieved to

. Click 4-FedEx Ground Manifest tab. view or reprint.

2
3. Highlight the manifest(s) to run.
4

_ ) To reprint or view customs documents:
. Select an Output option for the manifest(s).

1. Click Reports tab.
2. Click 5-Document Reprint tab.
3. Enter the date range or other Search criteria and click

« Screen-Click Screen to view the report on
your screen.

« Print - Enter the number of copies and click

Print Search.

. Save File = Click Save file. Select the 4. Select shipment from the Search results.
appropriate directory, enter the file name, and 5. Select the check box for the appropriate documents from
click OK. the International documents available for reprint section.

6. Choose an Output option for the document(s).

+ Screen-Click Screen to view the report on your
screen.

« Print - Enter the number of copies and click Print.

» Save file - Click Save file. Select the appropriate
directory, enter the file name, and click OK.
Documents saved as .txt or .rtf files can be emailed.

Note: Shipping labels are not available for reprint after 48 hours, even though
they may appear in the International documents available for reprint section.

I
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Reprinting FedEx AWB copy Reprinting Shipper AWB copy

You can reprint the FedEx AWB copy for international Only the shippers in Latin America and the Caribbean
shipments to release the shipments out of a Duty Free (LAC) regions can reprint the Shipper AWB copy for
Zone as required to ship the merchandise. international shipments.

To reprint, the steps are same as reprinting FedEx AWB
To reprint FedEx AWB copy, follow these steps: LU
1. Click Reports tab.
2. Click 5-Document Reprint tab.

3. Enter the date range or other Search criteria and click
Search button.

4. Select an international shipment from the search
results.

5. In Documents available for reprint section, select the
FedEx AWB copy (Available for Print only) checkbox.

6. In Output section, select the number of copies
required to print.

7. Click Print button.
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Additional copies of shipping labels

You may request an additional copy of a shipping label if
the current label is damaged, lost or a copy is needed for
your customer records. You can now reprint a shipping
label (domestic or international) for FedEx Express®, FedEx
Ground®, and FedEx Ground® Economy shipments without
creating a new tracking number.

You can reprint the shipping label from the Shipping list or
the Document Reprint Screen. You can also reprint a shipping
label up to two times. You must reprint it within 24 hours of
the date the shipping label was originally created.

Reprinting a Shipping Label from the Shipping List

To reprint the shipping label from the Shipping list, follow
these steps:

1. Select the appropriate shipment type from the Shipping
list drop-down menu. If you selected Domestic from the
drop-down menu. The View Shipped List - Domestic
screen is displayed.

2. Select the appropriate checkbox in the Shipment Type
section.

3. Enter your shipping label’s tracking number in the Enter
Tracking Number field and click Search. The search results
for your tracking number display in the results section.

4. Select the appropriate shipment from the results section.
5. Click Reprint Label at the bottom of the screen.

Expert

Reprinting a shipping label from the Document Reprint
screen

To reprint the shipping label from the Document reprint screen,
follow these steps:

1. Click Reports tab in the top navigation bar. The
1—Shipment screen is displayed.

2. Click 5— Document Reprint tab. The Document reprint screen
is displayed.

Enter or select information in the Search criteria section and
click Search.

w

4. Select the appropriate shipment from the Search results
section.

5. Select Shipping label (Available for print only) checkbox in the
Documents available for reprint section. In the Output section,
select number of copies from the Number of Copies drop-
down or Number of Shipping Label Copies drop-menu and
click Print.

Sl P

=
— |

d i
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Reprinting FedEx Ship Manager® software labels

Shippers in Latin America and the Caribbean can now
reprint a FedEx Ship Manager® Software label in case the
original shipping label is unusable (e.g., when damaged
or did not print). You can also reprint a duplicate thermal
printer or laser air waybill label designated as a Sender
Copy to keep for your records.

To reprint a label, follow these steps:
1. Click Reports tab.
2. Click 5-Document Reprint tab.

3. Enter the date range or other Search criteria and click
Search.

4. Select shipment from the Search results.

5. Select the check box for the appropriate documents
from the International documents available for reprint
section.

6. Choose an Output option for the document(s).

« Screen - Click Screen to review the report on your
screen.

« Print - Enter the number of copies and click Print.

« Save file - Click Save file. Select the appropriate
directory, enter the file name, and click OK.

Documents saved as .txt or .rtf files can be emailed.

Note: Shipping labels are not available for reprint after 48 hours, even though
they may appear in the International documents available for reprint section.

Advanced Expert

To facilitate customs clearance for certain services, you
can also reprint the piece commodity description in
the reference fields for each multiple-piece shipment
(MPS) child label (e.g., consignee copy, shipper copy,
customs copy, manifest copy).

Note: This commodity description feature does not apply to FedEx
International Priority DirectDistribution®, FedEx International
Economy DirectDistributions™ Service, and FedEx International Priority
DirectDistribution® Freight shipments.
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Close at End-of-Day

Close shipments when you finish shipping for the day
to prepare for your daily pickup and to send shipment
information to FedEx.

Refer to the following information in this section to
automatically or manually close your shipments:
« Auto-close

« Request Close (Manual)
« Reports

Advanced Expert

Auto-close

FedEx Ship Manager® Software automatically closes
FedEx Express® and FedEx Ground® shipments at a
certain time each day. If you have multiple systems and
accounts, each system has its own auto-close time.

Fifteen minutes before the auto-close time for each
service, you receive a message which allows you to
continue with the auto-close or continue shipping until
you are finished for the day.

To change the auto-close time for FedEx Ground®
shipments:

1. Select System Settings from the Customize menu.
2. Select the appropriate System # and click Modify.

3. Enter new times to auto-close your FedEx Express®
and FedEx Ground® shipments in the FedEx Auto-
close Settings section at the bottom of the 1-Your
System Settings screen.

4. Click OK.

Note: FedEx Ship Manager® sends notification when meter stops
communicating for 72 hours in case of Auto End of Day Close, similar to
the Manual Close. You will be prompted to copy the revenue files to a CD
and a label will be printed.
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Disable printing of international direct distribution close Request close (manual)

reports To request to close shipments manually for FedEx Express® and
FedEx Ship Manager® will disable the automatic printing FedEx Ground®, follow these steps:

feature of select FedEx® International DirectDistribution Click Close tab

close reports from Canada and Mexico to the United States. .
2. Click 1-Request Close tab.

T 3. Inthe Select system(s) section, select the appropriate
System number if the one displayed is not the system you

ki @ Do | LS

Dt D teistabnrsibin |1 Sagitver 1 gy 15 P 15 o s 12 want to close.
A —— L L g .
e el e (6| [ 4. If you want to close more than one system, click All systems.
- Swsetnonl— Saro s 5. If FedEx Express appears as the only option in the Select
3 Pt it oy e s N shipments to close section, skip to step 6. Otherwise, make
L e s f:::__-:::h:m“_ your selection(s) of shipments to close.
nassgmmag == T i 6. Click End your shipping day. A message for FedEx Express
— s P or FedEx Ground displays when the close finishes for each
o s, — system.
s e h:: F : Note: To check the close status, click FedEx Express close status history or FedEx

5 oy o e e o e i B

Ground close status history at the bottom of the screen.
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Reports Unprinted reports

You need to run shipment and courier reports when you When you have finished making your report

close your shipping day. If you have more than one system selection(s), click to Print or Delete reports shown in
and account, choose report options for each system. the Unprinted End of Day reports sections for FedEx
1. Click Close tab. Express® and FedEx Ground®.

2. Click 2-Reports tab. e ———— -
3. Asystem number is displayed. If this is not the system S . B - Fed:«

you want to close, select the appropriate system. s e e e A

4. If you want to close more than one system, click All
Systems.

Report options

Choose and select the shipment and courier reports to
print in the Report options section.

« If you ship FedEx Ground®, select Only Print Ground
Manifest Summary page to prepare for your pickup.
You receive two copies. Give one copy to your FedEx
Ground® courier and keep a copy for yourself.

+ To save all End-of-Day reports to a hard drive,
select Save End of Day Shipment Reports, then click
Destination Directory to select a directory for your
reports.

« To generate EPDI (Electronic Package Detail
Information) reports, click EPDI reports. Select the
report(s) to run and select the Output option for the
report(s).

[
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Customize your shipping profiles

Customize your shipping profiles to save time as you

create shipments. You can customize shipping profiles for
individual senders by setting preferences for required and
optional fields, FedEx Express® and FedEx Ground® services,
group shipping and FedEx ShipAlert® notifications.

Refer to the Assign Shipping Profiles to Senders instructions
in the Shipping Profiles section.

Refer to the following information in this section to
customize your system:

« Shipping Profiles

« Configurable References

e Customize Fields

e Customize User Prompts
e Customize Doc-Tabs
« System Settings

q
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Shipping profiles Field preferences

You can customize existing or default shipping profiles or 1. Click 1-Field Preferences tab.
create new ones before you assign them to individual senders. 2. Select a shipment type from the Preference Type menu.

For example, create a unique shipping profile for FedEx

Ground® senders, then assign that profile to your FedEx

Ground® senders using the Sender database. Refer to the Sroping Prote Code:  CEFAILT Civwcttor: Dafiad Desmniie Sy, Prls
Assign Shipping Profiles to Senders instructions in this section. | 5 GonetPotmmnces |- ot ey Pnsmnins |
1 Fkel Predemrsion |2 Fof «Eqarts Pickeoree: | 3 Goous Shogrg Prinences | L FolE s Shaptilial Postl st Pidlesiins |
To customize shipping profiles: - : m:
1. Select Shipping Profiles from the Customize menu. The e N - | () Coraurt
o X o b P e
Shipping Profiles screen is displayed. i e
. . . . Sodred Prepong Laksl i
« To customize an existing or default profile, select the A Tk ) ity
profile and click View/Edit. Doioart P .
. . . e r] Spalor
« To create a new profile, click Add. Select Domestic or ﬁiﬁﬂ.
International as the profile type. Eﬁijﬂm, :E';;;;Tm
- Toduplicate an existing or default profile, select the R e T
profile and click Add by duplication. :;}E;;hwq;;“
. . . h_l-:_- o Looromy Inemascn
2. Enter the profile information on the screen selected. Ft=s Gt Ecrcrny Puchign Tyes ¥
[T —— L T
"'H. e Protiles ¥ L T Y ST ——— , Fat Pyt | Flosapunsy i)
E Mair; T Code | Ealesy o e
T —— ] weidiite L P Clnguinfinari P

[ Dolai gt 12 Sepstorital

% DEFAULT | Defauk LTL Frasght Shapong Profie =] Carce
B CEFAULT | Defout indmmationsl Shiging Fralie
% PASEPORAT | Defak Passpod Shipping Profis

Ok || add || Addbydgplomen || VewEd |
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3. Select a field from the field list. 5. Other preferences: Select additional preferences, if
needed.

6. Start position: Select where to start the cursor on the
Shipment details screen.

4. Select one of the following options from the Behaviors field:

None

« Do not assign a default for the field. . L
7. If you have finished setting field preferences for one

Constant preference type and want to continue with another,
« Click Constant then select or enter a value in the Field select type from the Preference Type menu and follow
value section. This automatically populates this field the same steps.
with the same information for all shipments. When you have finished setting preferences for the
- Forexample, if you use nonstandard packaging for shipping profile, click OK to save your settings. Click OK
FedEx Ground® shipments, select FedEx Ground again on the View Shipping Profiles screen.

Special Services, click Constant as the behavior, then
select Non-Standard Packaging from the Field value
menu.

Note: For the Package Size field, the field value menu lists your preset
dimensions.
Carry
« Carry over or repeat information from the previous
shipment.
Skip
+ Skip a field on the Shipment details screen when using
the Tab key. This option is available for optional fields.
Configurable

« This option is available for reference fields. Refer to
Configurable References in this section to add and edit
these configurable references.

Note: To override field preferences for an individual shipment, press F11 on the
associated shipping screens.

I
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FedEx Express preferences

Save time on your FedEx Express® shipping by setting
defaults for references, handling charges and label formats.

. . o . mmm CiFFALR T Desamption Pl il [ a
1. Select Shipping Profiles from the Customize menu. The
. . . : A - Feadfs Shipdles M otfication Prelerercen | 5 - Doourd Prelerences | B - Bround Ecoromy Preferences
Shipping Profiles screen displays. L-FondPoslmarns 2+ o Expross Prabsscts |1 o Shipping Profssncas. |
2. Select an existing profile and click View/Edit or click Add Murcellaneous Mhequire lVetesences Neterence Lat=d
or Add by duplication to add a new profile. T i D %":"“""“"'Mm ; [T P Chvamricht Freacd
3. Click 2-FedEx Express Preferences tab. Lt Pocil e [ Addtonal Reference 2 L 10w FaaH
|1 Trackars & Owerardn Dlll i Pt 1 | ] ey P
4. Miscellaneous [] 0y Fomghr
. gt o N nlfwances
« Require References Hore
Select the check box if you require references for Hanling (g
FedEx Express® shipments. el Inchude Addacnal Hasding Charge
« Tracking # Overwrite (U.S. and Canada Domestic L Pusdpmcure - |30.00 -
pr0ﬁ|es On|y) | ariahia amaurt |20 N b i chiedes and duchapes
If you have preassigned tracking numbers or print
standard air bills for U.S. and Canada domestic e B i
shipments, select the check box to enter tracking B 75 Thatoal Labal wih Doc T -F ot 254 >
numbers manually. o otk et g
5' Insert In References ) Cartiomise o Ll corfgg salaen D b corfiguration
Use this option to select a reference to print in the 100 wcoded dac tab configummn
. . . Labal Print Usles
Reference field on shipping labels. g .
Note: The Dept/Notes field prints automatically on the shipping label. To Carcel

avoid duplicating this field, select None or a different reference field to print
on the shipping label.

I
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6. Reference Label (U.S. and Canada Domestic profiles only)

For FedEx Express Freight shipments, select the check
box of the corresponding freight service to print an
optional label with additional delivery information. The
Reference label screen displays when you ship using the
selected freight service.

7. Handling Charge

Select Include Additional Handling Charge check box and
enter your fixed and/or variable amounts.

« Combine your fixed handling charge and your
percentage handling charge for all shipment types.

+ Subtract your handling charge to pass along a
shipping discount to your customers.

« To subtract your fixed handling charge, select Fixed
amount check box and include a dash/minus sign (-)
before the dollar amount.

« To subtract your variable amount, select Variable
amount check box and include a dash/minus sign (-)
before the amount. Then select where to apply the
variable amount from the menu.

Once you have set handling charge defaults, Add’l handling
activates in the Billing details section on the Shipment
details screen. To override handling charge defaults for a
shipment, click Add’l handling and enter new values.

Essentials Expert

8. Label Format

Select label format option to identify the label stock
you use. The label format is printed at the bottom of
your labels.

. Return Manager (U.S. profile only)

If you print return shipping labels, select a Sender ID
from the Return Recipient menu. The sender’s name
and address print in the return recipient section of
your return shipping labels.

All U.S. and Canada domestic shipping profiles
use the same return recipient. When you select

a return recipient in one shipping profile, the same
Sender ID is automatically selected in all shipping
profiles.

Note: To order the 6” non-doc-tab shipping labels (Format 435 - 4x6
Thermal Label without Doc Tab), call 1.800.GoFedEx 1.800.463.3339 or
go to fedex.com. To configure doc-tabs, refer to Customize Doc-Tabs.
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10.International Air Waybill Format (International profiles
only)

For international shipments, you can print the standard
multi-ply air waybill on your report printer. If you use
standard air waybills for any of your international
shipments, select the label format from the menu.

11.When you finish selecting preferences for the shipping
profile(s), assign the profile(s) to individual senders. Refer
to the Assign Shipping Profiles to Senders instructions at
the end of this section.
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FedEx Ground preferences

Optimize your FedEx Ground® shipping by setting defaults for
references, handling charges and label formats.

1. Select Shipping Profiles from the Customize menu. The Shipping PR IR Spping it 5
Profiles screen displays. Shipping Prolie Code: | DEFALL Do
2. Select an existing profile and click View/Edit, or click Add or Add L-Fiskd Puslisancas | 2 Fodia Evpmmee Pasliarsied. | - Gieun Shinging Pridvencss |
by duplication to add a new profile. AW Ik cin Rubues v . I e Pbion |
Mg sl arwiram Tt verpur s TTsdvavncase
3. Click 5-Ground Preferences tab and following section will be [] Aecpirs Dimarsicrs LY ke Puenn.
displayed E usic s IR [ #ctuaral Meference 3
L4 Misce”aneous: [ Grtsared Homs: Dby | | Aol Relmees 3
. . . . . Toggle iy Hest Stehm Inawt w Al
° Require Dimensions: Select this check box if you want v
thg package dimension field to be mandatory for all the r———
shipments [ wchonie Ackioraal Hariling Chargs
© Require Dates: Select this check box if you want the rates it .
to be required for all the shipments.
° Ground/Home Delivery Toggle by Resi Status: Select
the check box when you want the system to display the ek o TR
Ground Delivery/ Home Delivery service based on the T e

Recipient address type. For example: If the recipient
address type is business address, then service- Ground % o it tah oo O s et
Delivery displays in the dropdown. If the recipient address  Prncad) coc b confiunsion

type is Residential address, the service type- Home
Delivery displays in the dropdown.

« Require References: Select Require References check box if ; Cancel
you require references for FedEx Ground® shipments.

&) Detmit doc tsb configuration

« Insertin References: Use this option to select a reference to
print in the Reference field on thermal shipping labels.

Notes:

The Dept/Notes field prints automatically on the shipping label. To avoid duplicating this
field, select None or a different reference field to print on the shipping label.

The Location # is automatically embedded in the shipping label bar code. If you select it for
the Reference field, it also prints on the shipping label in human-readable form.
e
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FedEx LTL Freight preferences WS LR P Sappig e x
. . . | -FekiPrdmece  3-FeelTh Feghe Prbmcey | ] - Pl Thigde Prdprc |
You can configure LTL Freight reference field as a { ket e
required field. Fields that are set as required are “Ship ” AT PR
ID1”, “Ship ID2”, “Consignee ID” and “Handling Unit 5 Mrioom 1 2
Deta”S PO#”. -"_-‘:- R rmarer gy prer bpcde dnoyaty sk e ol sepea—
1. Select Shipping Profiles from the Customize menu. R T o T
The Shipping Profiles screen displays. - ::‘“*::::": —
2. Select an existing LTL Freight profile and click View/ 1 B s 1 et nsmen
Edit to view or edit the profile. Decometpnbomms | Mt L. oty By Pl *
3. Click Field Preferences tab. < s s e TRy T B P 1 Foll oot bl
) o e s ] Behiisn
4. Click 2 - FedEx LTL Freight Preferences tab. i = -
5. You can see the Require Reference fields (Ship ID1, ® Saraen E;‘_}r
Ship ID2, Consignee ID and Handling Unit Details Lot et St iy St
PO#). P, e it T Cothe] | Pachlt Emarpncs s ==
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FedEx Ship Manager® Software offers a new Pickup
Notifications option that allows you to receive
updates of the shipment, such as when a driver is
assigned or is en-route or has arrived or departed for
shipment pickups.

You can configure Pickup Alert Notification under the
FedEx ShipAlert Preferences tab.

5. Click 3- FedEx ShipAlert Preferences tab, select
notification types and then select the respective
behavior. By default, the option selected under
Behavior section is Unchecked.

rerra—
e —
T

= e Qe

Expert

Note: The Unchecked option allows you to select the notification
checkboxes. The Automatically select if email available automatically
selects the checkboxes when an Email Address is provided. The Always
checked option displays the checkboxes by default. The Skip option
disables the checkboxes on the ShipAlert tab.
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Page 174



6. Handling Charge

Select Include Additional Handling Charge check box and
enter your fixed and/or variable amounts.

« Combine your fixed handling charge and your
percentage handling charge for all shipment types.

« Subtract your handling charge to pass along a
shipping discount to your customers.

« To subtract your fixed handling charge, select Fixed
amount check box and include a dash/minus sign (-)
before the dollar amount.

« To subtract your variable amount, select Variable
amount check box and include a dash/minus sign (-)
before the amount. Then select where to apply the
variable amount from the menu.

Once you have set handling charge defaults, Add’l
handling is activated in the Billing details section on the
Shipment details screen. To override handling charge
defaults for a shipment, click Add’l handling and enter
new values.

. Label Format

Select label format option to identify the label stock you
use. The label format is printed at the bottom of your
labels.

Essentials Expert

8. When you finish selecting preferences for the
shipping profile(s), assign the profile(s) to individual
senders. Refer to the Assign Shipping Profiles to
Senders instructions at the end of this section.

Note: To order the 6” non-doc-tab shipping labels (Format 435 - 4x6
Thermal Label without Doc Tab), call 1.800.GoFedEx 1.800.463.3339 or go
to fedex.com. To configure doc-tabs, refer to Customize Doc-Tabs.
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FedEx Ground® Economy Label standardization

FedEx Ground® Economy (FXSP) offers effective label
design options and lets you choose what to print (customer
reference, 2D or blank space) in the secondary barcode
space on the label. You can also request ground tracking
number by enabling the ‘Generate Ground Tracking
Number’ check box.

Note: The ground tracking number, if enabled, will be included in your shipment
transactions, but will not be included in the FedEx Ground® Economy shipping
label.

To customize your FedEx Ground® Economy Label, begin
here:

1. Access your shipping profiles from the Customize drop
down menu.

2. Select which profile you would like to customize a FedEx
Ground® Economy Label and click View/Edit.

3. The next screen will display several tabs for
customization. Select Tab 6 - FedEx Ground® Economy
Preferences.

4. Tab 6 - FedEx Ground® Economy Preferences will allow
you to customized your FedEx Ground® Economy label
to inlclude Doc tab preferences with information that is
important for you and your customer.

