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What is FedEx Ship ManagerTM  at fedex.ca 
Shipping Administration?
Shipping Administration is a feature of FedEx Ship Manager at 
fedex.ca that gives you centralized and administrative control over 
the decentralized and global shipping of your company.

Is Shipping Administration right for your organization? 
Do you need to:

Control access and use of account information?
Manage who ships and what services and features they can 
access?
Make sure costs are properly allocated to the right cost centres?
Gain visibility into your company’s shipping activity on every level 
— locations, Departments, and accounts?
Reduce shipping-related data entry and invoicing errors?
Provide a shipping solution that is time and cost effi cient and less 
error-prone?
Create custom reports to monitor and access the shipping activity 
of the entire company? 
Manage the billing process through reference fi eld confi guration 
and cost-code validation?

If you answered yes to one or more of these questions, then Shipping 
Administration is your solution!

Welcome to Shipping Administration
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Shipping Administration provides control and flexibility
FedEx Ship Manager at fedex.ca Shipping Administration allows you 
to determine how you wish to organize and control shippers, known as 
Shipping Administration ‘Users’, to best fit the needs of your company.

Utilize the Create User process so you can control their  
User ID, password and shipping profile.
Utilize the Invite User process, which gives them autonomy  
over their User ID, password and shipping profile. 
Set up Users anywhere in the world.
Provide an existing or new User with access to multiple  
account numbers.
Set up Departments that use different account numbers or  
cost centres.
Assign an account number or multiple account numbers to  
a Department. 
Permit or restrict access to FedEx®  services, customize  
shipping features, and set shipping defaults at the Department 
and User levels.
Set up reference field control(s) on up to four references,  
for billing and charge-back purposes.
Create, mandate and validate the reference information  
entered into the reference fields.
Pre-determine which account number should be billed for 
‘transportation’ and/or ‘duties and taxes’.

Shipping Administration provides administration and 
management 

Search and sort on both the User and Department screens to help 
streamline administrative tasks.
Import Departments, Users and References for fast setup or to 
change existing information.
Set up a central address book with up to 25,000 recipients that can 
be shared company-wide. 
Assign administrative privileges to other Users to help you delegate 
responsibility and provide an extra layer of support.
Assign privileges, that allow Users to:

 –   Create and ship pending shipments; 
 –   Only create pending shipments;
 –   Process other Users’ pending shipments.

Shipping Administration provides visibility and monitoring 
Have visibility into the shipping activity of multiple Users in multiple 
locations within your company; you know who’s shipping what, 
when, to where and how much.
Receive notification of Users who are shipping on your company’s 
account(s) and are not being administered. 
Access your account shipping information 24 hours a day, 7 days  
a week.
Create and save customized and detailed shipping reports that allow 
you to monitor, manage and measure the shipping activity of all 
Users to better control costs.
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Registering for FedEx Ship Manager TM 
at fedex.ca Shipping Administration 
When you register your account for FedEx Ship Manager at fedex.ca 
Shipping Administration, you will become the Administrator of your 
account and will be able to administer and manage the other shippers  
or Users of your account(s).

Open a New Account
When opening a new FedEx account online using your credit card, 
your account will be automatically enabled for FedEx Ship Manager 
at fedex.ca Shipping Administration.

Go to fedex.ca and click on the 1. Register for fedex.ca link. 

Select the 2. Open a New FedEx Account  option.

Complete the form to create your new User ID and password 3. 
and enter your credit card details to open a FedEx account.
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Use your existing FedEx account online
To register your existing account for Shipping Administration, you 
will need to create a new fedex.ca User ID and password.

Go to fedex.ca and click on the 1. Register for fedex.ca link.

Select the 2. Use Your Existing FedEx Account Online  option.

Complete the form to create your new User ID and password 3. 
and link it to your existing FedEx account number.
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Registering for Shipping Administration
Regardless of whether you opened a new account or linked 1. 
a new User ID to your existing account, on the confirmation 
page you’ll see a link to ‘Ship Now’.  

When you click this link, you will be presented with a screen 2. 
to enable FedEx Ship Manager at fedex.ca.

Next, a confirmation screen will display with a link to an 3. 
additional option to register for the Shipping Administration 
feature. Click Register and complete the additional steps for 
validation and registration

  IMPORTANT:  Do not click on the ‘Start Using FedEx Ship 
Manager’ link, as this will stop the Shipping Administration 
registration process. 

A confirmation page will appear, confirming that you’ve 4. 
successfully registered as a Shipping Administration 
Administrator. You can click on the link Start managing 
shippers online  to get started, or log in to FedEx Ship 
Manager at fedex.ca at a later time to begin.
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After registering for FedEx Ship Manager TM at fedex.ca 
Shipping Administration
After you register for FedEx Ship Manager at fedex.ca Shipping 
Administration, you will need to complete some or all of the 
following tasks to take full advantage of the features offered by this 
powerful account management tool.

