
FedEx Shipping Tool Instructions – International Shipments 
 
 

1. Log into the FedEx Shipping Tool using the user name and password provided to you by Purchasing Services: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Change the country in Box 2 from Canada to the country you need to ship to: 



3. Fill in the address your shipment is going to in Box 2:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select the package type, the number of packages and the weight for your shipment in Box 3. 

NOTE: The declared value the must be the same amount you put in the ‘Total customs value’ box. You can 

select an amount up to $100.00 free of charge: 



5. Select if your shipments consists of ‘Documents’ (and/or CDs or DVDs) or ‘Products/Commodities’:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5B. If you select “Documents”, you must also select the type of documents: 



 

6. Change each field in Box 4 to say the account number “Carleton University-505”. Fill in the Fund and Org 

you’d like this shipment to be billed to in the ‘Your Reference’ box: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. In Box 5, you will see your office location. If you want to change the latest time for the pickup of your 

package, click the edit button. NOTE: If you do not see a time for pick up, select the 2nd option ‘Drop off 

package at a FedEx location’ THEN go back and select ‘Schedule a pickup’. This will refresh the box and you 

should then see the pickup time: 



 

8. Select the latest time you want your package to be picked up: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Click on the “Continue” button in box 6: 



 

10. NOTE: You will only see this page if you selected “Products/Commodities” in Box 3. Select ‘Add new 

commodity’ from the drop down box: 



 

11. Enter a description of what you are sending. Select a unit of measure, the quantity and the weight. 

Remember to put the same value in the ‘customs value’ box as you did in Box 3. Select the country of 

manufacture and click the ‘Add this commodity’ button: 



 

12. Click on the small box next to the commodity you just created. NOTE: for anything being shipped other than 

documents or CD’s/DVD’s you  MUST have a customs invoice from Purchasing Services. Please email 

Kristinj.Allen@carleton.ca to request a customs invoice. Scroll past box 8, 9 and 10 and go to box 11. 

mailto:Kristinj.Allen@carleton.ca


 

13. Click the ‘Ship’ button: 



 

14.Review the information in the confirmation window that appears.Click the 'Ship' button: 
 

Confirm your  shipment details 
 

Outbound Shipment 
 

From     ene Fraser-Kealey  Ship d-ate 

catleton Service type 

609 R<>Oe<tson Hal  
P e:kage type 
Number of p21clu.ges 

1125COlOnel By orNe  ToQ.Iweight 

OGawa ON Olm•ns.lons 

Canada Dec:IU.O Volfue 
BJII transportation to 

 
 
01/1212012 

lntem31>1><lal PrfO<tly 

Box 

10 

2 00   lb$ 

 
250  CN) 

GatlelonunNen ty.sos 
K1S586 

8111 duties/taxes/fees carletonunNen ty.sos 
613520362:2  to 

To  JaM Smith  Your ret•renee 
PlckupiDrop-on 

P.O. no. 
100 Waf Slreet  Invoice no. 

OeJN rtment no. 

New YOC1c.. NY Special Servlees 

Un&ed states 

10005 

6465555555 

 
100000.999 

1- piCkUp requested 

 
 
 
lodire<t sign<lture required 



 

15. Check to make sure that you get BOTH the FedEx tracking number AND the pickup confirmation number. 

Print this waybill and attach it to your package: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

            

 procurementservices@carleton.ca 

*If you have any questions, please contact Procurement Services at ext. 3622 or 

mailto:Kristinj.Allen@carleton.ca