Expert

Shipsirg Profis Code:  DERALLT Desoipbias  Delool [amesie: Snpping Peofie
4 - Pl = 3bapdibet 0] il i Poal | 5 =i | Framd = | b - mmrsl B gy Fislsierses
1 FieldPaplerences 2 Fedf o £ anress Prebeenoed |3 Group Shppe Pieleencer |

M nllream Fompunes Rpdssra s Rl mowncon Lalwd

[ ] oo Feforerae

[ | Addicra Federror 1
[ | Addtewil Fedrrerore 2
u Ackirrl Pl reroe ]

[ Peaurs Dmenscns
[ Resguee Aates
[ Tracking 8 Creerarte

[ Firmt Chvmrmaght Frsghe
[ 10y Femsghe

[ 2Dy Freight

O ey e
Inamil wn H ehomeas

Handhing [
[ inciusde Asdnonal Marding Chame

S Al

bl F o i

Leaks Expeess Lz o

Eef 75 Thesimad Ladsed wabh Dz Ty - Pl 354 r
®) Dtk doc tab configuraton
) Cumbomize doe balb configuration Dnz iy il il
1 Baroexded doe: 1ot corfiguraton
Labal Print Dede

Sudeecs i B w

o] Conce

Page 176



Assign shipping profiles to senders

To save time and keystrokes during the shipping process,
assign shipping profiles to each sender.

For example, if you have one sender who ships only FedEx
Ground® and another who ships only FedEx Priority
Overnight®, create separate shipping profiles and assign
them to the associated senders. For the first sender, select
FedEx Ground® as a constant service type, and select
FedEx Priority Overnight® for the other sender. When
each sender starts shipping for the day, they select their
Sender ID as the current sender in order to activate their
preferences.

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

To assign shipping profiles to a sender:

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

2. Select the sender in the Sender list and click View/Edit.
The View/Edit Sender screen is displayed.

3. Inthe Shipping profiles section, select the appropriate
Domestic, International or International Direct
Distribution shipping profile.

4. Click OK to save the changes and return to the View
Senders screen. Click OK again to return to the

Essentials Expert

shipping screen.

. The preferences set in the assigned shipping profiles

automatically populate the associated fields for that
sender.

To override preferences for an individual shipment,
press F11 on the associated shipping screens.

rrrrr
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For Canada domestic and international shipments -
Customer reference appears in the Billing details section
on the Shipment details screen. Additional reference
fields appear on the Options screen.

- Additional Reference 2 4. Click Configurable as the Behavior. The View

« Additional Reference 3 Configurable References screen is displayed.

e Customer Reference

Note: You can add, view, edit and delete references in the Reference _

Configurable references

The following reference fields are used to record your
reference information:

« Additional Reference 1

database. You can also print reference reports. To access the database, Sopersy Frofls Corde . Deserion
select Reference from the Databases menu. To change these reference 5 . g Prsberarein | - Gatunad T ooy Pradeancas |
field names, refer to Customize Fields. [ - Fald Pradesnacs: |.r_-|u| o geais Pestwasncar | ] - Gioug Shipparg Pretesrce JI; T e e |
ol g Chitguind - Shipement .
Follow these steps to create prompts for reference . m:w_ L) tem
fields and select whether each prompt is required. Addhord Fulwrce O3ty
. . o . Brrad Neopssnt T 1 Sp
1. Select Shipping Profiles from the Customize menu. F@Tuﬁ @ Crpmse  [R
L0 -
2. Select the shipping profile to update and click ey Fioki vakas
. . R mesperacy Prarss Rombee
V|eW/Ed|t. :l'.h.n"'-l-:' Serialiry
. 1.-d|.:|:.' r:.ﬂ-r.-?:-ru
3. On 1-Field Preferences tab, select the reference FodEs Epoate it Charme Trpa
field from the field list. Fasts G P e
Fedn Expeem role srmsfen
. . Sgdlm Eapeesn Spatou Db
For U.S. domestic shipments — Customer reference Focin Geound ooy uchmught] einechon
and one additional reference field appear in the Pt ol Bty Wit -
Billing details section on the Shipment details . e T——
oy e . whumn Frobrerem
screen. Additional reference fields appear on the Dk Mamitares Code | Salect o7 B - St Poaters | Recioard 10
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5. Click Add to add a new prompt, or click Update
to update an existing prompt. For either function,
the Configurable Reference Maintenance screen is
displayed.

6. Field Prompt - Enter the text you want to display
that prompts you to enter the reference information.

7. Field Length — Enter the maximum number of
characters allowed for this information.

Note: The total number of characters allowed for all prompts combined is 30.

8. Field Data Type - Select the type of characters to
allow for this reference information.

9. Field Behavior

« To allow any reference information in the field,
click None.

+ To automatically populate the field with constant
reference information, click Constant and enter
the field information.

« To carry over reference information from the last
shipment, click Carry.

10.Select Field Required check box if you require
reference information for this prompt. This option
allows you to require reference information for some
prompts and not others.

11.Click Add to add additional prompts for this field.

12.Click OK to save your information and return to the
View Configurable References screen.

Essentials Expert

Note: If you require references for each shipment, you must also select
Require References on the 2-FedEx Express Preferences and the
5-Ground Preferences screens, as applicable.

13.To see how the prompt(s) appear when you click
the field during shipping, select the prompt on the
View Configurable References screen, and click Show
Screen.

14.Click OK on all Shipping Profile screens to save your
reference information.
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Customize fields
Set Recipient Country Defaults

To set defaults for the recipient Country field on the
Shipment details screen:

1.
2.

Select Customize Fields from the Customize menu.
Recipient country preference: Click one of the following
options:
« None - Defaults to the country of the master meter
« Carry - Defaults to the country selected in your last
shipment
+ Constant - Defaults to the country selected from
the Constant menu
Recipient country sort

+ Select to sort the Country menu on the Shipment
details screen by Country name or Country code.

Expert

You can customize the names of the fields listed below.
However, they are referred by their default names throughout
this User Guide.

+ RecipientID

« Customer reference

+ Department/Notes

« Additional reference 1
« Additional reference 2
« Additional reference 3
« AddressLine 3

Note: The information entered for these fields, except for Recipient ID, prints on
thermal shipping labels by default. To print the Recipient ID on thermal labels, you
must select it in the Insert in references section on the FedEx Express and FedEx
Ground preference screens. Refer to the FedEx Express Preferences or FedEx
Ground Preferences instructions in Shipping Profiles. Contents entered in Additional
reference 1 and Additional reference 2 display on your FedEx Express invoice.

To customize field names:
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1.
2.

3.

Select Customize Fields from the Customize menu.

In the Customize reference fields section, change the field
names that display on screen to best suit your shipping

needs.

Select Reference type for the reference field(s).

Note: For FedEx Ship Manager® Software Reports, these fields may be configured to

display in any of the four Reference type options: Customer reference, P.O. number,

Invoice number or Shipment ID.

4. Click OK to save your changes. The names are automatically

updated on the screen(s).
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Customize user prompts

You can remove or display confirmation prompts and Customioe Urer Prompts
warning messages that appear when you prepare -
and process shipments, such as:
. Confirmations to save updated recipient o R fE
. . oo v on isBetesd rlomaioral sog "
information or delete database records. P TR PP - a3 o T APy T e —
+ Message prompts when a Commercial Invoice is o o s Yot detybontey '“““_
required in a local language and/or on letterhead x "’“"':c"‘“" - }:—-1
. [ # L] Decartert dalahass 1 = |
stationery. o g o oA s Proogs |
Note: By default, all user prompts are set to Prompt. — Tt A s =
e Semlnten b Cmrmcey s M
(i Sedeton rom Macsdoa Maensi dalabaes Freasgs =d
To remove or display user prompts: st b e s s I;"':“_':
. e et ke PLLE0F SED brpeiten of Fgiorid il b oo =
1. Select Customize User Prompts from the Corfion dataion feoen L dutabane {Presmet =
Customize menu. o) [ omee
2. Select Prompt or Don’t Prompt from the Prompt

menu, and repeat this procedure as needed for
other prompts.

3. Click OK to save your selections. You do not have
to restart FedEx Ship Manager® Software for your
prompt changes to take effect.
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Customize Doc-tabs
The doc-tab is the peel-off strip at the top of shipping
label Format 354 - Thermal Label with Doc Tab.

Doc-tabs are used for back-office records and should
be removed from actual shipping labels.

To customize the information printed on doc-tabs for
FedEx Express® and FedEx Ground® U.S. and Canada
domestic shipments and international shipments:

1. Select Shipping Profiles from the Customize menu.

2. Select the appropriate shipping profile and
click View/Edit.

3. Click 2-FedEx Express Preferences or 5-Ground
Preferences tab.

4. Select Format 354 - 4x6.75 Thermal Label
with Doc Tab as the Label Format.

5. Click Customize doc tab configuration.

6. Click Doc tab configuration and continue with
the following instructions for the configuration
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i) Dercoded dex tab canfiguration
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Package doc tab configuration

1. To change the field names that print on the doc-tab,
click Package doc tab configuration tab on the Doc
Tab Configuration screen. The field names are shown in
columns 1, 3 and 5. To change the field names, enter the
new text in the appropriate text box.

2. Theinformation associated with the field name that prints
on the doc-tab is shown in columns 2, 4 and 6. To change —— —
the information, select the associated field you want R T
displayed with the field name.

3. Click OK to save your changes. e e = g :

Totals doc tab configuration § e

1. To print doc-tab totals for multiple-piece shipments,
click Totals doc tab configuration tab on the Doc Tab bt g e
Configuration screen. ST S T A

2. Select Print totals doc-tab check box. TR s e
3. The field names that print on the doc-tab are shown in - T SR

columns 1, 3 and 5. To change the field names, enter the
new text in the appropriate text box. , e

4. The information associated with the field name that prints
on the doc-tab is shown in columns 2, 4 and 6. To change
the information, select the associated field you want
displayed with the field name.

5. Click OK to save your changes.

I
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Print Net Freight Charges on custom label

To simplify your freight charges, FedEx Ship Manager®
Software allows you to print a Net Charge No Taxes field on
doc-tabs and validator labels.

Note: You are now able to select new service options that are supported
and add them in the Custom/Validator label.

4

The Net Charge No Taxes is the base rate minus discounts iamninmi g

and the total surcharges (excluding taxes). This is expressed b o [ i i
as: Net Charge No Taxes = Base Rate - Discounts + Total Ao i e Sl
Surcharges (excluding taxes). e e [

T | e

Teriler (@ v |y el B

To assign the Net Charge No Taxes field to your doc-tabs and
validator labels, follow these steps:

1. Select Custom Label Profiles from the Customize drop-
down menu. The Customs Label screen is displayed.

2. Click Add and select Customer Label Profile. The Custom ! S
Label Configuration screen is displayed. o s e

3. Select Net Charge No Taxes in the Field Chooser section.

4. Drag and drop the field in Label Preview section or Click
Add.

5. Click OK to complete the process.

If you select Shipping Profiles from the Customize drop-
down-menu, the Doc-tab configuration option for FedEx
Express® and FedEx Ground® shipments includes a Net
Charge No Taxes field.

I
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System settings
Customize your FedEx Ship Manager® Software system to e
set defaults for communications, international shipping, i .
language preference, label information, customer TERETRREIECIS Pk e [ [ 11l G s (b 12
administration and more. . e e ot Mot ] M [§
| e s semer L ] [N e —_— s
Refer to the following information for details: = — -
«  Your System Settings v i e it aiias il
.. . Lf_l- sringndl e il il T e o e YT
+ FedEx Customer Administration et M g 44 Doy
« Other System Settings Options o N m———
'.'I....-::..--. Ry - - '::.:- LE- S
1 arwnrw ddere ey Ly | sl Ve
Tt e e i P i i o A e e | o e B
Your System Settings & o ronvesteer IR
To customize your system settings: =
1. i ol i e 1
1. Select System Settings from the Customize L oo e o L i i Bomu s tee T
menu- :_ Lo L - NS R P IRE S .:_"-_II::_' ! il
2. Select the appropriate System # and click Modify. .

3. Click 1-Your System Settings tab to set general
application defaults.

4. Make your selections in the following sections on
this screen:

+ System Settings
+ FedEx Express International Settings
« Communications Override
« FedEx Auto-close Settings
« Ship Database Purge
+ Label Information
+ Interface Preferences
+ FedEx Ground International Settings
« Trade Documents
+ FedEx Return Settings
5. Click OK to accept your selection(s).
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FedEx Ground barcode

As of FSM 3000, upon upgrade or new installs, the FedEx
Ground barcode is encrypted. If you need to have the FedEx
Ground barcode in a human readable format, the same can be
enabled by checking the FedEx 1D Barcode enabled checkbox
on the 1-Your System Settings dialog under System Settings.

FedEx 1D barcode

Every day FedEx delivers millions of packages around the
world. Somehow these packages travel from origin to
destination quite effortlessly — at least so it seems on the
surface. Yet underneath it all is an innovative and complex
system designed to provide the most reliable service possible.

One of the primary drivers of this system is the FedEx barcode.

FedEx handling systems and manual sort assist technologies
rely on the FedEx barcode in order to make high-speed

sort decisions and direct your packages through the FedEx
network.

FedEx Express® supports a linear (1D) barcode. This barcode
has the capacity to include more detail then its predecessors
about each shipment and will provide improved read rates
and improved legibility of label content which translates into
improved service reliability.

The changed elements of the barcode that make these
improvements possible is due to the increased character
capability from 32 characters to 34 characters.

Essentials Expert
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FedEx Customer administration

To customize your customer administration
information:

1. Select System Settings from the
Customize menu.

2. Select the appropriate System # and click Modify.
3. Click 2-FedEx Customer Admin tab.

4. Make your selections in the following sections on
this screen:

« Account Billing Information
« Shipping Screen
« Support Information
« Quick Setup
Note: Select Enable Expired Rates checkbox to use the expired rates for

shipments when the latest rates are unavailable due to any reason for
FedEx Express®/ FedEx Ground®/ FedEx Ground® Economy.

Essentials Expert

Other System Settings options

Access to the following System Settings tabs requires login
with the administrator password:

« 3-Rating/Revenue

+ 4-Logging

+ 5-FedEx Express Admin
+ 6-FedEx Ground Admin
« 7-Misc

Note: By default, detailed logging rate information will be generated. To generate
the standard error logs, check and clear the Enable Detailed Rate Logging
checkbox.

Contact your FedEx Ship Manager® Software Account
Representative for more information on these administrative
settings.

Note: By default, One Rate is enabled for all the new accounts which is enabled
with OneRate. For the existing accounts, before upgrading to latest version,
Enable FedEx One Rate checkbox should be selected in the FedEx Express Admin
tab in System Setting screen so that one rate will be enabled by default in the
latest version. To enable it, contact your FedEx Ship Manager® Software Account
Representative.
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Automatic notification to download rates for child e

meters - . 8

FedEx Ship Manager® Software will send a notification to g il e
download rates and tracking numbers after a child meter is 2ot oty S Vs [ ] P 15
restored for systems that operate with a parent and a child } il . ey -z
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To delete a FedEx Ship Manager® Software child meter Seie e S
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FedEx Ship Manager® Technical Support Center at A e e g v F =
1.877.FDX Assist 1.877.339.2774. N wly bt sl s i b0

e ol adnde o Brfran

] o e W il S B [ - Saw

R SR
R D R T

el Lot ol

= i

Page 188



Select special service options

The Options screen conveniently groups additional
shipping options, special service options and
additional reference fields.

This section guides you through the special service
options and additional shipping options available
within FedEx Ship Manager® Software.

« Special Service options

« Optional Information
« FedExInSight®

« Shipment Receipt

« FedEx ShipAlert®

Save time and keystrokes when preparing your
shipments by setting shipping preferences for
references, package type, package weight and
dimensions, service type, and more. The associated
fields populate automatically based on the recipient
and sender selected for the shipment.

Refer to Recipient Preferences or Assign Shipping
Profiles to Senders for detailed instructions.

Essentials Advanced Expert
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Special Service Options
The special service options available for your shipment vary depending on the origin and destination countries and package detail.

Note: Edits have been made to allow for the use of the drop off special service for express freight shipments, regardless of what shipments are in the country of origin.

Shipping Method Special Service Options Available Shipping Method ‘ Special Service Options Available

FedEx Economy (Canada only) Hold at Location FedEx First Overnight - Your Alcohol (U.S. only)
Return Labels packaging Dangerous Goods (U.S. only)
Dry Ice Only
FedEx Economy (Mexico only) Delivery on Invoice Acceptance Non-Standard Packaging
Return Labels Priority Alert
Priority Alert Plus

FedEx Express Saver® (U.S. only) | Hold at Location

Return Labels Return Labels

Saturday Delivery

FedEx Express Saver — Your Alcohol FedEx International Priority® Broker Select

packaging (U.S. only) Dangerous Goods FedEx International Economy® Controlled Shipment - FICE
Dry Ice Only Controlled Shipment - ITAR (Exempt)
Hold at Location Cut Flowers (Mexico only)
Non-Standard Packaging Dangerous Goods
Return Labels Dry Ice Only

Hold at Location
FedEx First Overnight® Alcohol (US. only) Non-Standard Packaging
Dangerous Goods (U.S. only)

Priority Alert

Dr‘y If:e Only Priority Alert Plus
Priority Alert Return Labels
Priority Alert Plus i

y Note: FedEx International Economy Saturday Delivery
Return Labels . - i
Saturday el dangerous goods service is available to/ | Temporary Export (Mexico only)

aturday Delivery from the U.S. only. Third Party Consignee

I
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FedEx International Priority®
Freight

FedEx Priority Overnight®

FedEx Priority Overnight - Your packaging

FedEx Standard Overnight® (U.S., Mexico,

and Intra-Canada only)

Special Service Options Available

Broker Select

Controlled Shipment - FICE
Controlled Shipment - ITAR (Exempt)
Dangerous Goods

Drop Off

Dry Ice Only

Hold at Location

Priority Alert

Priority Alert Plus

Return Labels

Third Party Consignee

Hold at Location
Priority Alert
Priority Alert Plus
Return Labels

Saturday Delivery

Alcohol (U.S. only)
Dangerous Goods

Dry Ice Only

Hold at Location
Non-Standard Packaging
Priority Alert

Priority Alert Plus

Return Labels

Saturday Delivery

Hold at Location
Return Labels

Saturday Delivery

Essentials Expert
Shipping Method ‘Special Service Options Available

FedEx Standard Overnight - Your Alcohol (U.S. only)
packaging (U.S., Mexico, and Intra-Canada [Dangerous Goods
only) Dry Ice Only
Hold at Location
Non-Standard Packaging
Return Labels
Saturday Delivery

FedEx 1Day® Freight Alcohol (U.S. only)
FedEx 2Day® Freight Dangerous Goods
(U.S. and Mexico only) Drop Off

Dry Ice Only

Hold at Location

Inside Delivery (U.S. only)
Inside Pickup (U.S. only)
Priority Alert

Priority Alert Plus

Return Labels

FedEx 3Day® Freight (U.S. only Alcohol
Dangerous Goods
Drop Off
Dry Ice Only
Hold at Location
Inside Delivery
Inside Pickup
Return Labels
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Shipping Method ‘Special Service Options Available Shipping Method ‘Special Service Options Available

FedEx Ground® Dry Ice Only (U.S. only) FedEx 2Day® Alcohol (U.S. only)
Ground ORM-D (U.S. only) Dangerous Goods
Hazardous Materials (U.S. only) Dry Ice Only
Hold at Location (U.S. only) Hold at Location
Lithium Battery (U.S. only) Non-Standard Packaging (U.S. only)
Non-Standard Packaging Return Labels (U.S. only)
Return Labels (U.S. only) Saturday Service
Small Quantity Exception (SQE) (U-S. only) FedEx International First® Controlled Shipment - FICE

FedEx International Ground® Broker Select Controlled Shipment - ITAR (Exempt)
Exclude from Consolidation Dangerous Goods (to/from the U.S.)
Non-Standard Packaging Return Labels Dry Ice Only Non-Standard Packaging (U.S. only)

Priority Alert

FedEx Home Delivery® (U.S. only) Alcohol tori
Appoint t Deli Priority Alert Plus

ointment Deliver
i ’ Return Labels

Date Certain Deliver
’ Temporary Export (Mexico only)

Dry Ice Only

Evening Delivery FedEx International Economy® Broker Select

Ground ORM-D Freight Controlled Shipment - FICE
Hazardous Materials Controlled Shipment - ITAR (Exempt)
Hold at Location Dangerous Goods (U.S. only)

Lithium Battery Drop Off

Non-Standard Packaging Dry Ice Only (U.S. only)

Return Labels Hold at Location

Small Quantity Exception (SQE) Return Labels

[
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FedEx Surround® Monitoring and Intervention (Ml) and Healthcare Identifiers (HCI) special service options

Monitoring and intervention special service options help Monitoring and Intervention (MI) Surcharges

proactlvgly monitor shipments, mitigate risk, gnd provide Following are new surcharges added to MI1, MI2, and MI3.
intervention support to protect healthcare shipments. )
+ FedEx Surround Elite

The healthcare identifiers special service options help improve « FedEx Surround Premium
the visibility and facilitate prioritization in network. « FedEx Surround Preferred
Note: HCI special service options are available only for HCl enabled accounts. Click here to view the list of Ml and HCl options with their

. . respective service codes.
Ml and HCl services are available for:

« FedEx Express® shipments

——m———— == 7
+ US domestic shipments e FodEx
« Intra CA, MX, and PR shipments o | T |
« Globalinternational (including US, CA, MX) shipments (from st _ s | — [
anywhere to anywhere that FedEx operates) —— — ==
o = e I |~
- — - ==
For HCl enabled accounts, Special Services section is split T m— = =
into two groups, “Healthcare Identifier Options” group which T B
contains only the HCl special service options, and “General S O -
Special Services” group which contains all the other special CEE— |
services. Special Services sections are available in Shipment s e —
details, Options, MPS special service, Return shipment details, = |
and Return options screen. -
You can also set the default special services to display in the N . S

ship screen. To do that, go to Shipping profile| FedEx Express
Special Services| Select Constant behavior| Choose the special
services from the Field value list.