Add Departments. Departments can be set up as separate 
geographical locations or as functional groups within the 
organization that use different account numbers or cost centres.
Assign account numbers to Departments by selecting existing 
account numbers from the available accounts list or by adding a 
new account number.
Set service and reference options for each Department.
Add Users to Departments and assign account numbers to 
Users.
Assign Company or Department administrative privileges to 
other Users (optional).

The following sections of this guide provide detailed information 
in each of these functions within FedEx Ship Manager at fedex.ca 
Shipping Administration.
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To get started using Shipping Administration, determine how to 
organize and control Users in a way that best fits the needs of your 
company and complete the following steps or tasks.

Departments and Users
Shipping Administration allows you to organize and manage the 
shippers in your company at the Department and User levels.  Set up 
Departments in your company, then create or invite Users who are 
assigned to a Department. Preferences and privileges can be set at 
the Department and/or User level.

Add a Department
Adding Departments is a four-screen process that includes:

Profile screen:1.  Complete the details that identify the 
Department and assign account numbers.

Privileges screen:2.  Define User privileges and set service 
choices.

References screen:3.  Configure information for references 
Users will see on the FedEx Ship ManagerTM at fedex.ca screens.

Default screen:4.  Set up feature and shipping defaults.

Getting Started with Shipping Administration

=
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Managing Departments
View Departments
When you click on the Departments tab, the Departments screen 
displays.

The Departments screen contains key information about 
Departments, such as Department name and Department ID.

You can search, sort, view, add, update, delete, import and 
export multiple Departments and view Users associated with the 
Department.

=

Department Profile
Enter and update a Department’s information and assign one or more 
account numbers to the Department, or remove account numbers as 
necessary.

=
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Managing Departments (continued)
Department Privileges
Allow or restrict User rights and privileges, including:

Choosing which address book(s) Users can access; 
Allowing Users to create up to 20 sender profiles;
Allowing Users to process return shipments (intra-U.S. only);
Allowing Users to view rates and transit times;
Allowing Users to set up a thermal printer;
Allowing Users to add additional handling charges;
Allowing Users to view and update default shipping information;
Allowing Users to view and update default references.

=
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Managing Departments (continued)
Department Defaults
Set service settings to most frequently used settings to facilitate 
faster shipment processing.

Set defaults for options to ensure a consistent User experience 
across the Department(s).
Default settings entered here correspond with options available 
on the User’s Preferences screen.

=
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Managing Users
Adding Users
There are two ways to add Users, depending on the amount of 
control or flexibility you need.

If you want to create and manage a User’s ID, password and 1. 
shipping profile, use the ‘Create New User’ functionality.

If you prefer that the User have autonomy over these factors, 2. 
use the ‘Invite New User’ functionality.

Assign the User to a Department by selecting one from the drop-
down menu.

View Users
When you click on the Users tab, the Users screen displays. This 
screen contains key information about Users, such as User alias, 
User name, Department ID and User status. 

From this screen, you can search, sort, view, edit, delete, invite or 
create and import /export Users.
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Managing Users (continued)
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.
=

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.

=
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Managing Users (continued)
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;
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 User to 
save a shipment that can be 
processed later that day or 
on a future date. By default, 
this functionality is enabled.  
Users will be able to print 
a ‘Pending Confirmation 
Receipt’ that can be used to 
find the shipment for future 
use or provided with the package  
for completion by another User.
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.

Click Add to display the Add New Account screen.
Enter the account information.
The address information entered here must match the physical 
address that was provided to FedEx for this account.
Save or cancel changes as needed.

 

 

 

=

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:

View or update company information.
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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Managing Accounts (continued)
View and Sort Accounts
When you click on the Accounts tab, the Accounts screen displays.

Enter search criteria to locate particular account information.
View all accounts or select specialized ‘View Options’ from a 
numbered list.
Sort account numbers by choosing a column from the ‘Sort By’ 
menu and clicking a column header.

=

Edit Accounts
Edit existing Account nickname 
Select the account number from the ‘Account Management 
page’.
Click on Edit.
Save or cancel changes as needed.

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

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

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

Click on 3. Save/Update. 

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

Department References
Set up reference validation for the reference fields.
Create reference lists.
Specify or create reference default information.
Select reference settings for return shipments. (intra-U.S. 
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.

=
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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.

=
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Admin Reports 
Admin Reports allows a company centralized visibility of the shipping 
activity of Users across the company. Customized Administrator 
Reports can display valuable information, such as service information, 
reference values and estimated shipping charges.

Up to 25 administrative report configurations can be saved.
Reports can be generated from the Accounts screen or by using 
the ‘Reports’ box on the Admin Home page.
Create, add, edit and delete reports for any shipment processed 
using FedEx Ship ManagerTM at fedex.ca in the past 45 days.

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.  

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

=
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Support
For more details on the Shipping Administration functionality:

Use the Quick Help tool located within Shipping Administration
For technical assistance, call 1.877.339.2774


