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Account Usage Notification Tool

This screen gives Administrators visibility into who is able to ship
using their account and provides the ability to manage or remove a
User’s access to ship on selected account numbers.

FedEx Ship Manager® Shipping Administration @ Tools (@) Locoit (7Y Hiep ¥
Imgort/Export Tool

Users H Reference: ” Company Info

Account Usage Notification Tool

User Profile
Use this screen to enter and update User information, assign an
account number(s), assign User settings, and assign the User’s role.

Once the Department is selected, the available accounts will be
displayed and can be assigned to a User.

* Password I

» Password is at least 6 characters
» Password must contain at least one letter and

one number

* Merify | << Removs

paszword

™ Update with Dept Info
* Address 1 [ 3. User Settings @ Help

Address 2

I @ Use department privileges, references, and defaults

S

€ Customize privieges, references and defauts

+ State/Province * Required for US, Canada, and

Puerto Rico

fifkR e I * Required for =ome countries

* Country |Please select ﬂ

* Phone no I
Fax no I

Assign user as

o Regular user (non-admin}

C p epartment adminizstrator

C o mpany administrator
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Multi-Account Support for Users

If the User has been assigned to more than one account number,
they will see the account nicknames in the drop-down menu within
the ‘Billing Details’ section of the shipping screen.

Users can change the Account to be billed for both the “Bill
transportation to” and the ‘Bill duties/taxes/fees to" options.

The default for both these options can be set in the Users
‘Preferences’ as well as when they are adding recipients into their
‘Address Book'.

Note: Multi-Account support is not available to ‘invited” Users.

User Privileges

Instead of allowing the same default Department settings to apply to
a particular User, you can assign unique privileges when adding the
User to the Department, including:

¢ Allowing or restricting specific rights and privileges to the User;
¢ Allowing or restricting shipping service choices to the User;
e Allowing or restricting special service choices to the User.

User Defaults

Customize defaults at the User level. These default settings
correspond with options available on the User's Preferences screen.

Mailroom Processing

Mailroom processing allows a User to begin processing a shipment
that can later be completed by another User. Administrators can
assign the following privileges for creating pending shipments on the
‘Privileges’ screen:

¢ Create pending shipments
This option allows a Userto  [General @ Help
save a shipment that can be
processed later that day or e e
ona future date By defaU|t, D Allow u=ser to =chedule pickup
this functiona”ty is enabled. [] Enable Electronic Trade Documents (ETD)
Users will be able to print e
a Pendlng Conflrmatlon D Process other users pending shipmentE.@
Rece|pt’ that can be Used tO (Users who share the same account number)
find the shipment for future
use or provided with the package
for completion by another User.

D Process return shipments

I:l Can only create pending 5hipment5®

¢ Only create pending shipments
This option allows a User to only save a shipment in
pending status and not the final processing and printing
of a shipping label.

¢ Process other Users pending shipments
This option allow a User to finalize other Users’ pending
shipments and print the shipping label. This is not available
if a User can only create pending shipments.
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Managing Accounts
Add a New Account

You can add established accounts to be controlled in Shipping
Administration.

e (lick Add to display the Add New Account screen.
e Enter the account information.

¢ The address information entered here must match the physical
address that was provided to FedEx for this account.

e Save or cancel changes as needed.

Add New Account
+ Denctes required field.

Account Details 2 Help
+ Account no.
= Account
nickname
+ Contact
name
+ Address 1
Address 2
= City
* State [ select State H
* ZIP
The address information entered here must match the physical
address that was provided to FedEx for this account. It may be
different than the address entered in the Department Profile.

View Departments Assigned to an Account
¢ You can select an Account and View Departments assigned to it.

¢ The Accounts screen will display, showing all Departments
assigned to that Account.

Company profile
Use this screen to:
e View or update company information.

e Update the admin e-mail address used for the ‘Contact your
Administrator’ link on the Shipping Administration User log-in

page.
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View and Sort Accounts Edit Accounts

When you click on the Accounts tab, the Accounts screen displays. o Edit existing Account nickname

e Enter search criteria to locate particular account information. e Select the account number from the ‘Account Management
e View all accounts or select specialized 'View Options’ from a page’.

numbered list. e (lick on Edit.
e Sort account numbers by choosing a column from the “Sort By’ e Save or cancel changes as needed.

menu and clicking a column header.

Select the account number from the ‘Account Management’
page.
Click on delete.

MCCOUNt Management

T |y ry—————- - |
T =i e Bod ko
o PasE salal &

Arcount number BAooount nickname

S

Annenmnsn
GO0
i nnannnaen
t o GOOD0000

S

|

B
i
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References

A reference is an optional number or a description that appears
on your FedEx invoice and on your Shipping Administration
administrative reports.

Add a Reference
Adding a Reference is a three-step process:

1. Add the appropriate information in the Reference ID and
Reference Description fields.

2. Select one or more of the Reference field options; you must
select at least one.

3. Click on Save/Update.

4. The Reference information is added and you are returned to the
References screen. If you want to save the entry and add more,
click on Save/Add another reference.

Department References

Create reference lists.

shipments only).