To set the default HCI special services options, go to Shipping
profile| Healthcare Identifier Options Displayed| Select
Constant behavior| Choose the special services from the Field
value list.

I
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Usage rules

To select Ml and HCl special service options for the
shipments, an account must be enabled with Ml and
healthcare feature.

The HCl special service options can only be used with an
Ml service option.

Only one Ml special service option can be selected for a
shipment, but multiple HCl special service options are
allowed.

HCl and Ml special service options are applicable for
outbound and return shipments.

Priority Alert (PA)/ Priority Alert plus(PA+) are included
for FedEx Surround® Elite (MI1) and FedEx Surround®
Premium (MI2). The PA solution conflicts with the solution
offered in FedEx Surround® Preferred (MI3). Therefore, do
not select PA/PA+ on a shipment where you are selecting
MI1, MI2 or MI3.

All the Ml and HCl special service options are listed in the
Special Services section. Ml special service options are
available to select for individual shipments, HCl special
service options are available to select for individual
packages in a shipment.

HCI special service options help identify healthcare
commodity to assist in Ml and do not replace dangerous
goods (DG) declaration requirements that are required
elsewhere in the order entry process - shippers must still
declare dangerous goods.

Expert

Shipping Labels

The HCI code displays in the shipping labels in the area where
other special service options are currently printed.

To print the Ml code along with the HCI code (ex: MI2-HCC) in
the customizable area (at the bottom of the label) in a larger
font, you have to configure it manually.

To configure, go to Customize menu| Custom Label Profiles]|
Choose the label type and Field Chooser from the respective
dropdown menu.

Note: To see the Ml and HCI code in a larger font, you need a longer label to print.
Hence, upgrading to new labels is necessary but you should not lose the existing
label functionality.

MI-HClI special service code will be printed on the following
stock/paper-sizes.

© 4X6.75 PDF Thermal Label

4X6.75 Thermal Label with/ without Doc Tab

4X8 PDF Thermal Label

4X8 Thermal Label without Doc Tab

4X9 PDF Thermal Label

4X9 Thermal Label with Doc Tab

Ml special service options code are embedded in the 2D
barcode for label retrievals via scan. Ml and HCID special
service options code are embedded in shipment tracking data
and in the 3D barcode.

O O O O o
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Service code | Special service name Description

Monitoring and Intervention (MI): These options help monitor shipments, mitigate risk, and provide intervention support to protect healthcare shipments

MI1 FedEx Surround® Elite Note: Currently not available for all the customers or all regions.

Mi2 FedEx Surround® Premium Proactively monitor and expedite package recovery which includes the highest portfolio priority of shipment
handling and recovery in the FedEx network.

Mi3 FedEx Surround® Preferred Provides you with a new level of insight and help you proactively monitor and manage at-risk shipments.

Mi4 FedEx Surround® Select Provides a new level of insight and visibility until the moment your shipments arrive, with access to predictive
delay status, helping you to manage risks

Healthcare Identifier: These options help to identify the package as a healthcare shipment, improve visibility, facilitate prioritization in the network, and enhance
intervention support.

HCC Clinical Trial Consumable medicine/drug which is supposed to undergo some tests before it is commercially launched. All the
activities related to testing of medicines before they hit the pharmacist shelves is categorized as Clinical Trial.

HIM Clinical Trials IMP Medicine/drug which is being studied in a clinical trial.

HKT Clinical Trials Kit Any clinical trial kits.

HCP Pharmaceuticals Pharmaceuticals products like Ointments, creams, pastes etc.

HCT Temperature Controlled This is a catch-all identifier to denote that the product in your package is temperature sensitive and requires

temperature control of any kind.

U Uncontrolled / Ambient Use these identifiers to denote what temperature range is optimal for the items being shipped.
HTH 30 to 40C

HTA 15 t0 25C

HTR 2t08C

HTP Protect from freezing

HTF -15t0 -25C

I
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HTD -20 to -30C

HTW -30 to -50C

HTX -40C to -60C

HTY -20 to -80C

HTZ -60 to -80C

HTC -150C or below

HCV Vaccines Vaccines used for various disease and infection.

HCL Lab Specimen Laboratory specimens used for study and other medical purposes.

HES Exempt Specimen Exempt specimens like blood and its components, tissue and tissue fluids etc.
HEB Category B Specimen - UN3373 Biological substance, Category B specimen (UN 3373).

HRS Radioactive Substance Radioactive substances like uranium and radium.

HGT Cell and Gene Therapy Product Therapeutic genetic materials used for cell and gene therapy.

HCD Medical Device Critical Medical devices like surgical and laboratory instruments.

HHO Critical Healthcare Other Other critical healthcare requirement products.

HCS Surgery Kit Surgery kits like Surgical scalpel, probe, forceps etc.

HMA Medical Device Accessory Medical device accessories.

HCR Raw Materials Other Any other raw materials used for healthcare.

HPI API-active Pharma Ingredient Biological active component of a drug product like tablet, capsule, cream, etc.
HCE Healthcare PPE Personal protective Equipment (PPE) which contains protective clothing, helmets, gloves, face shields, goggles,

facemasks and/or respirators etc.
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HCG Medical Device General General medical devices.

HCK Other Kits Healthcare kit other than clinical trial or surgical kit.

HCH Healthcare Home Health Home health products like medical containers and caregiver products.

HDD Hospital Departmental Delivery Package that requires to be delivered/collected from hospital departments.
HVM Veterinary Medicine Veterinary related medicine items such as antimicrobials, antibiotics, etc.
HCO Healthcare Other Other healthcare products.

HPL Packing List Return This option is specifically for EU shipment’s regulatory requirement.

Other industry-specific identifier options: These options help to identify the package as critical and further improve visibility, facilitate prioritization in the network, and enhance
intervention support specific to their needs.

PER Consumable Perishable Critical MI Critical short-lived consumable goods like meal kits, specialty food, pet food/medicine, etc.
ASC Aerospace Critical Ml Aerospace manufacturing goods like aircraft engine’s parts, propulsion units and other parts.
AUT Automotive Critical Ml Critical inventory and replacement parts

FIN Financial Critical Ml Critical financial/legal documents ensuring the information security.

TEC High Tech Critical Ml High value finished goods and components.

DAN Industrial Critical Ml Critical major equipment, operating supplies, etc.

[
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Alcohol shipping enhancements* (U.S. only)

FedEx makes alcoholic beverage shipping easier, faster,
and more convenient than ever before for approved
shippers using FedEx Express® and FedEx Ground®
services within the U.S.

Simply select Alcohol as a shipment option and FedEx
automatically selects Adult signature required and you
will now be able to print the SEL-169 alcohol sticker
with the shipping label.

*This feature is only available for those FedEx account
holders enrolled in the FedEx alcoholic beverage
shipping program.
This new alcohol feature:
« Simplifies compliance.
+ Save times by eliminating clicks and key strokes.
+ Minimizes training.
Alcohol shipments now require an Alcohol Recipient
Type. If you have a profile for alcohol shipments, the

Recipient Type will need to be included on import in
order to prevent edits or errors at ship time.

Essentials Expert

Creating shipping label for FedEx Express® alcohol
shipment

To create a shipping label for a FedEx Express® or FedEx
Express® Freight Services alcohol shipment, follow these
steps:

1. Complete Shipment details screen for a FedEx Express®
shipment.

2. Inthe Package and shipment details section, select
the appropriate service from the Service type drop-
down menu. The Package type field defaults to Your
Packaging. Complete the Package dimensions field.

3. Select Alcohol check box in the Special Options section
in the Shortcuts section or in the Options tab.

4. Select Alcohol Recipient Type (required) and Alcohol
Shipment Label if you would like to print the SEL-169
alcohol sticker with the shipping label. The Signature
Options field automatically selects Adult signature
required.

5. Click Ship. The term ALCOHOL will appear on the
label and a new alcohol code will go in the barcode for
shipment identification.
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Creating shipping label for FedEx Ground® al-
cohol shipment

To create a shipping label for a FedEx Ground® or
FedEx Home Delivery® alcohol shipment, follow
these steps:

1. Complete Shipment details screen for a FedEx
Ground® or FedEx Home Delivery® shipment.

2. Inthe Package and shipment details section, select
the appropriate service from the Service type drop-
down menu. The Package type field defaults to Your
Packaging. Complete the Package dimensions field.

3. Select Alcohol check box in the Special Services
section in the Shortcuts section or in the Options
tab.

4. Select Alcohol Recipient Type (required) and
Alcohol Shipment Label if you would like to print the
SEL-169 alcohol sticker with the shipping label. The
Signature Options field automatically selects Adult
signature required.

5. Click Ship. The term ALCOHOL will appear on the
label and a new alcohol code will go in the barcode
for shipment identification.

Note: For FedEx Ground® service type, if the address line 3 information
is added, an error message is displayed when you click Ship button as
address line 3 is only valid for FedEx Express® Shipment.

Essentials Expert

Broker select

FedEx International Broker Select® allows you to
select a customs broker other than FedEx.

1. Select Broker Select under the Special Services
section of the Options tab. The Broker Select
Option Information screen displays.

2. Select an existing broker from the Broker ID
menu or enter a new Broker ID and all required
information.

3. Click OK to save the broker and return to the
Options screen.

4. To view or edit your brokers, click View/Edit
next to Broker Select. The Broker Select Option
Information screen displays. Make any changes
and click OK.

Note: You can add, view, edit and delete brokers in the Brokers
database. You can also select print settings for broker reports. To
access the Brokers database, select Brokers from the Databases menu
and refer to Database Functions. If you do not have a designated
broker, please contact FedEx Logistics at 1.800.388.9479, then press
363 (extension).
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FedEx Ground® - Dangerous Goods (Returns Only)

FedEx Ground® services has a package level special service option, Service types
Dangerous Goods (DG) by road to facilitate the shipment of

dangerous goods via road. Following services are available to ship DG by road.

+ FedEx Regional Economy
The option to ship Dry Ice, Lithium Batteries, Limited Quantity

Dangerous Goods, etc., for intra-country shipping through FedEx FedEx Regional Economy Freight

Regional Economy, FedEx Express Domestics, etc. will be available »  Express Domestics Services:

to the DG by road service for return shipments within European ° FedEXx® First

Union (EU), Switzerland, and Norway countries/territories. °  FedEx® Priority Express
© FedEx® Priority

Shlpment preferences O FedEx® Economy

International and Domestic shipping profiles includes two new °  FedEx® Priority Freight

options for ‘Return-Shipment Preference’ type to ship DG by road.

. © FedEx® Priority Express Freight
« lonstandalone Indicator

° FedEx® Economy Freight

« Metal standalone Indicator
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New special service options
+ Biological Substances Category B

« Dangerous Goods in Excepted Quantities S R Tl e s B s
. Py . ----rr ek ey - i e e M’

+ Genetically Modified Organisms and e

Microorganisms g‘ﬂ_
+ Limited Quantities Dangerous Goods RE L WR A
« Radioactive Material, Excepted Package PR—
« Fully Regulated Dangerous Goods X S
. Standalone Lithium Batteries e A

Below battery options are displayed in a new screen e R o

when standalone batteries is selected in special e

service section. e ——

° |on Standalone (UN3480) R e =

© Metal Standalone (UN3090)
o Lithium Batteries/Cells

Below battery options displays in a new screen
when Lithium Batteries/Cells are selected in special
service section.

° lon Packed with Equipment (UN3481)
° Jon Contained in Equipment (UN3481)
© Metal Packed with Equipment (UN3091)
© Metal Contained in Equipment (UN3091)
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International Traffic in Arms Regulations (ITAR) En- 4. Select Pharmacy Delivery from the Shortcuts window
hancements of special options.

ITAR is a set of U.S. government regulations that control the 5. Click Ship.

export and import of defense related articles and services

on the U.S. munitions list in FedEx International Priority® and ~ Note: Signature service fees may apply.
FedEx International Priority® Freight shipments. Under ITAR,

o > . The pharmacy delivery option is not available to residential addresses.
controlled commodities cannot transit China.

This special request is only available for U.S. domestic FedEx Express®
Current ITAR enhancements: package (non-freight) shipments, including the delivery portion of a FedEx®
« Provide you with the ability to mark your shipments International Direct Distribution shipment within the U.S.
as ITAR by selecting the Controlled Shipment - ITAR
(Exempt) check box in the Special Services section of the

Options screen to help ensure proper processing and

The Pharmacy Delivery option will only be visible for eligible shipments.

delivery. L e v e wbe we Mol
. ' P P i gy - B gk Bapes Clng H!
« Allow you to access markets for your ITAR commodities o 2 vt
that are not available with the competition due to carrier g —r— - e
initiated embargoes. e . JE— ==
« Offer a consistent, easy-to-use and fast international . — oy —— e e
shipping experience for your ITAR shipments. Ml 1 3t P e | B — i
o ke 1 = bt Y
« Reduce customs issues, shipment delays and associated e Er——— e 54 et s
fines/penalties. e v =T
Pharmacy delivery special request (U.S. addresses e
Only) . el Hi-—.d-.l--.H- ] L
. . . ke | I ——— .
Designate the pharmacy as the requested delivery location e |
for a shipment, bypassing loading docks and receiving — fotmatnimm SR
areas. You may also make a request for a return shipment s b, rm _ e e
using the U.S. domestic email label. s -

To utilize this feature, follow these steps:
1. Select Ship tab.
2. Select a Recipient.

T e R T m— Frusds ppls Bl Logai mul Dangh s I e gl LT m

3. Enter Number of packages, Enter Weight, Select Service
type, Select Package type.

I
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Dangerous goods

You can ship domestic and international dangerous goods
(DG) from Canada and the U.S. In the U.S., you can also ship
domestic and U.S. Territories (e.g., Puerto Rico) ORM-D
commodities.

Note: For detailed dangerous goods shipping information, go to fedex.com.

International Air Transport Association (IATA)

When you ship dangerous goods, FedEx Ship Manager®
Software checks that the information complies with
International Air Transport Association (IATA) Dangerous
Goods regulations. With built-in IATA tables, the Dangerous
Goods database saves you time, and provides accurate
information.

Title 49 Code of Federal Regulations (CFR)

For ORM-D hazard class, FedEx Ship Manager® Software
checks a built-in 49 CFR as prepared for air using the
transport table.

Documents

When you ship dangerous goods, the system prints the
Shipper’s Declaration for Dangerous Goods (DG-1421C)
(#146491). The Canadian 1421 Dangerous Goods Form
now requires that Emergency telephone number provided is
accessible 24 hours.

Expert

Dangerous goods checklist

FedEx Ship Manager® Software helps you provide

the proper paperwork and information required for
dangerous goods shipments. Requirements and other
important steps for shipping dangerous goods are as
follows:

1.
2.

N o uoks

Assign printers for forms.

Add and update dangerous goods in the Dangerous
Goods database.

Import dangerous goods from another FedEx
Shipping Solution.

Customize Dangerous Goods Shipment Report.
Load dangerous goods forms in the printer(s).
Process dangerous goods shipments.

Print Dangerous Goods Shipment Report from the
Report screen.

Print Dangerous Goods database reports from the
Dangerous Goods database screen.
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New regulations for shipping dangerous goods

FedEx Ship Manager® Software now incorporates recent
regulations governing dangerous goods shipping. These
updates include the following regulatory changes:

A new regulation that requires users to enter a package
type field entry for any FedEx Express dangerous goods
shipment identified as Other Regulated Materials -
Domestic (ORM-D) and to include a print of the package
type on the Shipper’s Declaration for Dangerous

Goods (M-1421C). FedEx Ship Manager® Software now
accommodates these requirements.

Shipping information
To ship dangerous goods using FedEx Express:

1. Complete Shipment details screen for a FedEx Express®
shipment.

2. Inthe Package and shipment details section, select
the appropriate FedEx Express® service (e.g., FedEx
Priority Overnight®) from the Service type menu. Select
Your Packaging from the Package type menu and then
complete the Package dimensions field.

3. Click Options tab. The Options screen is displayed.

4. Click View/Edit next to the Dangerous Goods option.
The View/Edit Dangerous Goods screen displays and
defaults to the Other screen.

Essentials Expert

Multiple-piece shipment information
1. On Shipment details screen, enter the information and click
on Multiple-piece shipment from the bottom.

Cam — mmm = =

A ——— [ .

2. In Multiple-Piece Shipment Information screen, specify the
Package information details and click Special services button.

- - -
s e
= === =r=m
T . .
- — - -
s [y
reisne e e e
_
Ll
e _Ti— - 1 =l —_|
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3. In Special services information screen, select Dangerous Signatory information

Goods checkbox, and click OK. Complete this section by entering all of the required

information.

s [ P 1. Regulations — Although the Regulations field defaults
== ":"‘m e to IATA, you can select ORM-D from the menu based
et 11 W s T T T on your Shipment. ORM-D commodities may be
Mo, |1, — — R shipped from the U.S. to a recipient in the U.S. or a U.S.
. S Territory (e.g., Puerto Rico) only.

| —— 2. Name of Signatory - Enter the name of the individual
Pt | e i authorized to sign dangerous goods documents.

i 3. Emergency telephone - Enter the 24-hour emergency

A i * = ' number required by U.S. and Canadian law. Refer to
s 1 = the Emergency Phone Number UN#/ID# Exceptions

s [l e % 1= table for exceptions to this requirement.

| 4. Additional handling info — Enter any information
—— relevant to handling and shipping the dangerous
| i ——TT goods substance.

L ] PP T T] ey p— — (VLT A p— ﬂ

4. In Special services information screen, select Dangerous
Goods checkbox, and Enter the DG details in View/Edit
Dangerous Goods Screen.

I
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All packed in one

Select All Packed in One if you are shipping more

than one dangerous goods commodity in the same
combination package prepared as an All Packed in One
under IATA.

1. Packing type of outer container — Enter packing type
of outer container used.

2. Consignment of All Packed in One — Select this check
box to activate the Number of completed All Packed
in One field for packages in the consignment.

3. Number of completed All Packed in One - Enter the
number of completed All Packed in One packages
in the consignment. If you select Consignment of All
Packed in One for international shipments, an entry
in the Number of completed All Packed in One field
is required. The Number of completed All Packed
in One prints in the Quantity and Type of Packing
section followed by the times sign (e.g., All Packed in
One x 2).

Overpacks used

Select Overpacks Used when shipping one or more
packages in the same enclosure, forming one handling
unit when prepared as an Overpack in IATA. You must
properly pack, mark, and label each package in the
overpack.

Essentials Expert

1. Consignment of Overpacks - Select this check box to
activate the Number of completed Overpacks (in the
consignment) field.

2. Number of completed Overpacks — Enter the number
of completed Overpacks in the consignment. If you
select Consignment of Overpacks for international
packages, the Number of completed Overpacks
is required. The Number of completed Overpacks
prints in the Quantity and Type of Packing section
followed by the times sign (e.g., Overpack Used x 2).

Note: Click both All Packed in One and Overpacks used if the shipment
meets both criteria.

FedEx Ship Manager® Software has implemented
changes to accommodate the shipment of multiple
radionuclides in both an All Packed In One or an
Overpack. Both Transport Index (Tl) and Criticality
Safety Index (CSI) are package-level fields on Tab 1 for
customers shipping these more complex Radioactive
Material, Class 7 shipments.

Also, a typed signature prints for ORM-D (49CFR as
prepared by Air) shipments. FedEx Express® does
accept a typed, computer-generated signature for U.S.
shipments.
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Infectious substance shipment information T ——

1. If the shipment contains an infectious substance, enter M —
the name and phone number of the person responsible owboem E5 e
for the shipment. A AT o Rk
) oty e O
2. Click OK. The message “There must be at least one 4 v | iR s
dangerous good in the shipment” displays. Click OK. —— B .
The Dangerous goods entry screen displays. T s Pwcatin

| Tomomishn] e, B e B

Dangerous goods details

Enter the required information in the Dangerous goods
details section. Required fields are in bold on the screen.

1. Dangerous goods ID — Enter the dangerous goods code
or select the code from the Dangerous Goods database
that represents the substance you are shipping. If you S
enter a new code, the View/Edit Dangerous Goods
screen displays for you to add the dangerous goods
commodity to your database.

Note: If you entered multiple packages (e.g., 3) in the Number of packages field on
the Shipment details screen and all of them contain the same dangerous goods
item, the # of packages field on the Dangerous goods entry screen defaults to 1.
Delete 1 and enter 3.

Note: If you have the dangerous goods ID stored in your Dangerous Goods
database, select it from the Dangerous goods ID menu. The required
information displays in the Dangerous goods details section and the
Radioactive information section (if required).

2. UN#/ID# - Enter the appropriate UN# or ID# of the
item that corresponds to the dangerous goods you
are shipping (e.g., UN1090 for acetone). Based on
Software displays the corresponding items listed in the
IATA table. Packing instructions in maximum quantity
appear in the same order as found in IATA 4.2 columns
G through L.

3. # of packages, Net quantity/Gross mass and
Type of packing - If they are not already populated,
complete these required and optional fields as required.

4. Aircraft type - Select Passenger and cargo check box.

I
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Radioactive information

Complete the Radioactive information section, if required.
You can save this information to your Dangerous Goods
database as needed.

Note: If you are shipping radioactive and nonradioactive articles in Canada,
you must process the articles in separate shipments.

1. Click Add to shipment to add the dangerous goods
information to the Dangerous goods in shipment
section.

2. Verify the dangerous goods in the shipment. Make any
necessary changes.

3. Click OK. The Options screen is displayed.

Note: If you are shipping a multiple-piece shipment (MPS), click Multiple-
piece shipment. When the Multiple-piece Shipment Information screen

is displayed. You can specify the exact package that consists dangerous
goods from the Select Dangerous Goods Packages screen. Complete the
required sections in the Multiple-piece Shipment Information screen and
click Ship. The Options screen displays again.

4. Click Ship to process the shipment and print the
shipping label and Shipper’s Declaration for Dangerous
Goods (M-1421C) (#146491).

5. Verify the shipping label and Shipper’s Declaration for
Dangerous Goods for completeness and accuracy.

6. Sign the Signature section (if applicable).

Note: If you amend or alter the printed Shipper’s Declaration for Dangerous
Goods, you must sign each amendment or alteration, using your full signature,
not initials. This must be the same individual’s signature whose signature
appears in the signature section.

Expert

Limitations

FedEx Ship Manager® Software cannot support the items
described below at this time.

Multiple radio nuclides in a radioactive shipment including:

« Those in an All Packed in One.

+ Those in an Overpack.

« Those in a combined All Packed in One Overpack.
« Those in solutions/mixtures.

For international multiple-piece shipments (MPS), the
business rules are shipment level not package level. Therefore,
the dangerous goods cannot vary in any detail in packages
within the same MPS when processed on FedEx Ship
Manager® Software. The dangerous goods in each package
must be identical.

Discontinuing Acceptance of Specific Other Regulated
Materials — Domestic (ORM-D) for FedEx Express® Shipments

In accordance with federal regulations, FedEx is no longer
accepting certain Other Regulated Materials - Domestic
(ORM-D) proper shipping names under Title 49 Code of
Federal Regulations (49 CFR) for FedEx Express® shipments.

To accommodate this change, you must prepare these
shipments in compliance with current International Air
Transportation Association (IATA) regulations that do not
allow for the ORM-D designation.

To ship a designated FedEx Express ORM-D shipment under
IATA regulations, follow these steps:

1. Enter the required information for your FedEx Express
ORM-D shipment on the Shipment details screen.

2. Click Options tab. The Options screen is displayed.
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3. Select Dangerous Goods check box. The View/Edit
Dangerous screen displays and defaults to the 1 — Other
screen.

4. Select IATA from the Regulations drop-down menu.

5. Complete 1 - Other and 2 - Dangerous goods entry
screens and complete your shipment.

Dry ice only
. Select Dry Ice Only on the Options screen. The Dry Ice
Information screen is displayed.

2. Enter the weight of the dry ice.

+ U.S. shippers enter the weight of the dry ice
in pounds.

« Canadian shippers may enter the weight of the dry
ice in kilograms or pounds. Regardless, the total dry
ice weight is automatically converted to kilograms
and prints in kilograms on the label.

Dry lce Information

Mumber of Dry ice packages: _
Dy ice weight per package: 0.0 kgs -

Mote: For intemational mukipe-piece shipments. the Dry
ice weight for each package muet be identical

ook | | Canel

Essentials Expert

Dangerous goods and dry ice enhancements

To allow you to process dangerous goods and dry ice
shipments more effectively, FedEx Ship Manager® Software is
adding the following capabilities:

« Allow Canada-origin shippers to create a FedEx Express
dangerous goods shipment containing up to 5 dangerous
goods commodities and print those commodities on the
Shipper’s Declaration for Dangerous Goods (DG-1421C).
U.S.-origin shippers already have these capabilities.

+ Allow U.S.- and Canada-origin shippers to print the
Shipper’s Declaration for Dangerous Goods (M-1421C)
using a laser or inkjet printer.

« Allow U.S.- and Canada-origin shippers to enter dry ice
weights (Ibs. or kg) to one decimal place and not the whole
number (e.g., 5.5 Ibs.).
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Loose dry ice

You can use loose dry ice as a coolant in an overpack. When
Dangerous Goods (DG) shipments with UN ID 1845 (Dry Ice)
are surrounded with loose dry ice in an overpack or All Packed
In One (APIO), it is accurately reflected in the DG Shipper’s
Declaration.

Perform the following steps to select Loose Dry Ice.

1.
2.

Click Databases | Dangerous Goods.

Click View/Edit Dangerous Goods dialog screen. Loose
checkbox is displayed which is located directly to the right
of the UN#/ID# UN text box.

Select Loose checkbox.
Click OK.
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Hazardous materials available for FedEx Ground (U.S. only)

Note: For detailed hazardous materials shipping information, go to fedex.com.

Shipping enhancements for hazardous materials (U.S.
only)

FedEx Ship Manager® Software provides FedEx Ground
hazardous materials shipping enhancements to improve

your shipping experience and help facilitate Department of
Transportation (DOT) compliance. Shipping of dry ice, small-
quantity exceptions, and nonhazardous lithium batteries is
now available, so you have more ways to take advantage of
legendary FedEx reliability.

These improved hazardous materials features are designed to:

« Enhance compliance with DOT rules and regulations. The
DOT is requiring that all shippers include basic identifying
information (offeror name) on hazardous materials shipping
documentation effective Oct. 1, 2010.

« Increase your shipping capability for FedEx Ground
hazardous materials and Other Regulated Materials —
Domestic (ORM-D) shipping through electronic shipping
solution support.

« Support hazardous materials laser forms OP-900LL and
OP-950 on all FedEx® electronic shipping solutions.

« Enable the addition of UN or NA identification numbers
(table) that only allow users to create shipping labels for
valid FedEx hazardous materials commodities. Enable you
to select up to three commodities per package from the
hazardous materials table for printing on the OP-900LG, OP-
900LL, and Hazardous Materials Certification Report (OP-
950).

« Allow dry ice shipments to the contiguous 48 U.S. states but
not to Alaska or Hawaii.

+ Allow small-quantity hazardous materials shipments
to the contiguous 48 U.S. states but not to Alaska or
Hawaii.

+ Allow shipments of lithium batteries to be processed as
a nonhazardous material shipment to all 50 U.S. states.

Note: Dangerous Goods shipments will allow you to choose an appropriate
classification type for your Lithium Battery commodity items, improving
compliance with dangerous goods regulations. All Section | lithium batteries
and cells and all UN3480 and UN3090 batteries and cells must be entered as
Dangerous Goods under Special Services.

New Regulations for Shipping Hazardous Materials

FedEx Ship Manager® Software now incorporates recent
regulations governing hazardous materials shipping. These
updates include the following regulatory changes:

« All Other Regulated Materials - Domestic (ORM-D)
shipments must be identified when processing any
FedEx Ground hazardous materials shipment. To select
this special service option, click the Options tab, and
then select the Ground ORM-D check box in the Special
Services section.

« Arequirement to enter the number and type of a
package before or after the basic shipment details for
any FedEx Ground hazardous materials shipment (e.g., 1
fiberboard box, 1 cylinder). In this version of FedEx Ship
Manager® Software, these fields print before the Proper
Shipping Name on the OP-900 Hazardous Materials
form but can be after the packaging group on the
OP-900LL Hazardous Materials form.
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Requirements to include the following information
when you process a FedEx Ground hazardous materials
shipment:

- Emergency contact number

- DOT shipping name of material
- Hazard class or division number
- Identification number
—Packing group

- Weight

- HazMat Package Qty and Type

Shipping information

If you are shipping a multiple-piece shipment (MPS),
complete the Shipment details screen and click Multiple-
piece shipment. When the Multiple-Piece Shipment
Information screen displays, complete the required
sections and click Ship.

For detailed FedEx Ground hazardous materials
shipping information, please refer to the FedEx Ground
Hazardous Materials Guide. To download a PDF copy,
go to fedex.com/us/ship-manager/software/resources/
support/user-quide.html

Hold at location for FedEx options (U.S. only)

Whether you’re shipping or waiting for a FedEx®
package, you can quickly and easily request to have

it delivered to one of up to 2,400 FedEx locations for
pickup. This option is available with FedEx Express®,
FedEx Ground®, and FedEx Home Delivery® services —
and it’s free.

You may request Hold at Location when initiating a
shipment — or even after the shipment is on its way.

Expert

Signature required at time of delivery?

We also accept and hold signature-required shipments. For
security, the recipient must show a government issued photo ID
at the time of pickup.

We offer these value-added options free of charge at retail
locations nationwide — many open extended hours.

For more detailed information, go to fedex.com/us/services/
hold at location overview.html

FedEx Ground®

Our Hold at Location options for FedEx Ground® shipping
allow you to designate delivery to any of more than 1,700
FedEx Office locations nationwide for convenient pickup.
FedEx Ground® packages will be available within the scheduled
delivery time of 1 to 5 business days (Monday-Friday) at most
FedEx Office locations.

International shipments

Hold at Location options are also available for certain
international shipments. Services include FedEx International
Priority®, FedEx International Economy®, FedEx International
Priority® Freight and FedEx International Economy® Freight.

You can call 1.800.GoFedEx 1.800.463.3339 and say
“international services” to confirm pickup date and time.

Notes:
FedEx World Service Center® locations accept only FedEx Express® shipments
for Hold at Location.
Shipments containing hazardous materials are not eligible for Hold at Location
options.
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FedEx OnSite

FedEx OnSite is the collaboration of FedEx with e
other retailers to have locations that are not owned (T i — e e e R e e hm
by FedEx, act as access points for Hold at Location w
(HAL) and Redirect to Hold (RTH) shipments, as well i e et e CE A43338 L e usesas
as drop-off locations for pre-labeled packages. This L S T B i
provides you more options to either drop-off a pre- [ e ARl i i I E o
labeled package or pick-up a HAL/RTH shipment s g T e SR e — -~ g R
beyond just the FedEx Office location. e i g e e
To enable and view different Hold at Locations, :_ RN e S i S LT g T P
perform the following steps. ey e . TRANEN e =
1. Select Hold at Location Special Service to view ey o P = — —— =
Select FedEx Hold Location screen. o e - e EMPAN
2. Select Go Online to Find Locations. If: T S . T
3. Click OK. e e g - = -
S o i .

Note: The Lookup FedEx Hold Location screen displays the Maximum
Package Weight and Maximum Package Size details.

I
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Updating Hold at location table
To update your Hold at Location table, follow these steps: [ e e

1. Select Download from the Utilities menu. The Demand Contact inlomation
Download screen is displayed. o

2. Select Hold at Location Table check box. ket oo CATE Auloiion
3. Click OK to download your Hold at Location table.

|

Essentials Expert
—_—

Contacd Telophers:  (H11) 2633433

Lulect asanch medlesd

To create a shipping label for a FedEx Ground Hold at FedEx @ Search Delaul Lin 3o Orline to Find Locations
Location package, follow these steps: Zo/postal code for lockup: MIM M1
1. Complete the Shipment details screen for a FedEx LAy Search |
GI’OUﬂd® Shipment. Fonilk x il e wehasif: Ul aFujrecnll shandkl e bkl
2. Inthe Package and shipment details section, select LA O
FedEx Ground Service from the Service type drop- W Y
down menu. The Package type field defaults to Your Adddrows |
Packaging. Complete the Package dimensions field. Adkdenms 2
3. Click Options tab. The Options screen is displayed. v P::
4. Select Hold at Location check box or View/Edit Saae Provrce
associated with the check box. The Select FedEx Hold Talschans
Location screen is displayed. —
oK | Cancel

5. Confirm the contact name and contact telephone
number associated with the selected recipient in the
Contact information section.

6. To change the current contact name or contact
telephone number, enter the new contact name in the
Contact name field or the new telephone number in the
Contact Telephone field.

Note: When you enter a new contact name or contact telephone number
in these fields, the information is not automatically saved in the Recipient
database (Address Book). After you click Ship to create a shipping label,
select Yes in the resulting popup screen to save these new entries in the
Recipient database.

[
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7. In the Select search method section, click Search
Default. List radio button (default option) to search
for a default FedEx Office location associated with the
listed ZIP code. The ZIP code in the ZIP/postal code
for lookup field defaults to the selected recipient’s ZIP

code.
8. Click Search to locate the designated FedEx Office T — =
location for the current ZIP code. Lt s e
9. To locate another FedEx Office location, click Go —i e — = e
Online to Find Locations radio button, and click Search. P o e S LT o o — - LT
The Lookup FedEx Hold Location screen is displayed ool el A = TR T
with several alternate FedEx Office locations. ol e A e e - msme
10.Select the appropriate location and click OK. The e e em - v i
Select FedEx Hold Location screen is displayed. S i T S . S i i
Teills s *71 b P St ] Bl ey L] HR - b o {4 §j 1] Fir
11.Confirm your FedEx Office location and click OK. The et bt = = Sl by L=
Options screen is displayed. = et

12.1f you need to make any changes, click View/Edit next
to the Hold at Location option. The Select FedEx Hold
Location screen is displayed.

13.Enter your changes and click OK. The Options screenis
displayed.

14.Click Ship to create a shipping label.

Note: You can now select a specific HAL location ID instead of accepting the
default Location ID associated with the HAL ZIP code.

I
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Inside pickup
Available for FedEx Express Freight (U.S. only)

Select Inside Pickup to pick up freight shipments inside the
sender’s building.

Inside delivery
Available for FedEx Express Freight (U.S. only)

Select Inside Delivery to deliver freight shipments inside the
recipient’s building.

International controlled export

FedEx provides pre customs clearance and door-to-door
delivery of international controlled exports from the U.S.,
including:

+ Items moving under a U.S. State Department License

+ Items moving under DEA export permits 36, 236 and 486

+ In-bond shipments moving under a transportation and
exportation customs form (CF7512) from a foreign trade
zone or a bonded warehouse

1. Select International Controlled Export on the Options
screen. The FedEx International Controlled Export (FICE)
screen is displayed.

2. Select a FICE License Type.
3. If thelicense type is DEA 236, DEA 36 or DEA 486, enter

Essentials Expert

License Number/Permit Number for the item. Then
enter the expiration date in MMDDYYYY format, or click
the calendar icon and select the date. If you omit this
field, tomorrow’s date fills in automatically.

. If the license type is T&E or Warehouse Withdrawal

for T&E, enter Foreign Trade Zone (FTZ) code,up to 5
characters.

. To view the Terms and Conditions, click Terms and

Conditions.

. To accept the Terms and Conditions, select | accept the

Terms and Conditions check box.

. Click OK to save the FICE information and return to the

Options screen.

. view or edit your information, click View/Edit next to

International Controlled Export. Make any changes and
click OK.

Cordrolied Shipment - FICE |
FICE Leerss Tios: ] -

L &/ Paml &

Dovstion Data:  DE242N7T =
Foeeige Trade Jons
Eriry Mumier
| mecepl Thae Teme ard Consiiars T el Condiors
0Kk || Cacm
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Non-standard packaging
Select this option if your package:

« Measures greater than 60 inches in length but equal
to orless than 108 inches in length

« Isnot fully encased in an outer shipping container

« Isencased in an outer shipping container made of
metal or wood

For multiple-piece shipments, you can select Non-
Standard Packaging for all packages or for individual
packages within the shipment.

FedEx Priority Alert®

FedEx Priority Alert® is a specialized contract-only fee
based service that combines 24x7 support, advanced
shipment monitoring, proactive notification and
customized package recovery for critical and time-
sensitive shipments. In addition, FedEx Priority Alert®
shipments receive boarding priority and clearance
priority over like services.

FedEx Priority Alert Plus™ includes all of the features
of FedEx Priority Alert listed above, plus additional
options such as dry-ice replenishment, gel-packs
exchange and cold storage.

Essentials Expert

FedEx Priority Alert Expansion

FedEx Priority Alert is undergoing global expansion (73+
countries) and will be available in the following two tiers,
with rollout currently planned for October 2012:

Service availability includes FedEx First Overnight®; FedEx
Priority Overnight®; FedEx 1Day® Freight; FedEx First
Overnight® Freight; FedEx International First®; FedEx
International Priority®; FedEx International Priority®
Freight; FedEx International Priority DirectDistribution®.

FedEx Priority Alert® provides proactive management of
shipments with priority boarding and clearance - a real
benefit for customers whose shipments are time-critical,
environmentally sensitive or high value.

Peace of Mind. You can ship your packages with added
confidence because FedEx Priority Alert® proactively
monitors and can intervene to resolve problems that may
increase your shipment’s risk of delay.

Dedicated Support. Each FedEx Priority Alert® account is
assigned a dedicated analyst who monitors the account’s
FedEx Priority Alert® shipment activities.

Global Reach. FedEx Priority Alert® and FedEx Priority
Alert Plus™ will be available internationally in 73+
countries and will be available domestically in 6 countries
(U.S., Mexico, United Arab Emirates, Switzerland, India and
Canada).
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Return labels

Available for U.S. only

1. Select Return Labels check box to print a return label.
The Return shipment tab becomes active.

2. Click Return shipment tab and complete the
Return shipment details screen.

Saturday delivery

Available for FedEx Express®

Select the Saturday Delivery check box to deliver your
shipment on Saturday. This option displays when available
for the ship date, service type and destination.

Saturday pickup
Available for FedEx Express®
Select Saturday Pickup to pick up your shipment on

Saturday. This option displays if it is available for the ship
date, service type and pickup location.

Signature options

Available for U.S. destinations and select international
locations as well as from a Canadian origin.

Select the appropriate FedEx Delivery Signature Option
from the Signature Options menu.

No Signature Required (NSR):
FedEx may release the package without anyone present

Expert

Indirect Signature Required (ISR):

FedEx will obtain a signature in one of three ways:

1. From someone at the delivery address.

2. From a neighbor, building manager or other person at a
neighboring address.

3. Therecipient can authorize release of the package without
anyone present.

Direct Signature Required (DSR):

FedEx will obtain a signature from someone at the delivery
address before releasing the shipment.

Adult Signature Required (ASR):

FedEx will obtain a signature from someone at the delivery
address who is at least the age of majority in the destination
country.

Note: The signature options can be found in the bottom left section of the Options
tab.

For detailed information about signature options, refer to the
FedEx Service Guide at fedex.com.

Optional information

You can enter additional references in the Optional information
section on the Options screen. This information prints on
shipping label doc-tabs and shipping reports.

Note: To customize the reference field names, refer to Customize Fields.
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Shipment receipt

Select Print shipment receipt check box in the Shipment receipt
section on the Options screen to print the one-page summary which
includes detailed information about the shipment, such as sender
and recipient information, package details and billing information.

The Shipment receipt prints on your report printer or laser printer.

FedEx InSight®

If you are enrolled in the FedEx InSight® program, you can enter
specific contents for your shipment.

1. Click Shipment contents in the FedEx InSight section on the
Options screen to enter the following shipment information:

+ Code
« Part number
« SKU/Item/UPC
« Quantity
« Description
2. If you do not want the recipient or a third party to view the
shipment information, select Block Shipment Data check box.

Note: For more information about FedEx InSight®, go to fedex.com/us/pckgenvlp/fcl/track/

insight/.

FedE W InSighes

Sl Soribacia |

[Shipmeani bewe deded 1or Tedls inSght cusiomens only |

[ Bk e Dala
fFrobuiag e recgeerd vl Bed poty penes from vesss) rformaten st Vo gy
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FedEx ShipAlert®

With FedEx ShipAlert®, you can send shipping notifications for
all shipments to yourself and others.

All notifications include shipper information provided

during the shipping process (name and email address). This
information indicates who requested the notification(s) to be
sent.

To set up shipping notifications:

1. Click ShipAlert tab.

2. Enter up to four email addresses for notifications.
3. Select a Notification language.

4. Choose one or more Notification types, by selecting the
appropriate check box, for each email recipient.

+ Shipment notification indicates when a package has
been shipped.

« Exception notification identifies any exception scans
that may cause a delivery delay, such as customer not
available. For multiple-piece shipments (MPS), this
feature allows you to see if a customer received partial
delivery or full delivery.

« Delivery notification indicates when a package has
been delivered.

« Estimated Delivery Notification allows you to receive
estimated delivery details (date and time) for all
shipments.

5. Click HTML or Plain Text format for your email notifications.

6. Add a personal message to your notification(s). This option
is not available for non-English characters.

P mme  [aRem  empess el fEpsn
H.---.ﬂ hml gl ¢ Gk Bl B e
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Note: Save time and keystrokes when preparing your shipments by setting
FedEx ShipAlert preferences. Refer to the Preferences instructions on the
next page.

The Sender and Recipient email address field is expanded up to 250
characters.

Frlla Fop Veage o

T R
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Preferences

Save time and keystrokes by setting FedEx ShipAlert previous shipment.

preferences that fill in automatically when you prepare your - Skip - Skip this field.

shipment. 7. Click OK on this screen and subsequent Shipping

1. Select Shipping Profiles from the Customize menu. The Profile screens to save your preferences.

Shipping Profiles screen is displayed.

2. Select an existing profile and click View/Edit, or add a new
profile.

3. Click 4-FedEx ShipAlert Preferences tab.
4. Select Outbound - Shipment as the Preference type.

Note: To set FedEx ShipAlert preferences for return shipments, select Return as
the Preference Type.