Validation options include:
¢ Not required (text field);

Not required (view list);

Required (text field);

Required (view list);

Required with validation (text field);

Required with validation (view list);

Default and cannot change.

Specify or create reference default information.

Set up reference validation for the reference fields.

Select reference settings for return shipments. (intra-U.S.

FedEx Ship Manager® Shipping Administration

(@) Logout (7) Hep -

Departments Users References

Add Department
@ Profie @) Privieges (@) References  (2) Defaults

Admin Reports Accounts Company Info

Andrea Company$

Reference

kgl Validation List display

Apply to
Reference default urn
shipments

oL, [ Required with validation (vi [+] [ All references

12345678 or »z. m

Department - = o =
= [ Required with validation (vi [+] [ All references

ABCDEFGH | or SII%a]

PO no. [ Required (view list) 5] [ Al references

Invoice no. | Default and cannot change k& [ All references

e

REF7 [¥select]

REF7 or

0000

] [
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User References

Customize references at the User level. The same validation criteria
apply as per Department references.

View References

When you click on the References tab, the References screen
displays. This screen contains key information about References,
such as Reference ID and Reference description.

You can view, search, sort, add, update, delete, import and export
References here, as well as view, update and add to current
Reference lists, and create new ones.

FedEx Ship Manager® Shipping Administration

Admin Home Departments Usears
References
Search in| Please select 4 E

Addto| Reference list 3

®|—i°'.;m ® Help +

Company Info

References Admin Reports Accounts

Andrea Company5

Snnby[ReferencelD ¢] Perpage[S :] Page[Eafd

18 Records 18 Displayed

[ Reference ID « Reference description ‘rr:f::snos %m PO no. Invoice no.
() | psu 101 DsuU 101 Yes Yes Yes Yes
[ Dpsu102 DsuU 102 Yes No No No
[ Dpsu103 DSsU 103 Yes No No No
[ Dsu104 DSU 104 Yes No No No
[ | psu 105 DsU 105 Yes Yes No Yes

oletefimport exporfeeerence s
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Ad min R e p 0 rtS FedEx Ship Manager® Shipping Administration @t (7). Hep v
Admin Reports allows a company centralized visibility of the shipping | Admin Home | Departments | Users | References Mmlnﬂepom [Accaurts [ Compary nfo |

activity of Users across the company. Customized Administrator :

Reports can display valuable information, such as service information, AcminReport lenegee , | ,

i L. You can create and print reports for any shipment that has been processed using FedEx Ship Manager at fedex.com in the past 45 days.
reference values and estimated shipping charges. » Denotes requited fil. Clear al fikis
e Up to 25 administrative report configurations can be saved. 1. Select Report O'Help | | 2. Select Dates O Help

e Reports can be generated from the Accounts screen or by using *Selectareport  (gglect a report B g:g'é“?“esa:ﬁ e fewmmﬂf;”;fﬂ”f 'lkmm
. B . inning date nding date
the ‘Reports’ box on the Admin Home page. | ® | @
e (reate, add, edit and delete reports for any shipment processed

using FedEx Ship Manager™ at fedex.ca in the past 45 days. T I T rTr—

To create a report from a list of existing saved reports, select a report
from the ‘Select report” drop-down menu, select beginning and ending
dates from the drop-down menus provided, and click on the Create
report button.
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Add Report

Add new customized reports for an individual Department or for the
entire company.

e Select up to 23 enhanced detail fields to appear on the report.

e Select up to three options for sorting the report total and subtotal.

¢ Set the date range for the report.

Report Results

The report results include all sender and recipient information, as
well as all reference information and can be used for monitoring
Departmental shipments.

You can view and print the entire report, or download the entire report
by saving it to a location of your choosing on your hard drive in comma-
separated variable (CSV) format.

Admin Home Depariments Uzerz References Admin Reports Accounts Company Info
Add Report
¥'ou can create and print reportz for any shipment that has been processed using FedEx Ship Manager at fedex.com in the past 45 days.
Clear all fields
1. Select Department @Help | Select Sort Fields {optional) @ Help
Select department IA" departments j Ifyou do not want a sorted report, do not select anything.
Sort 1 | select =
Sort2 | select |
2. Select Dates @ Help
Sorta | select =

Select the dates for the report that you would fike created.

Bapinning date Ending date
< c g aate

Beginnin goale  Ending dat

[ ® | ®
3. Select Fields () Help
I select sl

[” Sender User alias " po.no.

|l Department 1D I” invaice no.

I” sender information I Department no.

|- Ship date F Procezzed by

i Tracking no. I™ Processed by User aliaz

[ service type ] Company

| Payment type [ Package type

[l Billtranzportation to [ Purpose

[” Bildutiesitaxes/fees to [ Signature options
[ B13A Canada Export Declaration
C Weight [ Export permit no.

I™ our reference

B! Recipient information

if you seiect subtotai, your report wiil be grouped and sublotaied
according to the =ort options you have selected.

[ Subtotal report

Select Report Name (optional) ® Help
i vou want to 2ave this report, check this oplion and enter a report
name.

™ save report
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Support

For more details on the Shipping Administration functionality:
e Use the Quick Help tool located within Shipping Administration
e For technical assistance, call 1.877.339.2774
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