5. Select field and a Behavior option from the list and click one

of the following Behavior options (for all fields except Format
Type and Personal Message):

« Unchecked - Leave this field unchecked.

« Automatically select if email available — Automatically
check this field if an email ID is shown on the FedEx
ShipAlert screen.

« Always checked - Always check this field.
« Skip - Skip this field.

6. If you select the Format Type or Personal Message field,
select one of the following Behavior options:

« None - Do not assign a default for the field.

+ Constant - Click Constant then select or enter a value in
the Field Values field to automatically populate this field
with the same information for all shipments.

« To override field preferences for an individual shipment,
press F11 on the associated shipping screens.

+ Carry - Carry over or repeat information from the

[
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Access your shipping databases

FedEx Ship Manager® Software makes it easy to access its
extensive databases. To start, click the Databases tab at the
top of the screen, and select one of the following:

+ Sender

+ Recipient

« Department/Notes

+ Dimensions

+ Reference

« Groups

«  Commodity

« Dangerous Goods

+ Hazardous Materials (optional)
« Brokers

« IPD/IDF/IED Importer of Record (optional)
« Templates

« Customized Database Reports
« UserSetup

Essentials Expert

Refer to the following information for detailed
instructions on using and maintaining your databases.

« Database Functions
« Enterprise Access Controls & Integration —
Account Masking

« Templates
« Backup

» Restore

« Import

« Export

Note: To customize database reports, select Customize Database Reports
from the Databases menu or from the Reports screen.
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Filter for sender database

FedEx Ship Manager® Software added a filter for

the Sender database to provide enhanced search
functionality for locating key sender information,
including a sender ID, contact name and company name
and address.

Key enhancements include:

« Search functionality added to the View Sender
dialog.

+ Ability to search for sender ID, contact name,
company name, address, city, and state/province.

« Addition of search entry box.
« Wildcards are supported in the search functionality.

« Addition of toggle button (More/Less) to view search
results.

3rd party account database

FedEx Ship Manager® gives you the ability to add a 3rd
party account number in the database that stores 9-digit
account numbers and descriptions. The 9-digit accounts
will display in both the parcel and freight Account #
dropdown in the Billing Details section for a parcel
shipment and in the Bill LTL Freight Charges to screen for
a LTL shipment when billing a Third Party.

Expert

Note: To help distinguish between a LTL freight and parcel account number,
when nicknaming the account, prefix the nickname with FXE for parcel

and FXF for LTL Freight i.e. FXE-ABC Inc or FXF-XYZ Inc. Freight LTL 8-digit
accounts are not supported in this database.

To use this feature:

Click Databases at the top of the tool bar.
Scroll down and select Third Party Accounts.
Click Add button.

Enter the 9-digit Account and the nickname in the
Description field, click OK.

5. Lists Third Party Accounts with option to search
when list gets too long to display on screen.

6. Accounts will appear in the dropdown when Third
Party is selected for Bill Transportation charges.

PN~
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Enterprise access controls & integration — account
masking

Account numbers will no longer print on international and
non-U.S. domestic express plain paper shipping labels, but
will continue to print on the FedEx label copy.

Two options will print

« Consignee Shipping Label —without account number.

« FedEx Copy Only label (AWB) — with the account number.

Database functions

Every FedEx Ship Manager® Software database offers the
following functions on the View screen:

« Add

« Add by duplication
« View/Edit

« Delete

« Print

The Recipient database (Address Book) is used as an
example for the following instructions. However, the fields
and options that appear on the database screens vary
depending on the database selected.

You can also begin shipping to a recipient from the
Recipient database. Select the recipient and click Ship to.
The recipient information automatically populates the
associated fields on the Shipment details screen.

Note: When using the Recipient database, you can sort the Recipient list by
column heading on the View Address Book screen. Click the column heading
once for ascending order, then click again for descending order.

Add

Expert

To add a new record to a database:

1.

Select database from the Databases menu. The
View screen is displayed.

Click Add. The Add screen is displayed.

. Enter a new ID and the remaining information

you want to save. Required fields appear in bold
on the screen.

Click OK to save the record and return to the
View screen.

Click Add another to save the record and
continue adding other records.

Click Cancel to cancel your entries and return to
the View screen.

Page 224



Add by duplication

To add a new record to a database by using
information from an existing record:

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

2. Select the record and click Add by duplication. The
Add screen is displayed.

3. Enter a new ID and the make any changes to the
existing information. Required fields appear in
bold on the screen.

4. Click OK to save the record and return to the View
screen or click Add another by duplication to save
the record and add another record.

View/Edit
To view or edit a database record:

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

2. Select the record and click View/Edit. The View/
Edit screen is displayed.

3. Make the desired changes to the information.

4. Click OK to save the changes and return to the
View screen.

Essentials Expert

Delete
To delete a record from a database:

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

2. Select the record and click Delete.
3. Click Yes when prompted to delete the record.

4. Click No to retain the record and return to the View
screen.

P ool o o
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Print

FedEx Ship Manager® Software includes detailed reports
for each database.

To print database reports: Recipient Reparts (™
1. Select Recipient from the Databases menu. The View Recipien Hegnals
Address Book screen is displayed. & Hevipierd Delad repot
2. Click Print. The Recipient Reports screen is displayed. Hﬁm o APy e O
Cusiomied Feporl
3. Choose default or Customized Report. O
Note: To customize database reports and create new reports, refer to w1 Fecioierts
the Customize Reports section. % ; iy
. . Ftemational Recents Only
4. You may select other options for your report, if
available.
5. Click OK to print the report.
6. Click Cancel to cancel your selections and return to n
the View Address Book screen. S O plone
& Recpien D
Comparmy Nams
Lo | [ Goncet |
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Templates Types of databases
When importing and exporting databases and You can create templates to import and export
shipment information, you must use a template to these databases:

define the file layout of the source file. You can use
and modify FedEx Ship Manager® Software templates ..
and create your own templates. * Recipient
+ Department

« Sender

Before you import or export a database, select a
template and carefully view the contents. - Groups

+  Commodity
« Dangerous Goods

Types of templates ,
1. When you import a database to FedEx Ship * Hazardous Materials (U.S. only)
Manager® Software, use an Import template. . Hold File

The file extension is .imp.

2. When you export a database from FedEx Ship
Manager® Software, use an Export template.
The file extensionis .exp. Note: You can export shipment information from FedEx Ship Manager®

Software, but you cannot import shipment information to FedEx Ship
Manager® Software.

« IPD/IDF Importer of Record
+ Shipment (Export only)

You can now back up and restore as well as import/export the additional
reference section of the Address Book.
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Select a template

1. Select Import/Export Database Templates from s ]
the Databases menu. The View Templates screen is S pms =t
displayed. — I e

= | Ll i | S

2. To use or modify an existing template, select Lo “’ S T
the template and click View/Edit. The View/Edit i (o P cnciralree e
Template screen is displayed. i
To add a new template, click Add. The Add Template ﬁﬂ_ i
screen displays. Enter a new Template ID. e, —

3. Enter template information. Ry = s e :
+ Modify or enter a Description for the template. e % s - .
« Select the template Type. — - e — 3
+ Select the Database you are importing or L — o 7

exporting. —
« Enter aFile name, such as sender.csv. o

I
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Select a format

The file format determines how fields are identified and
separated in the source file.

F L
1. Click Delimited or Fixed as the file format. s 1 %
+ Delimited - Fields are usually surrounded by single or 5 o :
double quotation marks and separated by commas or Ficdd acparalor: M
spaces, as in the following example: Feced Dateformat: MMDDYYYY
“SENDER1”, ”Jane Doe”, ”PetsRus”, ”1 Front Street”, Date defmier Nonc d
Fairfield”, "Ohio Defauil country code:  US - United States -

+ Fixed - Each field has a fixed number of characters.
Delimiters and field separators are not used, as in the
following example:

¥ Column headers on 1st ine

SENDER1 Jane Doe PetsRus 1 Front Street Fairfield
Ohio
2. If the file format is delimited, select Delimiter.
The delimiter surrounds the data and is usually single
quotes or double quotes.

3. If the file format is delimited, select Field separator. The
field separator separates fields within the file.

4. Select Date format and Date delimiter used in the source
file.

5. Select your Default country code. The country code is
used primarily for importing senders and recipients.

6. If you want the field names to appear as column headers,
select Column headers on 1st line check box.

I
Page 229



Add or remove database fields

When you add fields to a template from the source
file, add them in the same order that they appear in
the source file. Also enter the maximum number of
characters allowed for the field length.

Start and end positions

When using fixed file formats, the Start and End
numbers indicate where each field is located in the file.
These numbers must be correct to import or export the
correct data.

Start and End numbers are not used in delimited file
formats. You do not see these columns in delimited
format templates.

To identify the correct location of fields:

« Thefields in the Template fields section must be in
the same order as the source file.

« The Length of each field must equal the maximum
number of characters allowed for each field or the
maximum number of characters to import or export
from a field.

«  When using fixed file formats, the order and the
length of the fields determine the Start and End
positions.

Essentials Expert

Add database fields

1. If thisis a new template, select the first field in the
source file from the Database fields section. Click
Add. The field is added to the Template fields section.
Repeat this procedure for each field you want to add
to the template.

2. To add all fields to the template, click Add all.
Note: If there are spaces between two fields where you do not want to

collect data, select Filler to insert a filler between the fields. Enter the length
needed to adjust the Start position of the next field.

L iy brmarwty i

hE i
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Remove database fields
1. Toremove a field from the template, select the field
in the Template fields section, and click Remove.

2. Toremove all fields from the template, click Remove
all.

Modify template fields
1. Select the field in the Template fields section.

2. Inthe Length box, enter maximum number of
characters the field allows.

The length and the order of the fields in the
Template fields section determine where the field is
located in the source file.

3. Inthe Spec. Fmt. box, select a special format for the
field to identify special characters or formatting
allowed for the field.

4. Inthe Deflt. Value box, enter default value
information you want to import (e.g., a Customs ID/
EIN for each sender in the Sender database).

Essentials Expert

Export at close

You can automatically export a database when you close
shipments for the day.

1. To export, select the check box for one or both
options:

+ Export at Express close
+ Export at Ground close
2. Select data to export.
3. Click OK to complete the template.

e bl
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Backup
Maintain current backup files of your databases.
« Schedule weekly or monthly backups.

« Always back up an existing FedEx Ship Manager® Vi Eeit e Barkup @'
Software database before and after you import :
information into the database. i
W Eackig selried daesneers
« Back up databases after you enter several changes. e
Lommadly "
Ciesm Shipping |abed Prodiles
Lustomner Lisbssl Frofies
Follow these steps to back up databases: | Somemierd iy
1. Select File Maintenance from the Databases menu. acamist
Domesic Profies
2. Select Backup from the secondary menu. Fazardous Matedals
. tegrabon Settings
3. To back up one or more databases, click Backup ikt Fiofies E
selected databases, and select each database to :P?E,,E:T."f: o Ppocel
baCk up. :-'::-I:.:l_l-:‘-':r'rl—'n ?
L Fi T By
To back up all of your databases, click Backup All L:ﬁﬂﬁﬁ
or Select All. Efmqmm
4. Click [@ to select the location where you want to T Res
back up the database(s). You can save to your hard Lo i
. Y MAnneLr
drive or external memory, such as a CD or a USB ' ' e
drive. Backup To:  C\Progambite' Fed B F5M_BACKUP r:i
5. If using disks, Feijx Ship Manager® Software tells ok Sect A | [ e | [ Conea
you how many disks you need and prompts you —— : =

when to insert each one.
6. Click OK, to proceed with the backup procedure.

I
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Restore

By keeping backups of your databases, you can
restore damaged or lost data on your FedEx Ship
Manager® Software system.

Follow these steps to restore databases:
1. Select File Maintenance from the Databases menu.
2. Select Restore from the secondary menu.

3. Torestore one or more databases, click Restore
selected databases, and select each database to
restore.

To restore all of your databases, click Restore All or
Select All.

4. Click Replace or Append.

+ Replace - Data on the drive replaces all of the
data in your current FedEx Ship Manager®
Software database. All data in your current
database is removed.

« Append - Data on the drive is added to your
current FedEx Ship Manager® Software
database. None of the data in your current
database is removed.

5. Click @: to select Restore From location.

6. Click OK and follow the restore instructions on
your screen.
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File Blaintenance - Restore

() Restors Al
() Restore selecied dalsbases,

Elroieer

Commaodiy

Cugtom Shipping Label Profiles
Lustomer Label Profica
[iisbomined Fields
Diarperous Gouds
Cepariment

ChmeEnaions

Domeatic. Proliles
Harardous Malerisls

DD Preferences

ICHD Profdea

Irfegration Selfings
Intemational Profies
IPFDADFAED mporier of Recond
LTL Fresght Accounts
LTL Fresght Profics

LTL Fresght Templates
LTL Heawwcliasg Ut Dietas
Recipient and Groups
Heferemoes

Hepod Conliguration
Serder

Tesrplates
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Import

You can append, replace or merge data into the following
databases:

+ Sender

+ Recipient

« Department

« Groups

+  Commodity

« Dangerous Goods

+ Hazardous Materials
« Brokers

Expert

Software database. All data in your current database is
removed. (Make sure you have a current backup!)

Merge data — Use this Address Book Merge data
feature to import one or more recipient records without
importing an entire database. This feature compares
the import file with your current database.

If a record in the import file is different from an existing
record in the database, the imported record overrides
the current record. If a record is not found in the
existing database, it is added to the database.

6. Select Auto-assign IDs check box to enter an ID prefix, the

Note: Always back up an existing FedEx Ship Manager® Software database before Iength of a numeric suffix and a sta rting suffix number

and after you import information into the database. Refer to Backup in this section.

Refer to Templates in this section for viewing, modifying, and creating database 7. Click OK to proceed With_the import. FedE).( Ship )
templates before importing databases. Manager® Software notifies you when the import is
complete.

8. To view the imported data, select database from the

If applicable, insert the disk which contains the import file into Databases menu.

the proper drive.

Follow these steps to import databases: [ r——— ==
1. Select File Maintenance from the Databases menu. E e il gt o oo
2. Select Import from the secondary menu. The File ' mh ——
Maintenance-Import screen is displayed. Ty e
3. Select Template name. o ST S
B e b duse] Sala
4. Enter Input filename, including the directory path, or click Haplacn comert cas
Browse to select the directory and file name. —
5. Click one of the following options for Import behavior: i
« Append to current data — Data from the import file is
added to your current FedEx Ship Manager® Software
database. None of the data in your current database is L= Careal

removed.

« Replace current data — Data from the import file replaces
all of the data in your current FedEx Ship Manager®
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Export

FedEx Ship Manager® Software exports all of the data
listed in Import, along with shipment information, in
ASCII format using the template you specify. atn —

Refer to Templates in this section for viewing, modifying, ’ﬁ

and creating database templates before exporting

s Blgmsmmaeira - Fipor
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Tl e | CEAMMOGATY D

Wil Tl ia
databases. W S Date
v BN w  (caOv2e | [P
After defining your template, follow these steps to =) FadlEs Exwes Trping Cycle

export databases:

1. Select File Maintenance from the Databases menu. Fouiis Eopovon bovsine Hunber

2. Select Export from the secondary menu. The File e e Ty =
Maintenance - Export screen is displayed. —

3. Select Template name. ") s Comared Earnamy Shpwing Crole

4. Enter Output file name, including the directory path,
or click Browse to select the directory and file name. ;
If applicable, insert a disk if exporting to an external ,:’w, [ Fadlis Gomarel 7] Rl G eel ooy
drive.

5. Click OK to proceed with the export and continue on bl SR ER et
the next page. - Sl

6. If you are exporting shipment data, the Export Data
Filter screen displays. Select filter criteria and other
information then click OK.

Refer to the following Export Data with Deleted
Entries instructions for more information about
exporting shipment data.

7. The system exports the database file and saves it to
the designated drive. A screen is displayed showing
the number of records exported.
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Export data with deleted entries Importing and exporting records in dimensions
When exporting shipment data that includes deleted database

entries, you can display a Y next to package tracking FedEx Ship Manager® Software enables you to import
numbers that were deleted and an N next to package and export records in the Dimensions database
tracking numbers that were not deleted. using a template. When choosing an option on

the View Dimensions screen, you can select the

To enable this feature, follow these steps: primary identifier from the Description column (box

1. Select Templates from the Databases menu. description) or the Dimension ID column (2-character
The View Templates screen is displayed. code).

2. Select SHIPMENT EXP from the Template list and click —~ =]
View/Edit. The View/Edit Template screen is displayed. Fe e — '

3. Select Shipment from the Database menu in the Enter o | =
template information section. — [k e o e

4. Select Deleted indicator in the Fields section and click s ——
Add. The Deleted indicator field moves to the Template e ST e -
fields section on the right. e o I PO .

5. Click OK. The View Templates screen is displayed. o e — e

6. Click OK. This feature is now enabled. TR

I
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Send a Multiple-Piece Shipment

FedEx Ship Manager® Software offers flexibility for multiple-
piece shipments (MPS). You can enter individual package
information or total shipment information.

Refer to the following information to prepare and process your [re— 5]
MPS: e e S P i oot ke
+ Preparing an MPS o Mo e

« FedEx Express MPS e
« FedEx Ground MPS

L]

Save time and keystrokes when preparing your multiple-piece Jrmamad pmp
shipments by setting shipping preferences for references, A ;

package weight and dimensions, service type and more.
The associated fields populate automatically based on the e - o

recipient and sender selected for the shipment. Refer to N
Recipient Preferences and Shipping Profiles. TR

P e e 0 00 L300

Fom & g ey | ey pemages 7

To ship a U.S. domestic FedEx Express or a U.S. domestic FedEx ' sermesaed
Ground multiple-piece shipment (MPS) containing identical
packages, refer to Per Package/Per Shipment Option (U.S.

Only).
If you are shipping a U.S. or Canada FedEx Express or FedEx

Ground multiple-piece shipment (MPS) containing nonidentical
packages, refer to FedEx Express MPS and FedEx Ground MPS.

To ship a commercial or residential intra-Canada FedEx
Ground multiple-piece shipment or a FedEx International
Ground multiple-piece shipment (MPS) by entering a total
shipment weight and dividing it across all of the packages
in the shipment, refer to Parse Pak (Canada Domestic and
International Shipments).

I
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Preparing an Multiple-Piece Shipment (MPS) Options and special service options

Shipment details | Return shipment details (U.S. only) Click the Options tab or Return options tab (U.S. only)
1. Complete Shipment details screen for U.S., Canada to select additional shipping options and special service

domestic, or international shipments. options.

2. Inthe Billing details section, select the account to ) Speilabl ser}/lci %p;"’”stfﬁr ri\igll:!alr s_ilwal!oments
bill for the shipment and for the duties/taxes/fees, if rthqs N ?cel efc € trpm € Multiple-Fiece
applicable. Enter the FedEx billing account number if Ipment Intormation screen.

the Acct # field is not populated automatically. « Special service options for return shipments can

3. Complete the Return shipment details screen be selected from the Options screen.

for a return MPS (U.S. only). « Special services options can be selected for
individual packages from the Multiple-Piece

« Inthe Package and shipment details section, Shipment Information screen.

enter the total number of packages in the
shipment and the weight of the first package.

« If all of the packages in your shipment have the FedEx ShipAlert®
same weight, service type and package type,
select Identical packages check box and ship the
packages using only the Shipment details screen.

If you want to send shipment notifications to your
customer, yourself and others, click ShipAlert tab and
make your selection(s).
+ If only certain packages in your multiple piece

shipment have the same weight, service type and

package type, continue with these instructions. Documents (International only)
« You can specify which package contains To prepare an international document multiple piece
dangerous goods from the Select Dangerous shipment complete the Document screen.

Goods Packages Screen while updating the
Multiple-Piece Shipment Information screen.

I
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Commodity/Merchandise (International only) Warning
To prepare an international commodity/merchandise MPS, If you click Cancel when adding items on the Multiple-
complete the Commodity/Merchandise screen. Piece Shipment Information screen, a warning displays to

inform you that this will cancel your entire shipment.

. + If you want to save your information and return to the
Customs (International only) Multiple-Piece Shipment Information screen, click No,
After completing the Commodity/Merchandise screen or then click Save & Exit.

Document screens, complete the Customs screen, including
required EEI or Canada Export Declaration filing information
when appropriate.

Save & Exit is only available when you select the Print
labels after | have completed this shipment check box.

+ If you want to cancel the entire shipment and return
to a blank Shipment details screen, click Yes.

Multiple-Piece Shipment Information

1. Once you have completed the previous steps, click Multiple-
piece shipment at the bottom of the screen. The Multiple-
Piece Shipment Information screen is displayed.

2. Refer to the following instructions applicable to your MPS:
» FedEx Express MPS
+ FedEx Ground MPS

I
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FedEx Express Multi-Piece Shipment (MPS)

If you are shipping a U.S. domestic, Canada domestic or .
international FedEx Express multiple-piece shipment (MPS) U.S. domestic or Return MPS _
containing nonidentical packages, proceed with this procedure. et e et —

Note: To ship a U.S. domestic FedEx Express or FedEx Ground multiple-piece

shipment (MPS) containing identical packages, refer to Per Package/Per Shipment
Option (U.S. Only).

1. To ship a FedEx Express MPS, follow the steps in the i
previous Preparing an MPS section. Then continue with erivis
step 2 below to complete the Multiple-Piece Shipment —
Information screen.

2. Select Print labels after | have completed this shipment T s
check box to modify the shipment without starting over. All
of the labels print when you process the shipment.

Note: For International Direct Distribution (IDD) Multiple-Piece shipments (MPS),
the ‘Print labels after | have completed this shipment’ check box is enabled by

default, however you can still uncheck the check box. . .
Canada domestic or International MPS

3. U.S. domestic or Return MPS — Enter information for _
each package. For instructions, start with step 2 in the i — - —
Information for each package section on the following page. e

4. Canada domestic or International MPS - Select one of e
the following MPS options and follow the associated ——
instructions on the following pages.

« Information for each package - Click this option
to enter individual package weight, dimensions and
value.

« Total shipment information - Click this option to
automatically divide the total weight of the shipment
equally among all packages in the MPS. You can also
enter individual package dimensions.

I
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Information for each package

1. Select Information for each package in the Shipment Shipment contents (U.S. only)

information section to enter individual weights, dimensions Click Shipment contents to enter information specific to

and value for each package in the shipment. the package, such as part number, SKU and description.
2. Click the Special services button to select the specific

Special services option for each individual package. e iy e '

Note: This option displays for a Canada domestic or international MPS. For N b e e L

a U.S. MPS, the Multiple-Piece Shipment Information screen defaults to this P ey L

layout. To ship a U.S. domestic FedEx Express or FedEx Ground multiple-piece ' '

P ol o
shipment. Per Package/Per Shipment Option (U.S. Only). i s

e Cpbgep | Foord pecibes

3. You can specify which package contains Dangerous Goods Pk et B 13
from the Select Dangerous Goods Packages screen after . ———
adding the Multiple-Piece Shipment Information. gl SEE—

P00 S e
4. Change the Package Weight for the first package, if e L
needed. The weight populates from the Weight entered on ot e R R

the Shipment details screen. - MR
Note: For a return MPS, enter the Estimated weight and an Item description.

iy )

5. Fora U.S. or return MPS, enter or select package
dimensions and other optional information such as
declared or carriage value and references.

6. If there are identical packages in your MPS, select the S 1| | Seitan s i
Identical packages check box after you have entered all
package information. Then enter the number of identical
packages and click Add.

All of the identical packages are listed individually
in the Package summary section.

Note: During the course of recording the shipment information if the total
number of MPS shipments changes from 50 MPS to 49 MPS (as an example),
then you can still continue processing the shipment. It is not required to start
the shipment process all over again even when there is a change in the number
of total packages. The add text will dynamically increase as you add additional
packages. You can view the Package Summary text “If you ship now, your

1
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Special service options

+ U.S. or Return MPS - FedEx Ship Manager® Software
allows you to apply the service to individual
packages, if applicable, or to all packages in
the MPS. Click Special services and make your
selection(s).

To apply the service to all packages in the MPS,
select Apply to all? check box. Click OK to return to
the Multiple-Piece Shipment Information screen.

To apply the service to this package only, leave the
Apply to all? check box unchecked.

Note: If the Apply to all? option is not available for a service, the
service applies to all packages in the shipment and cannot be selected
for individual packages.

« Canada domestic or International MPS - Special S :
service options apply to all packagesin an R | T
international MPS. If you want to view, modify or add ST
special service options, click Save & Exit, then click = ] e
the Options tab. ——
e Tl e Lwvm B sl Pty Jodn
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Additional handling (U.S. only)

1.

To add or modify handling charges for U.S. MPS packages,
click Add’l handling and enter a fixed or variable amount.
Handling charges carry over from one package to the next.
Note: Additional handling is activated only if you have set handling charge
defaults in your Shipping Profiles.

Once you have entered all package information, click Add

to add the package to the shipment.

Note:
If you did not select the Print labels after | have completed the shipment
check box, then Ship displays instead of Add. Each time you enter package
information and click Ship, the package is immediately processed and a
label is printed.
As you add each package, the Shipment summary and Package summary
sections are updated.

Enter package information for the next package in your
MPS.

« To repeat the information entered on the previous
package, click Repeat previous package. Make any
changes and click Add.

« Ifyouare shipping alcohol or dry ice in a U.S. MPS, click
Special services to edit the alcohol contents or weight
of the dry ice for each package as needed.

You can specify which package contains Dangerous Goods
from the Select Dangerous Goods Packages screen after
adding the Multiple-Piece Shipment Information.

The following functions are available at the bottom of the
Multiple-Piece Shipment Information screen:

+ Cancel - Cancel your MPS and all associated shipment
details and options.

« Override preferences — Override any MPS preferences

Expert

set in your shipping profiles.

Save & Exit — Save MPS information and return to
previous shipping screen.

Rate quote - View a courtesy rate quote detailing
shipment charges for each package including
additional handling.

Ship — Process your completed MPS.

Done - If you did not select Print labels after | have
completed this shipment check box in the Shipment
information section, Done displays at the bottom
right instead of Ship. When you have shipped all
packages in the MPS, click Done to exit the screen
and return to the Shipment details screen.
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Total shipment information (Canada Domestic and International only)

1. For a Canada domestic or international MPS, you have
the option to divide the total weight of the shipment
equally amongst all packages in the shipment. To use this
option, click Total shipment information in the Shipment
information section.

2. If you are entering individual package dimensions, select
Enter individual package dimensions check box. The
screen refreshes to display the Package information
section.

3. Enter total Number of packages in the shipment.
4. Enter Total shipment weight.

5. If you are not entering individual package dimensions,
skip to step 8.

6. If you are entering individual package dimensions, select
dimensions of the first package or enter dimensions
manually.

7. If thisis the only package this size, click Add, then repeat
these steps for the remaining packages.

If there are identical packages in your MPS,; select the
Identical packages check box after you have entered all
package information. Then enter the number of identical
packages and click Add.

Note: As you add each package, the Shipment summary and Package
summary sections are updated.

8. To view or edit shipment information on the other
shipping screens before you complete your shipment,
click Save & Exit. Make changes as needed and click
Multiple-piece shipment to return to the Multiple-Piece
Shipment Information screen.

9. The following functions are available at the bottom of
the Multiple-Piece Shipment Information screen:

Cancel - Cancel your MPS and all associated
shipment details and options.

Override preferences — Override any MPS
preferences set in your shipping profiles.

Save & Exit — Save MPS information and return to
other shipping screens.

Rate quote - View a courtesy rate quote detailing
shipment charges for each package including
additional handling.

Ship — Process your completed MPS.
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FedEx Ground Multiple-Piece Shipment (MPS)

If you are shipping a U.S. domestic, Canada domestic or international
FedEx Ground multiple-piece shipment (MPS) containing nonidentical

packages, proceed with this procedure. U.S. domestic or Return MPS

Notes: PP =2

«  Toship aU.S. domestic FedEx Express or FedEx Ground multiple-piece shipment (MPS)
containing identical packages, refer to Per Package/Per Shipment Option (U.S. Only).
+  To ship a commercial or residential intra-Canada FedEx Ground multiple-piece shipment or

a FedEx International Ground multiple-piece shipment (MPS) by entering a total shipment — T e -
weight and dividing it across all of the packages in the shipment, refer to Parse Pak (Canada it
Domestic and International Shipments).

1. To ship a FedEx Ground MPS, follow the steps in the previous .__. e
Preparing an MPS section. Then continue with step 2 below to
complete the Multiple-Piece Shipment Information screen.

2. Select Print labels after | have completed this shipment check box
so you can modify the shipment without starting over. All labels are Canada domestic or International MPS
printed when you finish the shipment.
Note: For International Direct Distribution (IDD) Multiple-Piece shipments (MPS), the ‘Print s o e S——

labels after | have completed this shipment’ check box is enabled by default, however you | et teaies

can still uncheck the check box. e

3. U.S,, Canada or Return MPS - Enter information for each package. S———
For instructions, start with step 2 in the Information for each Pt v O
package section on the following page. T iy -

i il T

4. Canada domestic or International MPS - Select one of the following
options:

» Information for each page - Click this option to enter individual
package weight, dimensions and value.

« Parse pak - Click this option to automatically divide the total weight
of the shipment among all packages in the MPS.

Note: For U.S. FedEx Ground MPS, select the Identical packages check box on the Shipment

details screen to automatically divide the total weight of the shipment among all packages in

the MPS. Refer to Per Package/Per Shipment Option (U.S. Only).
e
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Information for each package

1.

Select Information for each package in the
Shipment information section to enter individual
weights, dimensions and value for each package in
the shipment. (This step applies to Canada domestic
or international MPS.)

Change the Package weight for the first package,
if needed. The weight fills in from the Weight
entered on the Shipment details screen.

Note: For a return MPS, enter the Estimated weight and an Item
description.

Enter or select package dimensions and other
optional information such as declared or carriage
value and references.

If there are identical packages in your MPS, select
the Identical packages check box after you have
entered all package information. Then enter the
number of identical packages and click Add.

All of the identical packages are listed individually
in the Packages summary section.

You can specify which package contains Dangerous
Goods from the Select Dangerous Goods Packages
screen after adding the Multiple-Piece Shipment
Information.

Expert

Shipment contents (U.S. and Canada domestic only)

Click Shipment contents to enter information specific to
the package, such as part number, SKU, description, etc.

Special service options

U.S., Canada or Return MPS - If you want to view, modify
or add special service options that you selected on the
Options screen, such as non-standard packaging for
individual packages, click Special services and then

click View/Edit next to the service. The Special Services
information screen displays. View or make any changes,
then click OK.

If you cannot access a service on this screen, then

the service applies to the entire shipment and cannot be
modified for individual packages. Click Save & Exit then
click the Options tab.
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Additional handling

1.

To add or modify handling charges for this package,
click Add’l handling and enter a fixed or variable amount.
Handling charges carry over from one package to the
next.

Note: Additional handling is activated only if you have set handling charge
defaults in your Shipping Profiles.

. Once you have entered all package information, including

contents and special service options, click Add to add the
package to the shipment.

Note: If you did not select the Print labels after | have completed this
shipment check box, then Ship displays instead of Add. Each time you enter
package information and click Ship, the package is immediately processed
and a label is printed. As you add each package, the Shipment summary
and Package summary sections are updated.

. Enter package information for the next package in your

MPS.

« Torepeat the information entered on the previous
package, click Repeat previous package. Make any
changes and click Add.

« Ifyou have selected a special service option, such
as non-standard packaging, click Special services to
edit the information as needed.

You can specify which package contains Dangerous
Goods from the Select Dangerous Goods Packages
screen after adding the Multiple-Piece Shipment
Information.

. The following functions are available at the bottom of

the Multiple-Piece Shipment Information screen:

Essentials Expert

Cancel — Cancel your MPS and all associated
shipment details and options.

Override preferences — Override any MPS
preferences set in your shipping profiles.

Save & Exit — Save MPS information and return to
previous shipping screen.

Rate quote - View a courtesy rate quote detailing
shipment charges for each package, including
additional handling.

Ship — Process your completed MPS.

Done - If you did not select the Print labels after

I have completed this shipment check box in the
Shipment information section, Done displays at
the bottom right instead of Ship. When you have
shipped all packages in the MPS, click Done to
exit the screen and return to the Shipment details
screen.
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Parse Pak (Canada Domestic and International Shipments)

Parse pak is faster than entering information for each
package. With Parse pak, just enter the total number

of packages and the totai weight of the shipment to B

automatically divide the weight equally among all packages. A — EA———
fomm ey g g ] ey g Tas et g 0w
To ship a commercial or residential intra-Canada FedEx S oty

Ground multiple-piece shipment or a FedEx International
Ground multiple-piece shipment (MPS), proceed with this
procedure.

1. Click Parse pak in the Shipment information section.

Bl of pachages.
Foiaf shwpend wmighi= 1000

Sraes Spmery. | Hone sponked

2. Enter total Number of packages in the shipment.
3. Enter Total shipment weight.
4

. To return to the Multiple-Piece Shipment Information
screen,click Multiple-piece shipment at the bottom of the
screen.

Coresl L e ey Tarem | mi W Jicre | sw |

5. Click Ship to process your MPS and print labels.

Notes:
To ship a U.S. domestic FedEx Express or FedEx Ground multiple-piece
shipment (MPS) containing identical packages, refer to Per Package/Per
Shipment Option (U.S. Only).
If you are shipping a U.S. domestic or Canada FedEx Express or FedEx

Ground multiple-piece shipment (MPS) containing nonidentical packages,
refer to FedEx Express MPS and FedEx Ground MPS.
For U.S. FedEx Ground MPS, select the Identical packages check box on

the Shipment details screen to automatically divide the total weight of
the shipment among all packages in the MPS.Refer to Per Package/Per

Shipment Option (U.S. Only).

I
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Per Package/Per Shipment Option (U.S. Only)

The per Package/per Shipment option on the Shipment
details screen is available for a U.S. domestic FedEx Express
or FedEx Ground multiple-piece shipment (MPS) containing
identical packages. This option is not available for shipments
to Puerto Rico.

1.

6.

7.

Enter the total weight and total number of packages for a
FedEx Express or FedEx Ground multiple-piece shipment
(MPS).

Select Identical packages check box. The Per Package/Per
Shipment drop-down menu displays.

If you select Per Package from the drop-down menu,
FedEx Ship Manager® Software processes the packages as
a multiple-piece shipment (MPS). The Per Package option
is the default setting.

If you select Per Shipment from the drop-down menu,
FedEx Ship Manager® Software automatically divides
the total weight by the total number of packages in the
shipment.

Click Options tab and select the special service options.

If you want to display the courtesy rate quote, click
Rate quote at the bottom of the screen.

Click Ship.

Note: If you are shipping a U.S. domestic FedEx Express or FedEx Ground multiple-

piece shipment (MPS) containing nonidentical packages, refer to FedEx Express
MPS and FedEx Ground MPS.

Note: To ship a commercial or residential FedEx International Ground multiple-

piece shipment (MPS), refer to Parse Pak (International Shipments).

Essentials Expert

e

- L . e e S TN St — M-:
T

Surme g g manm
Berpen " P g | = mi=e
[ — & .  T— ¥ [y
s e ek Fimchuman .. Sir o e
e Db 1 Peckes aeess
eyt | - =H
[ L
Pomial i b M BT -
L. LT SRR = |
i ] L 1
war &
= e -4
¥ lsaw . -
- - -
i i | s
- r

Page 249



The Hold File

Use the Hold File as a central holding place to save
shipment information for as long as you like. Once you
save a shipment to the Hold File, you can delete, edit,
duplicate or ship it at any time. The Hold File is perfect
for pending and repeat shipments.

Refer to the following information in this section to use
and customize the Hold File:

« Enable the Hold File

« Save Shipments to the Hold File
« Hold File Functions

« Customize the Hold File

T bmally B Vimpr
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Enable the Hold File
To display the Hold check box on the Shipment details screen:

1.

2.
3.
4.

Brte e Do

Select System Settings from the Customize menu.
Select the appropriate System # and click Modify.
Click 2-FedEx Customer Admin tab.

Select the Enable Hold File check box in the Shipping Screen
section and click OK.
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Save shipments to the Hold File

You can save shipments to the Hold File for as long as you
like.

1.

2.

6.

Select Hold check box in the Recipient information
section on the Shipment details screen.

Note that Ship changes to Hold at the bottom of the
screen.

Select a Recipient ID or enter a new Recipient ID and all
required recipient information.

Enter remaining required package and billing
information.

Click Options tab to select additional shipping options
and special service options.

Click Hold at the bottom of the screen to save the
shipment to the Hold File.

Note: All commodities listed in an international Hold File shipment are saved, but

only the first commodity displays on the Hold File List. To delete, edit, duplicate

or process a shipment in the Hold File, refer to the following Hold File Functions

section.
=T
S i s g P =
- by bm| wey il s kSl Bpew E.ﬂ:
- - i [rerw—
Pl il - ] am e
L s = .
s s ot e —_— -
Cinley i ' g
PR e W 3y~ o o
- Frmiuinn bt | PPt . [y P
M | S OSSR |—errapeey e
e S i = - -
PP P— e - B
o cnsie s = = T ~
By e o
gt e AL :
= L e
- B e e
.......... i I
syl CI . - -
. Pk = g v _'_ = | i
T =
. ——r
- d L5 ] PR Pensp——
et S O
- PE—
- ——— P
—_

Essentials Expert

Hold file functions

Delete, edit, duplicate or ship a Hold File shipment at any time.
Refer to the following instructions for each Hold File function.

Delete
1. Select the shipment on the Hold File List and click Delete.
2. Click Yes to delete the shipment.

Assign tracking #

Select the shipment on the Hold File List and click Assign
Tracking #. A tracking number is automatically assigned to the
shipment.

Note: If Tracking # is not displayed on the Hold File List, refer to the Customize the
Hold File later in this section to select fields to display.

A message to download new tracking numbers is displayed If the total shipments
in the Hold File batch for each carrier exceeds the number of tracking numbers
allocated for that carrier.
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Edit Ship

1. To edit a shipment directly in the Hold File List, click the Select the shipment on the Hold File List and click Ship.
appropriate field and update the information, then press The shipment is processed immediately and removed
Enter to accept the change. from the Hold File.

2. To edit the shipment information on the Shipment details
screen, select shipment on the Hold File List and click Edit.
The Shipment details screen displays.

3. Make any changes on the Shipment details screen.

4. Click Options tab to add or edit options and special
service options.

5. To save the shipment, make sure the Hold check box is
checked, then click Hold at the bottom of the screen. The
shipment remains in the Hold File.

6. Click Ship to process the shipment. The shipment is
removed from the Hold File.

Read scale

If a scale is attached to your shipping system, select the
shipment on the Hold File List and click Read Scale to read
the package weight.

Duplicate shipment

Select the shipment on the Hold File List and click Duplicate
Shipment. Unless there is an error, the shipment is processed
and you receive a shipping label immediately. The original
shipment stays in the Hold File.

Note: For regular distributions, like payrolls or monthly reports, enter the
shipment information and save the shipment in the Hold File. Then duplicate the
shipment from the Hold File when it is time to ship.

[
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Hold file list customization

The Hold File List can be customized to display

the fields you select.

1. Select Hold File from the Shipping list menu.

The Hold File List displays.
2. Click Customize.

3. Select the check boxes for fields you want displayed

on the Hold File List.
4. Click OK.

Note: The field selections and column sort order you select in the Hold File
List are maintained during software reboots, software closes and End-of-

Day close.
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Hold file list lookup options

Choose from a variety of ways to customize lookups on
the Hold File List.

1. Hold File Lookup Exact Matches Only

Select this option then select a field from the Hold File
Lookup Field menu to match during a Hold File search.

Field options include:

« Date Created
« Department Notes
« Invoice number
« P.O.number
« RecipientID
+ Reference
« ShipmentID
« Transaction ID
2. Uncheck Hold Checkbox on Edit/Lookup

Select this option if you usually ship packages after
you retrieve or edit them from the Hold File. If this
option is selected, the Hold check box is deselected
when you return to the Shipment details screen.

3. Apply current sender and return address to all
shipments

Select this option when shipping multiple packages
from the Hold File at the same time.

Expert

Held File List Customization

[ Tracking &

[#] Becipient ID

[] Recipient Courtry

[w] Recipient Contact Hame
[ Pecipient Company

[+] Recipient Address 1

[+] Recipient Address 2

[v] Recipient Address 2

[v] Revipient City

[v] Recipienl Stale

bl Reviienl Zip

[] Grosnd Bcoronsy Hub Id
[wr] Bumriber of Packages
Fackage Weightipackaoe 0
Senvice Type

Hold Hie Looskoup Heldd: | Date Created

[[] Hold File Lookup Exact Matches Oy

] Uncherk Hold Checkboy an Fde /1 nnkun

(] Apply cument eender and retum addrees to all ehipmente
OK Check ALL Lincheck Al Cancel
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FedEx Ground® Economy and FedEx Ground® Economy Returns* (U.S. Only)

FedEx Ground® Economy is a U.S. residential service with last
mile delivery by the U.S. Postal Service (USPS). FedEx Ground®
Economy is offered on a contractual basis and is a cost-
effective, less time-sensitive, low-weight, and less feature-rich
alternative to FedEx Home Delivery®. To learn more about
FedEx Ground® Economy, go to https://www.fedex.com/
en-us/shipping/ground/economy.html

This is a contract service. Once enabled on your system by
FedEx, FedEx Ground® Economy displays as a service option
on the Shipment details screen.

FedEx Ground® Economy and FedEx Ground® Economy
Returns services are available for FedEx account holders
that have signed an agreement for FedEx Ground® Economy
services.

For more information about FedEx Ground® Economy or
to get started using this contract-only service, contact
your FedEx account executive or call 1.800.GoFedEx
1.800.463.33309.

*Applies to FedEx account holders that have signed an
agreement for FedEx Ground® Economy services.

Using the FedEx Ground integrated label for driver pickup,
FedEx Ground® Economy shippers can:

Note: You can select the future date up to 21 days from current date.

Use the FedEx Ground® Economy shipping screen to generate
one label at a time for variable package size and contents for
different shipping destinations. Simply enter the final U.S.
destination, select the appropriate contracted FedEx Ground®
Economy service in the Package and shipment details section,

Expert

select any additional special services, and click Ship.

Use the Import/Batch/Hold process to generate multiple
package labels for multiple U.S.-customer destinations.
First build a FedEx Ground® Economy template following
standard FedEx Ship Manager® Software instructions
used for other shipping services. FedEx Ground®
Economy specific data fields are built into the Hold File
Database.

Customers supported by a FedEx customer technology
consultant can use the FedEx® Integrator process to
automate data entry for specific shipping data by
integrating it into a database(s) and/or text files. There
are two types of FedEx Ground® Economy customers:
large-volume shippers and small-volume shippers.

Large-volume shippers
FedEx Ground® Economy large-volume shippers:
+ Generally ship 500 or more packages per day.

« Typically maintain a trailer at their site until that
trailer is filled to capacity.

Small-volume shippers

FedEx Ground® Economy small-volume shippers:

« Generally ship less than 500 packages per day.
+ Have aregular scheduled FedEx Ground pickup.
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FedEx Ground tracking number

The FedEx Ground Tracking Number is assigned to all
the FedEx Outbound Ground® Economy shipment s for
accurate information on the shipment status.

The following are few benefits of the FedEx Ground
Tracking Number

+ FedEx Outbound Ground® Economy shipment
allows you to auto track and displays the filtered
results based on the ground tracking number
provided.

« The ground tracking number, if enabled is
populated for FedEx Outbound Ground® Economy
Returns shipments and is included in the tracking
number section.

« You can search and retrieve information on FedEx
Outbound Ground® Economy from the shipping
history screen using a ground tracking number.

Essentials Expert

Shipping list
FedEx Ground® Economy shipments are available in the
Domestic Shipping List when FedEx Ground® Economy has

been enabled on your system. FedEx Ground® Economy
Returns shipments are available in the Returns Shipped List.

To access the shipping list:

1. Click the Shipping list tab.

2. Select Domestic from the drop-down menu. The View
Shipped List — Domestic screen displays the list of all
domestic shipments.

3. The carrier codes of your domestic shipments are shown
in the shipments table.

Note: The carrier code for FedEx Ground® Economy is designated as FGE.

(= ] - oy P - L ] e ¥k

Note: The domestic shipping list customization screen displays the alternate track ID
field, which is also known as the Delivery Confirmation tracking number.
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Visibility of earned discounts for FedEx Ground® Intelligent Mail® Package Barcode (IMpb)
Economy (U.S. Only) (U.S. Only)

Based on your shipping volume and the terms of your

o4 FedEx Ground® Economy users can enjoy better end-to-end
FedEx pricing agreement, your FedEx Ground® Economy

visibility and enhanced performance of the new U.S. Postal

shipments may benefit from earned discounts. You can Service (USPS) Intelligent Mail package barcode (IMpb).

now stay on top of these discounts — and the resulting net

rates — without having to do a thing. FedEx Ship Manager® The IMpb is a new barcode format designed by the USPS for
Software clearly displays your bundled and earned discount all commercial and online consumers. The IMpb is a regulatory
rates automatically, and includes them in your courtesy rate requirement, meaning all FedEx Ground® Economy packages
quotes. This new feature also provides the option to display must adhere to the IMpb specifications.

your earned discounts on your doc-tabs (thermal labels)

and reports, and enables export integration capabilities. While the new format will have the same symbology as the

current one, it will have new data elements that define mail
As a FedEx Ground® Economy customer, you also now have class, subclass, and extra services within the barcode.
the ability to earn discounts from your aggregated FedEx

Express®, FedEx Ground®, FedEx Home Delivery®, FedEx There are three main differences in the IMpb from the current

Ground® Economy and FedEx Freight® shipments. The more barcode.s: _ .
you spend on shipping with FedEx, the greater the discount 1. Application Identifier change.
you receive. You must sign a Portfolio Pricing earned + Current barcode has an application identifier of 91.
discount pricing agreement to be eligible to receive earned . IMpb has a channel-specific application identifier of
discounts. 92
Discounts are automatically downloaded to your system. 2. Moving from a 2-digit USPS service type code to a 3-digit
To download your earned discounts manually, follow these USPS service type code.
steps: « A 3-digit service type code provides more intelligence
1. Select Download from the Utilities menu. The Demand within the barcode as to mail class, sub-class, and
Download screen is displayed. special services.
2. Click plus symbol (+) to expand the Rates section. . Alist of service type codes FedEx Ground®
3. Select Ground® Economy Rates check box and the Economy will accept is provided with the IMpb label
Ground® Economy Earned Discounts check box (as specification.
applicable). 3. Moving from an 8-digit unique serial number to a 7-digit
4. Click OK to download your rates and earned discounts. unique serial number.

[
Page 257



Essentials | Advanced Expert
o

Contents
Customize Reports........ccccceeeerernnes ‘
Integrate Your Systems.....................266



Customize reports

Follow these steps to customize or create shipment and database
reports.

1.
2.

Click Reports tab.

For shipment reports, click Customize Shipment Reports to the
left. For database reports, click Customize Database Reports
to the left. To modify an existing report, select the report from
the reports list, and click View/Edit.

. If the Minimum Report Customization screen is displayed, then

select when to print the report, and click Data to Include to
select the shipments to include and Return Manager. Click OK
to continue with the selected options.

If the View/Edit Customized Shipment Report screen is not
displayed, continue with step 5.

. Click Add to create a new custom report, or create a new from

an existing report by clicking Add by duplication, if available.

On the View/Edit or Add screen, enter a new Report Title or
modify the existing name, if needed.

. Select the type of data to include in the report from the

Database menu.

« For shipment reports, select Shipments, Receive for
inbound shipments, or select one of the Multi weight
options.

« For database reports, select the appropriate database,
such as Recipient or Sender.

For shipment reports only, click Data to Include to select the
types of shipments you want to include in the report for FedEx
Express®, FedEx Ground®, and returns.

Note: You can also select the data to include by clicking Override include on the
Shipment and Shipment history report screens.
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9. For shipment reports only, select one of the Print options
for FedEx Express, and FedEx Ground if you want to print
the report automatically at the end of the day. If not, do not
select any print options.

Note: When you close shipments from the Close screen, you can select the Hold
reports operator options on 2-Reports tab if you do not want to print reports
automatically.

10.Print field list

The fields included in the report display in the list box. For
field definitions, refer to the Report Field Definitions at the
end of this section.
« Toadd afield to the report, select the field from the
Field menu in the Print field list section.

« Toadd comments to the report, select **Comment***
from the Field menu, and enter the Comment text.

« Enter Length of field if you do not need to use the
maximum number of characters.

« Enter number of spaces to indent in Left margin of field
to add a left margin.

« Select Line Break after field check box if you want the
next field to begin on the next line.

+ To add afield to the report once you have entered the
associated information, click Add.

« To replace a selected field with another field, select the
field from the list box, then select the replacement field
from the Field menu, and click Change.

« To delete a field from the report, select the field, and
click Delete.

« To change the order in which a field appears on the
report, select the field, and click the up or down arrow
until the field is in the order you want.
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11.Sort field list

To add a sort field, click Add in the Sort field list then
select the field from the menu on the Add Sort Field
screen.

Enter 1 as the Start Position to sort the field using the
first character. To sort with another character, such as
the third character, enter 3.

Enter the number of characters to sort the field by in
Length. For example, sort the first 5 characters for
department notes: ABC111, ABC122, ABC133.

If you want to print subtotals, select Print Sub-totals
check box.

When you have finished entering the information, click
OK. The field is added to the Sort field list.

To modify sort field information, select the field, and

click View/Edit. Make changes as needed then click OK.

To delete a sort field, select the field, and click Delete.

To change the order in which fields are sorted, select the

field, and click the up or down arrow until the field is in
the sort order you want.
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12.Filter field list

Customize your reports to run with one or more specific

repo

rt filters. Only shipments that match your filter field

value(s) appear on the report.

To add afilter field, click Add in the Filter field list
section and select the field from the menu on the Add
Filter screen, then enter the Value. For example, select
Recipient Company and enter Number One Company.
To add another filter, click Add.

To modify filter field information, select the field in
the Filter field list section and click View/Edit. Make
changes as needed, then click OK.

To delete afilter field, select the field in the Filter field
list section and click Delete.
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13.Layout

« To print field names or abbreviations as column 14.Subtotal field list
headings, select Print column headings check box in « To print subtotals for a certain field, select the
the Layout section. Field in the Subtotal field list section and click

« To display information for individual packages, select Add.
the Print detail lines check box. « To change the order of the subtotal fields, select

« Select Keep multiple lines in together on same page the field, and click the up or down arrow until the
check box, if desired. field is in the order you want.

« FedEx Ship Manager® Software automatically adjusts « To delete a subtotal field, select the field, and
the Font Size on your reports based on the number click Delete.
of fields you include. You can not make manual 15.Finalize

adjustments to the font size. +  When finished modifying or adding information

« If your report fonts are too small, customize the to the report, click OK to save your changes.
report to remove unnecessary fields, and the report

adjusts automatically to a larger font size.

« The Line length displays the actual number of
characters in the report and includes field lengths,
spaces and margins.

« This number updates automatically as you modify
fields in the report. If the number exceeds the
maximum Line length amount, you are prompted to
modify the length of the report.

« Toindent for a left margin, enter number to indent in
Left Margin, or enter zero (0) for no left margin.

+ To add blank spaces between each column, enter
number of blank spaces to add in the Space between
columns field, or enter zero (0) for no additional
spaces.

« Toadvance to a new page after printing totals, select
Page break between totals check box.

« To add a blank line between totals, enter number of
blank lines in Blank lines between totals.

[
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Report field definitions

The definitions of specific fields on customized reports
appear below. Please note that these definitions apply to
doc-tabs, reports, export shipment data, and PassPort
shipments, unless otherwise indicated.

« Additional Handling Charge

« Freight
e Gross Charge

+ Net Charge
o Courtesy Net Freight Charge

e Courtesy Effective Discount

o List Gross Charge
e List Net Charge
o List Total Surcharge

o List Total Customer Charge

o Total Customer Charge
o Total Discount

o Total Surcharge Amount

Additional handling charge

Select from many options to include additional handling
charges. Below are the various options based on your
Handling Charge selection.

+ Fixed Amount
« Handling Charge = the fixed amount specified.
« Variable amount of my shipping charges

Essentials

Handling charge = (Variable % / 100) * net charge
(not including surcharges or Canadian taxes).

Variable amount of FedEx® list shipping

Handling charge = (Variable % / 100) * list net charge (not
including surcharges or Canadian taxes).

Variable amount of FedEXx list shipping charges and
surcharges

Handling charge = (Variable % / 100) * list net charge
(including surcharges but not Canadian taxes).

Variable amount of my shipping charges, surcharges and
Canadian taxes

Handling charge = (Variable % / 100) * Net Charge
(including surcharges and Canadian taxes [HST/GST/PST]).

Fixed amount and Variable amount check boxes are both
selected.

Calculate Fixed Amount Charge (FAC) by using Fixed
Amount entered.
Formula: FAC = + or - Fixed Amount.

Calculate Variable Amount Charge (VAC) by multiplying
Base Charge * Variable Amount percentage.

Formula: VAC = (Base Charge * + or - Variable Amount
percentage).

Calculate Total Handling Charge by adding Fixed Amount
Charge and Variable Amount Charge.

Formula: Total Handling Charge = + or - FAC +/- VAC.

Percent of List Shipping Charges or Percent of List
Shipping and Surcharges is selected and Use List Rates
is not selected or current list rates are not available.
Additional handling calculated at ship time = zero.
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Freight
The Freight field on the Commercial Invoice has to be manually
entered by the shipper on the Customs screen. The amount

entered by the shipper in the Freight Charges field is populated
for any import/export templates.

Note: The Freight field is not available for doc-tabs.

The freight charge is added to the total value of the shipment
and also prints as a break-out of charges on the Commercial
Invoice.

Gross charge

Gross charge = Base rate.
This is the base shipping rate without surcharges or taxes
added.

Net charge

Net charge = Base charge - Discount + Total Surcharges (doc-
tabs do not include Total Surcharges).

Note: For doc-tabs only, the Net Charge (Shipping) amount does not include
surcharges.

Courtesy Net Freight Charge

Net Freight Charge = Base rate - Discount + Total Surcharges
(not including taxes).

Note: The only difference between Courtesy Net Freight Charge and Net Charge
is that this calculation excludes any taxes and the Net Charge calculation includes
them.

Courtesy Effective Discount
Courtesy Effective Discount = List Net Rate - Net Charge.

Note: This calculation applies to reports only.

Essentials

List Gross Charge
List Gross Charge = List Rate.

Note: This is the list shipping rate without discounts, surcharges or taxes added.

List Net Charge
List Net Charge = List Charge + List Surcharges.

Note: Use List Rates must be turned on to calculate List Net Charge.

List Total Surcharge
List Total Surcharge = Sum of all List Surcharge fields.

List Total Customer Charge

List Total Customer Charge = List Net Charge + Handling
Charge.

Total Customer Charge
Total Customer Charge = Net Charge + Handling Charge.

Total Discount

Total Discount = amount discounted off Base Rate (not the
discount off List).

Total Surcharge Amount
Total Surcharge Amount = Sum of the list of Surcharge fields.

« Total Surcharge Amount is the sum of all of the individual
courtesy surcharges (not list surcharges). Additional
details are described below.

« Total Surcharge Amount field is reflected in the Net Charge
and Total Charge amount (for reporting only).
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» Delivery area surcharge amount is added to the total
surcharge amount for reporting and upload purposes.

+ Since both Fuel and Declared value are separate line
items on the report outside of Total Surcharge Amount
(labeled Special Fees), they do not appear in the Total
Surcharge Amount in the reports. However, for export,
doc-tabs and PassPort, the Total Surcharge Amount
contains items such as fuel, declared value, and Canadian
taxes.

Customize forms

To assign printer settings for FedEx Ship Manager® Software
reports and labels and to print Commercial Invoices on
letterhead:

1. Select Customize forms from the Reports screen or
Forms from the Customize drop-down menu. The Form
Settings screen is displayed.

2. To change the printer/device, select the report or
label and click Change. The Printer Settings screen is
displayed.

3. Select the appropriate printer or device from the
Available devices list.

4. Choose the resolution between 203dpi or 300dpi for
thermal label printers and click OK.

Note:

« By default, ‘203dpi’ is set for thermal label printers
and ‘None’ for non-thermal label printers.

« The option to choose the resolution for thermal label
printers is disabled for LTL Freight labels.

Essentials

5. To print your Commercial Invoices on company
letterhead, select the paper type in the Paper type
area of the Commercial invoice letterhead settings
section. Then enter the top margin amount and select
the measurement type in inches or centimeters in the
Letterhead top margin fields.

6. Click OK to accept the changes and exit the screen.

Network client configuration enhancements

To enhance an administrator’s ability to monitor clients
using FedEx Ship Manager® Software on their server, FedEx
Ship Manager® Software has added a Network Client
Configuration Utility application and a Network Client
Administration tab within the System Settings dialogue.
This tab is password-protected on FedEx compatible
hardware systems, but not on FedEx Ship Manager®
Software systems.

Using these network client enhancements, administrators
can:

+ Determine how many clients are connected to the
server and their identities.

+ Remotely close network clients from the server console
to ensure a clean shutdown when restarting the server.

Administrators and FedEx customer technology
consultants can also configure the network client by
setting up a default sender and an attached scale
configuration. This utility can be used to initially configure a
network client on initial install or to reconfigure a network
client.
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Integrate your systems

Integration enables speedy information transfer between
your existing applications, such as accounting and order
management systems and FedEx Ship Manager® Software.

For example, when you enter information such as customer
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address and shipping instructions into your order
management or accounting system (referred
to hereafter as “business application”), integration Sy e et oo oy o S e o
makes it immediately available to FedEx Ship e N A o e s '
Manager® Software for package processing. _—

Refer to the following information in this section to learn
more about using FedEx® Integration Assistant:

« Benefits of Integration :;“‘-
« Preparing for Integration “‘-.__a-_.,_ T
dESran—

s B - ———

« Understanding Your Shipping Process
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« How Integration Works

« Planning Your Profiles
« TheIntegration Process
« Using FedEx Integration Assistant

« Locating Your Shipping Information

« Example Integration Profiles

« Activate Your Profile

Note: FedEx® Integration Assistant is available in English and Spanish.

I
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Benefits of integration

FedEx® Integration Assistant
allows you to process your FedEx
shipments more efficiently by
providing the ability to exchange
shipping data, such as customer
address information, between
your business application and
FedEx Ship Manager® Software.

This transfer of information saves
time, reduces data entry errors,
and can potentially eliminate

the need to maintain shipping-
related information in both your
application and in the FedEx Ship

Manager® Software Address Book.

This table illustrates how
integration can improve the
efficiency and accuracy of
your shipping activities.

Your Shipping Activity

Maintaining customer shipping
information

Receiving and handling paper
bills of lading

Entering customer-specific
shipping information based
on customer needs, package
contents and so on

Communicating tracking
numbers and shipping
charges to customer service
or accounting after a package
ships

Reviewing FedEx Ship Manager®
Software screens before
printing each label

Essentials

Without Integration

You enter information twice, once in
your application and again in FedEx
Ship Manager® Software. Information
in the Address Book may be missing,
out-of-date, or may not match the
information maintained by your
system.

Paperwork is handled twice, once

by the originator and once by your
shipping department. This can lead to
information being entered incorrectly
or not at all, and may result in
returned shipments.

You may forget customer-specific
shipping details, or apply them
incorrectly.

Customer service or accounting
does not receive tracking and billing
information in a timely manner, or at
all.

Reviewing shipping information and
printing each label is time-
consuming.

With Integration

You no longer need the FedEx Ship
Manager® Software Address Book. Your
application maintains your customer
information and transfers it to FedEx Ship
Manager® Software at the time you process
a shipment. This ensures that the most up-
to-date information is available to FedEx
Ship Manager® Software.

Because you transfer shipping information
from your system directly into FedEx Ship
Manager® Software, you no longer need
to use bills of lading as the source of this
information.

Store variations in shipping methods

and required shipping information in
integration profiles that you create and
save. Select a profile to automatically
control what, where and how information is
used to process shipments.

You can choose to automatically export
tracking and shipping charge information
to your application.

There is no need to recheck the shipping
information. You can print shipping labels
automatically in batches, or one at a time.
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Recent enhancements to FedEx® Integration Assistant

LTL Batch Dialog Defaults

LTL Batch Dialog Defaults feature includes the account
number with a drop down of configured LTL accounts,
Payment type, Payment terms, Service Type and Guaranteed
Service. These additions allow for inbound, outbound, and
third party shipments, without having to create different
profiles for each with complex mapping in each profile.

Progress Bar and Timer Control

Progress Bar and Timer Control will keep you updated
regarding the data loading status. FedEx Integration
Assistant has added prompts to make it easier to select the
data you wish to use.

Print BOL Indicator

Print BOL Indicator allows you to print the
BOL for your shipment.

Click Import | Information tabs. You can see Print BOL
Indicator in Special Services dialog.
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FedEx OnSite
To select FedEx OnSite, follow these steps:

1. Click Import | Information tabs. The Special Services dialog
is displayed.

2. Click Hold at Location sub-group. This displays the
Company Name and Location ID fields.

On the Import | Match tabs, when Company Name or
Location ID fields is selected on the Information tab, then the
corresponding fields are available for mapping in the FedEx
Ship Manager® Fields section.
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Automatic tracking

Click Import | Information tabs. Auto Track is displayed

under Recipient information.
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To select Loose Dry Ice, follow these steps: 2
«  Click Import | Information tabs. The Special Services e
field Loose Dry Ice is displayed. You can select the Loose i G =
Dry Ice checkbox.

+ Onthe Import | Match tabs, when Loose Dry Ice field
is selected on the Information tab, then this field is
available for mapping in the FedEx Ship Manager® Field
section.

I
Page 269



Essentials Advanced

Integration considerations after upgrade

If an integration profile utilizes the features below, please
review the profile after upgrade. Changes may be necessary
to prevent errors at ship time. If profiles require edits, refer
to the What’s New section in the FedEx® Integration
Assistant Help for details on the new fields.

FTR exemption

Some FTR Exemption options were removed. If you have an
integration profile that uses a default FTR Exemption, it may
be invalid after upgrade.

Alcohol Shipments

Alcohol shipments now require an Alcohol Recipient Type. If
you have a profile for alcohol shipments, the Recipient Type
will need to be included on import in order to prevent edits
or errors at ship time.

I
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Preparing for integration

Integration allows FedEx Ship Manager® Software to
communicate directly with your business application. At a
time that you choose, pre-selected shipping information

in your application imports into FedEx Ship Manager®
Software. Likewise, at a time that you choose, pre-selected
information in FedEx Ship Manager® Software, such as
tracking number, exports to your application.

For example, if your order department enters a customer’s
name into an electronic order form under a “Name” field,
you can set up integration to copy the name information
from your application and place it into the Recipient ID

field in FedEx Ship Manager® Software. When you set up
integration, you match information from your application on
a one-to-one basis with the information fields in FedEx Ship
Manager® Software.

Key questions

The key to a successful integration is a thorough
understanding of your business application and careful
planning. Before you continue, ensure that you can answer
the following questions. If you need assistance, discuss
these questions with your IT, and shipping departments.

+ Do you know if your order/shipping application is
ODBC-compliant (Open Database Connectivity),
if it uses a text file, or if you are using QuickBooks®
Financial Software to store shipping information?

« If your application is ODBC-compliant, do you know its
Data Source Name (DSN)?
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Note: The DSN is the logical name assigned to a data repository or database. The
DSN contains lookup attributes that the driver uses to access the data.

If you use a text file to store your information, is all the
shipping information stored in a single file?

« If you use a text file to store shipping information, do
you know the name, and location of the file?

« Do you know the names of the tables and the fields
within your data source where order/shipping
information is stored?

« Are you familiar with the flow of information, from
receipt of an order to the printing of the package label?

« Do you use a unique alphanumeric code, or field index,
to identify packages/orders or recipients?

« Do you have access rights to the information that is
stored in your application?
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Your experience level « Do you need to print labels one at a time, or is it okay

FedEx® Integration Assistant walks you through the
integration process. However, to ensure that your integration
goes smoothly, you should have
familiarity with:

« Basic database concepts

« Applications used at your company to enter, manage
customer and shipping information

+ Using FedEx Ship Manager® Software
« Shipping activities used at your company

If you don’t have database experience or are unfamiliar with
your company’s applications or shipping activities, familiarize
yourself with the integration concepts described in the FedEx®
Integration Assistant Tutorial, which is available when you
select FedEx® Integration Assistant from the Integration menu.
Then discuss your needs with knowledgeable individuals within
your company.

Understanding your shipping Process

In most cases, integration can be set up to support your
current shipping process. You may find, however, that
integration allows you to adopt a more efficient shipping
method, which may require you to make changes to the way
you manage your customer and shipping information.

Review your current shipping process and consider the
following questions. This assists you in creating an integration
profile that best matches your business processes, workflow,
etc.

+ Do you process packages in batches, the number, and
order of which is established by your remote application?

to print multiple labels?

Do you need to view shipping information for a
specific package before printing the shipping label?

Do you need to edit or add information on the FedEx
Ship Manager® Software screen before you print the
label?

Do you process multiple-piece shipments?

Do you maintain an address book outside of FedEx
Ship Manager® Software?

Do you use a paper Bill of Lading as the source of
shipping information?

Do you need to check the information presented
in FedEx Ship Manager® Software against a Bill of
Lading?

Do you record tracking numbers and shipping
charges?

Do you need to use Alternate Return Addresses?

Will you need to temporarily disable integration so
that you can manually process a rush shipping job?
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Creating a new profile

An integration profile resembles a recipe card for shipping
a package. It contains instructions about how you

process packages. Each profile that you create contains
information about:

Where FedEx Ship Manager® Software can find your
business information

When it should get (import) or send (export) information
Is this an LTL Freight Profile

How and when you want to view or edit shipping
information

When you want labels to print

Creating LTL specific profiles

This feature gives you the ability to integrate data for LTL
freight shipments using FedEx® Integration Assistant.

« In FedEx® Integration Assistant, you can create a profile
specifically for LTL freight shipments.

« When selecting a Lookup for Single and Single Edit
profiles, users have the option to populate a new Order
ID field on the Freight screen in FedEx Ship Manager®
or use the Lookup dialog. The Information, Match,
and Conversion screens are similar to those for Parcel
profiles with fields specific for LTL freight.

« You can map your data to fields on the Import
Information screen to pass data through from import to
export. This is data that never goes to the FedEx Ship
Manager® screen. When these fields are selected for
import, they are automatically selected for export.
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Editing an existing profile
You can create a new profile by modifying an existing
profile and saving it under a new name.

FedEx® Integration Assistant keeps track of completed
and incomplete profiles. You can open FedEx® Integration
Assistant at any time to edit an existing profile or complete
an unfinished profile.

Whenever you are in the editing mode, Editing Profile
appears in the lower left corner of the screen.

Saving profiles

FedEx® Integration Assistant prompts you to save your
profile when you click:

« Save
« Windows close button (x)
« Finish

Always save your profile before clicking Back.

Note: Profile names are limited to 64 characters in length and cannot contain
spaces.

Deleting Profiles

To delete integration profiles:

1. Select Begin on the Create tab.

2. Select the profile from the list and click Remove.
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Renaming profiles

CAUTION: Do not use Microsoft® Windows Explorer to
rename a profile. Renaming profiles outside of FedEx®
Integration Assistant corrupts the profile.

To rename an existing profile:
1. Select Begin on the Create tab.
2. Select Edit an existing profile.

3. Make any necessary changes as you move through
the tabs and click Finish. You are prompted to save
the profile, at which point you can rename it.

Note: To remove a profile from the system, you must manually delete it
from FedEx® Integration Assistant. Renaming a profile does not delete the
existing or original profile.

Default profile selection

The profile you select for use remains selected after you
close FedEx Ship Manager® Software at the end of the
day. When you re-open FedEx Ship Manager® Software,
your last selected profile remains active.

To select an alternate profile, click None to de-select the
active profile then choose a different profile.

Planning Your Profiles
Required Shipping Information

FedEx Ship Manager® Software requires that you provide
certain shipping information before a package can ship.
However, FedEx® Integration Assistant does not check

if your profile provides required shipping information.
Therefore, you must provide required shipping
information using any combination of the following:
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« FedEx Ship Manager® Software preferences

+ Importing from your data source

» FedEx Ship Manager® Software defaults

« Manually entering data onto the shipping screen

Appendix B in the FedEx® Integration Assistant Tutorial
contains a complete listing of FedEx Ship Manager®
Software data fields. An asterisk indicates required fields.

You gain the most benefit from integration by importing
as much of the shipping information as possible.

Note: One of the key benefits of integration is the ability to automatically
batch-process shipments. To avoid shipping errors and ensure smooth batch
processing, it is critical that you provide all required shipping information.

Field index

To use several of the key features provided by integration,
records in your data source must be retrievable using a
unique alphanumeric identifier, or field index. During the
integration process, you may be required to provide a field
index to complete your profile.

A field index may be a general reference, such as an order
or package number, or a field index may take the form of
recipient information, such as a phone number. In most
cases, you select a column header (e.g., Account Number)
as your field index.

The field index is particularly important when using

an ODBC-compliant data source that stores shipping
information in more than one table. In this case, the field
index is the common thread that allows integration to
locate your shipping information in the tables.
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Alternate return address information

To use alternate return address information with integration,
the address information must already exist in FedEx Ship
Manager® Software. If it does not exist, you have to manually
add this information for each shipment.

FedEx Ship Manager® software preferences

Integration supports the use of FedEx Ship Manager®
Software preferences. However, data that you import through
integration or that you manually enter using the Batch-

Edit or Single-Edit shipping method overwrites default
information that you set up in preferences. Refer to Part 5 -
Using Integration in the FedEx® Integration Assistant Tutorial
for information about using the Batch-Edit and Single-Edit
shipping methods.

Rush shipping jobs

Consider whether or not people interrupt your normal shipping
workflow to process “rush” shipments. If you need to maintain
the ability to process rush shipments, you have the option of
assigning a shipping method that allows you to temporarily
interrupt integration.

About multiple-piece shipments

Integration supports fully automated multiple-piece shipping.
However, you can set up your profile so that you can either
import or manually enter the number of packages, in which
case FedEx Ship Manager® Software prompts you for
information about each package.

International Shipping

FedEx® Integration Assistant provides support for multiple
commodities. Refer to the Special Instructions section on the
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Import > Match page in the FedEx® Integration Assistant
Tutorial.

Data conversion

When planning an import profile, consider whether

your data is in a format that is acceptable to FedEx

Ship Manager® Software. Appendix B in the FedEx®
Integration Assistant Tutorial indicates which FedEx Ship
Manager® Software fields are format-specific and require
conversion.

Likewise, if you are planning an export profile, consider
whether the data that you want to export from FedEx
Ship Manager® Software is in a format that is acceptable
to your application.

During the integration process, you have the option

of using Conversion to assign FedEx Ship Manager®
Software data formats to values in your data source, or
assign your formats to FedEx Ship Manager® Software
values.

Updating the data source after a package ships

Integration provides the capability to update records in
your data source after each package ships. To use the
update function, your data source must contain a value
that you can associate with one of the following FedEx
Ship Manager® Software fields:

« Purchase Order
o Customer Reference
+ Recipient Code
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The integration process

FedEx® Integration Assistant uses a series of selectable
tabs. Each tab presents you with questions to respond to or
selections to make. FedEx® Integration Assistant uses your
responses to create your integration profile.

The availability of each tab and the sequence that you move
through the tabs vary depending on the responses that you
provide. After you complete each tab and click Continue,
the next required tab appears.

The figure on the right illustrates the tab sequence that
you follow for each type of integration profile. If one of the
conditions listed under Alternate Paths exists, your path
changes as shown.
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Using FedEx® Integration Assistant Navigating

System Requirements You can move freely between all active tabs within
« Microsoft Edge FedEx® Integration Assistant.

« Adobe® Acrobat Reader® 8.1 or later « Purple - Active and selected

« FedEx Ship Manager® Software version 32xx or later «  White - Active, but not selected

« Gray - Inactive, non-selectable

Installing and removing FedEx® Integration
Assistant

FedEx® Integration Assistant automatically installs with
FedEx Ship Manager® Software and cannot be uninstalled
without removing FedEx Ship Manager® Software. If you
need to uninstall FedEx Ship Manager® Software, you

Which tabs are active depends on the type and the
configuration of the profile you are creating or editing.

Back and continue
Click Back to move to previously completed tabs.

have the option of saving integration profiles that you Continue is available after you complete the current tab
created with FedEx® Integration Assistant. or attempt to move ahead from a completed tab.
Starting FedEx® Integration Assistant Save

Select FedEx® Integration Assistant or the profile that you Click Save to name and save your profile. You can create
want to activate from the Integration menu. and save 17 integration profiles. Always save your profile

before clicking Back.

Getting help

: : . Finish
The following tools are available to you at each step in the

Assistant from the Integration menu. to confirm your profile and make it available in the

Integration menu in FedEx Ship Manager® Software.
Help link on each tab

Common Questions links on each tab Locating your shipping information

Access to your shipping information, also called

Learn More... links for additional information about key your data source. FedEx® Integration Assistant can

concepts access three types of data sources: ODBC-compliant
Tutorial link that opens a comprehensive FedEx® applications, ODBC-compliant text files and QuickBooks®
Integration Assistant Tutorial Financial Software.

[
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ODBC-compliant applications

Typically, customer and shipping information is entered into

and stored in ODBC-compliant applications.

If you select an ODBC-compliant application as your data
source, FedEx® Integration Assistant scans your Windows®
directories and locates ODBC-compliant data sources

by their Data Source Name (DSN). FedEx® Integration
Assistant provides you with a list of all DSNs that it locates
on your system.

Note: FedEx® Integration Assistant offers support for USB
scales.

ODBC (Open Database Connectivity)

ODBC is a way for a client application, such as Microsoft®
Office Access, to interact with an ODBC-compliant server.
It identifies the capabilities of the server and allows the
application to work within the functions of the server.

ODBC drivers

Not all ODBC DSNs require a driver. Refer to the
documentation provided with your application to
determine if a driver is required.

If an ODBC DSN is required, ensure that it is current.

Data Source Name (DSN)

The DSN is the logical name assigned to a data repository
or database. The DSN contains lookup attributes that the
driver uses to access the data.
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ODBC-compliant text files

If your company uses an application that is not ODBC-
compliant, or there are technical obstacles to real-time
communication with your application, your application
may still be capable of producing ODBC-compliant text
files that FedEx® Integration Assistant can read. FedEx®
Integration Assistant can integrate text files even though
they do not have a DSN or a database driver associated
with them.

You can identify text files by their .csv or .txt file extension.
Text files are either Delimited or Fixed Width.

Note: FedEx® Integration Assistant can import an unlimited number of text
file records.

FedEx® Integration Assistant set conditions

FedEx® Integration Assistant Set Conditions helps you to
create conditions in FedEx® Integration Assistant profiles
so you can enter your own business rules that determine
how and what data is imported. This is currently available
for import only.

This functionality is available by clicking the Set
Conditions button on the Match screen. There is no limit
to the number of conditions you can create in a profile.

The conditions evaluate your imported data using
comparisons like equal to, greater than, less than, etc., and
set a value in FedEx Ship Manager® through integration.
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For example, you can create a condition if weight is greater
than 5 pounds, set Service Type as FedEx Express Saver®.

Example integration profiles

The following are examples of how two unique integration
profiles support two unique shipping situations.

Shipping situation 1
Every morning, your shipping department processes

packages for orders received from your drop-ship customers

after 5:00 p.m. on the previous business day. These
customers require overnight shipping for all packages, and a
shipping confirmation email sent to each recipient.

Profile 1
Name: Drop_Ship

This name appears in the Integration menu and clearly
describes the function of the profile.

Note: You can name the profile anything you like.
Type: Import and Export

This profile can import shipping information from your data
source and export instructions for the email confirmation.

Shipping Method: Batch

“Batch” describes the ability of the profile to automatically
import shipping information for each package (when the
profile is activated) and print the shipping labels without
further action by the shipper.
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Shipping situation 2

During normal business hours, your shipping department
processes packages associated with regular orders that
you receive by phone and through your website. Packages
are processed one at a time, in the order received by your
customer service department. The shipping label must
contain a customer reference number.

Profile 2
Name: Standard

This name appears in the Integration menu and
clearly describes the function of the profile.

Note: You can name the profile anything you like.
Type: Import

This profile can import shipping information from your
order entry data source.

Shipping Method: Single-Edit

“Single” describes the ability of the profile to look up
shipping information for each order, using the recipient’s
name, and to print shipping labels one

at atime.

“Edit” means that the profile allows you to type the
customer’s reference number on the shipping screen
before the shipping label prints.
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Activating your profile

The names you create for your integration profiles appear
on the FedEx Ship Manager® Software menu bar under the
Integration menu.

From the Integration menu, select the profile that you want
to activate. A check mark indicates that the profile is active.
Each profile has a unique color associated with it. The color
appears in the FedEx Ship Manager® Software field that is
associated with the profile. The name of the active profile
appears in the window title bar.

If you select a batch profile, an activation approval prompt
appears. The profile runs immediately after you approve it.

Testing your profile

Confirm that your integration profile behaves as expected
by integrating shipping information for a single shipment.
If this test is successful, try a small batch of two or three
shipments to confirm that FedEx Ship Manager® Software
and your data source are communicating correctly.

If you encounter a problem and need to re-open FedEx®
Integration Assistant to make changes, first click None on
the Integration menu to disable the profile, then reopen,
and edit the profile.

Deactivating an integration profile

Select None on the Integration menu to temporarily turn
off Integration.
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Glossary

Accessorial Charges: FedEx Ground® and FedEx Home
Delivery® services charge extra for certain value-added
delivery services. These value-added services include: Call
Tags, Hazardous Material (HazMat), Signature Service, and
many others. Most of these accessorial charges are per
package. Accessorial charges are not discounted and are
added to the final package charge after any discounts and/or
to the final Multi weight charge.

AES: Automated Export System — See also AESDirect.

AES Direct: AESDirect is the U.S. Census Bureau’s free,
Internet- based system for filing Shipper’s Export Declaration
(SED)/Electronic Export Information (EEI) to the Automated
Export System (AES). It is the electronic alternative to filing

a paper SED, and can be used by U.S. Principal Parties in
Interest (USPPIs), forwarders, or anyone else responsible for
export reporting. (www.aesdirect.gov)

BSO: Broker Select Option
CBP: Customs & Border Protection
CCl: Canada Customs Invoice

CFR (Cost and Freight): (Destination port — paid to arrival at
destination port) Title, risk, and insurance cost pass to buyer
when delivered on board the ship by seller who pays the
transportation costs to the destination port. Used for sea or
inland waterway transportation.

Cl: Commercial Invoice. The official transaction record
between an exporter and an importer. Customs officials rely
on this paperwork to clear shipments across international
borders. Generally, the Commercial Invoice is required for
international shipments of dutiable commodities but varies
by country, size, weight, quantity, and value. A Proforma

Invoice is often used as an offer to sell or is used to apply
for a letter of credit or import permit. A Commercial Invoice
supersedes a Proforma Invoice.

CIF (Cost, Insurance and Freight): (Destination port —same as
CFR, but includes insurance) Title and risk pass to buyer when
delivered on board the ship by seller who pays transportation
and insurance cost to destination port. Used for sea or inland
waterway transportation.

CIP (Cost and Insurance Paid To): (Place at destination — CPT,
but includes insurance) Title and risk pass to buyer when
delivered by seller who pays transportation and insurance cost
to destination. Used for any mode of transportation.

Country of Ultimate Destination: Enter the final country of
destination as known to the exporter at the time of shipment.

CPT (Carriage Paid To): (Place at destination —includes all
destination port charges) Title, risk, and insurance cost

pass to buyer when delivered to carrier by seller who pays
transportation and insurance cost to destination. Used for any
mode of transportation.

DDP (Delivery Duty Paid): (Consignee door —includes all
charges origin to destination) Title and risk pass to buyer when
seller delivers goods to named destination point cleared for
import. Used for any mode of transportation.

DDU (Delivery Duty Unpaid): (Consignee door — excluding
duties and taxes) Title, risk, and responsibility for vessel
discharge and import clearance pass to buyer when seller
delivers goods on board the ship to destination port. Used for
sea or inland waterway transportation.
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DSN (Data Source Name): The logical name assigned to a data
repository or database. The DSN contains look-up attributes
that the driver uses to access the data.

DT (Door Tag): The first two characters of a door tag number,
followed by 12 numbers.

EEIl: Electronic Export Information

EIN: Employer Identification Number

EPDI: Electronic Package Detail Information
ETN: Express Tracking Numbers

EXW (Ex Works): (Factory, mill, warehouse: your door) Title
and risk pass to buyer including payment of all transportation
and insurance costs from the seller’s door. Used for any mode
of transportation.

FAS: Free Alongside Ship
FDF: FedEx® International Deferred Freight

FCA (Free Carrier): (Pick a place after your origin to start) Title
and risk pass to buyer including transportation and insurance
cost when the seller delivers goods cleared for export to the
carrier. Seller is obligated to load the goods on the buyer’s
collecting vehicle. It is the buyer’s obligation to receive the
seller’s arriving vehicle unloaded.

FHD: FedEx Home Delivery®

FICE (FedEx International Controlled Export): Select whether
this shipment is a FedEx International Controlled Export
(FICE) shipment or not. A FICE shipment requires additional/
special handling by U.S. Customs & Border Protection (CBP)
in order to process the shipment (e.g., Department of State
licenses, DEA Permits, in-bond shipments, etc.).

FOB (Free On Board): (Port — same as FAS) Risk passes to
buyer including payment of all transportation and insurance

cost once delivered on board the ship by the seller. Used for
sea and inland waterway transportation.

FTR: Foreign Trade Regulations
FTSR: Foreign Trade Statistics Regulations

Girth: The sum of the four smallest dimensions of a package.
Girth = (2* width + 2* height)

IATA: International Air Transport Association

IDF: FedEx International Priority DirectDistribution® Freight
IDD: FedEx International DirectDistribution®

IE: FedEx International Economy®

|IEF: FedEx International Economy® Freight

Intermediate Consignee: A party in a foreign country makes
delivery of the merchandise to the ultimate consignee or the
party so named on the export license.

IP: FedEx International Priority®

IPBSO: FedEx International Priority Broker Select Option
IPD: FedEx International Priority DirectDistribution®

IPF: FedEx International Priority® Freight

IRS: Internal Revenue Service

ITAR: International Traffic In Arms Regulations

ITN: Internal Transaction Number

MAWB: Master Air Waybill

MPS: Multiple-Piece Shipment

Multi-weight Shipment (Ground): A group of packages
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shipped on the same day from the same location to the same
destination. These packages are considered a “shipment” for
Multi-weight purposes only. Each package in a Multi-weight
Shipment has its own unique tracking number and is not
guaranteed to be picked up or delivered at the same time as
the other packages in the Multi-weight Shipment.

USMCA/T-MEC/CUSMA : U.S. - Mexico — Canada Agreement
NC: Net Cost

ODBC (Open Database Connectivity): ODBC is a way for a
client application, like Microsoft Access, to interact with an
ODBC-compliant server. It identifies the capabilities of the
server and allows the application to work within the functions
of the server.

Oversize Packages (Ground): A package whose Length

plus Girth is greater than 84 inches is considered Oversize.
Oversize packages are considered to have a minimum weight
of 30 Ibs. (or 50 Ibs. if the Length plus the Girth is greater
than 108 inches) for U.S. shipments and 50 Ibs. for Canadian
shipments. There is also a maximum allowable size of “Length
plus Girth less than or equal to 130 inches,” as well as a
maximum allowable single dimension of 108 inches.

Package (Ground): The simplest and smallest item that can be
shipped via FedEx Ground.

Parse Pak: Divides the total weight of a commercial or
residential FedEx International Ground® multiple-piece
shipment (MPS) equally among all packages in the shipment.
For a U.S. domestic FedEx Express or FedEx Ground multiple-
piece shipment (MPS) containing identical packages, this
feature is the “per Shipment” option in the Per Package/Per
Shipment drop-down menu.

POD: Proof of Delivery

Proforma Invoice: Often used as an offer to sell or is used to
apply for a letter of credit or import permit. A Commercial
Invoice supersedes a Proforma Invoice.

RMA: Return Materials Authorization
RVC: Regional Value Content
SED: Shipper’s Export Declaration

State of Origin: The state in which the merchandise
actually starts its journey to the port of export, or the state
of the commodity of the greatest value, or the state of
consolidation.

Tax ID/EIN: The 9-digit (plus 2 alphanumeric characters, if
applicable) Internal Revenue Service Employer Identification
Number (EIN) for the U.S. Principal Party in Interest (USPPI).

Tax ID/EIN type: The ID Type for the U.S. Principal Party in
Interest (USPPI). Select the Internal Revenue Service Employer
Identification Number (EIN).

Ultimate Consignee: The foreign party actually receiving
the shipment for the designated end-user, or the party so
designated on the export license.

URSA: Universal Routing and Sorting Aid

USPPI (U.S. Principal Party in Interest): The person in the U.S.
that receives the primary benefit, monetary or otherwise, of
the export transaction. Generally, that person is the U.S. seller,
manufacturer, order party or foreign entity. Provide the USPPI
complete information.

XTN: External Transaction Number
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