FedEx Shipping Tool Instructions - International Shipments

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

Fedtx

Frangais | FedEx Sensces and Tools | Contact Us | Sae Map S£4arT Go!

Package/Envelope Services Freight Services Office/Print Services %
Ship » Track » Manage My Account » Customs Tools »

fedex.com Login

Reminder: If you require a pickup, you must request one by selecting the Schedule a Pickup option

* Denotes required feld

| | New fedex.com Users

'Sign Up Now!

Registered fedex.com Users

@ IMPORTANT

For best results, please disadle your pop-up blocker

Enter your user ID and pa Regrster for fedex ca and choose the account option that meets

= UserID |your needs. Ship online, and access many fedex.ca online
| services with a single user ID and password
= Password ‘
computer.
Login Help  Forgot your password or user ID? |
Global Home | Serwce Info | About FedEx | Cateers | Intemet Privacy Policy | Prvacy Code | Terms of Use |

Federal Express Canada Lid. and FedEx All nights reserved © 1995-2012 FedEx

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

Contact your administrator

* Denotes required field
1. From @ Help @ Edit | | 4, Billing Details (D Help C Hide
Irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By * Bill transportation to  Carfeton University-505 v
Drive, Ottawa, Ontario, K1S5B6, Canada
= Your e
2.To @ Help [ Hide More reference fieids

* Country/Locaj Canada -
Special Services (optional () Help [ Edit
Company - pe (opf )

Select additional services for your shipment

* Contact name Select or enter v
L 5. Pickup/Drop-off @ Help & Hide
Address 2
Q' Schedule a pickup
*Ci
-/ ") Drop off package at a FedEx location
" Province Select v ") Use an aiready scheduled pickup at my location
* Postal code Pickup Address @ Eait
* Phone no e
irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By Drive,
B Pastori detaled adiess check Ottawa, Ontario, K1S586, Canada
Package Information @ Eat
] This is a residence
- - Please select a service type In Package and Shipment Detaiis
"] save new recipient in address book before proceeding wh Your plckup request

3. Package & Shipment Details @ Help [ Hide

=

E-mail Notifications (optional) () Help [ Ed

* Service tvoe Qatart



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

FedEx Ship Manager ® (@) Logout (@) Hep ¥

Prepare Shipment M Ship History My Lists v || Reports H My Profile Administration

reate a Shipment
Enter shipping information (2)Product/Commoddy Information  (3) Print label(s)

Contact your administrator

* Denotes required field Breferences | Clear all fieids
1. From (@ Help © Edit | | 4, Billing Details (@ Help £ Hide
Irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By * Bill transportation 10 Careton University-505 -
Drive, Ottawa, Ontario, K155B6, Canada
" Bill dutiestaxes/fees Recipient -
to
5 Help [ Hide
270 o Account no.
* Country/Location United States v
* Your reference
Company v
. < 9 More reference fiekds
Contact name v] <

" Address 1 100 Wall Street

Address 2 Special Services (optional) () Help [ Edit
* City You have selected Indirect signature required for your shipment
* State v
» 2P 5. Pickup/Drop-off (@ Help £ Hide
* Phone no. 9 Schedule a pickup

Reciplent tax ID ) Drop off package at a FedEx location

©) use an already scheduled pickup at my location
4 acdress check
Pickup Address @ Eat

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:

Fl irene Fraser-Keaey, 6UY RODernson Hail, 1125 Coionel By Lnve,
KC1:Save new recipient n addeess baok Ottawa, Ontario, K15586. Canada

Package Information @ Eat

3. Package & Shipment Details QHelp B Hide | | [ o ckage and Shipment Detats

before proceeding with your pickup request

* Service type -
* Package type o
* No. of packages E-mail Notifications (optional) @ Help [ Edit
" weight @ kas v Send an e-mail 10 yourself. the recipient or others indicating the
status of your shipment
Declared val Canadian Dollars x

* Ship date 01/12/2012 Rates & Transit Times (optional) @ Help [ Edit
* Package conten! Doc dities View your rates and transit times based on your selections
* Total customs va v
6. Complete your Shipment @ Help
|| Create a Shipment Profile to store recipient. package and all
other details of this shipment for future use
Please note:

o Click the Ship button only once. Expect some delay due to transmission time. DO not click Stop or Rejoad, it may cause a duplicate shipment
transaction 1o occur

e By ciicking the Ship/Continue button, you agree to the FedEx Ship Manager at fedex.com Terms of Use and the FedEx terms of shipping in the
appicable FedEx Service Guide and the Shipper's Terms and Conditions for FedEx Express international shipments

* By clicking the Ship/Continue button, you agree that this shipment does not contain undeclared Dangerous Goods. If you are uncertain of
whether your shipment contains Dangerous Goods, see the Help for more information. To ship FedEx Express Dangerous Goods, you must
select "Dangerous Goods” In the Special services section

e A commercial invoice is required for all FedEx international Ground shipment regardiess of value. A Customs Broker is required for all FedEx




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

7] Save new reciplent in address book l mrrmmw.mmm. 1125 Colonel by Lnve,
Package Information @ Eat

3. Package & Shipment Details @ Help [ Hide Please sslect a service fype in Package and Shipment Detalls

before proceeding with your pickup request

" Service type Internationat Priofity -
- Pacme lype Box -
*No. of packages T E-mail Notifications (optional) (@ Help [ Edit
* weight @ 2 bs Send an e-mail to yourself. the recipient or others indicating the
status of your shipment
Dimensions Select -
Declared value @ 25 Canadian Dollars - Rates & Transit Times (optional) @ Help [ Edit
* Ship date [01/12/72012 @ View your rates and transit times based on your selections
* Package contents
* Shipment purpose ¢, o - 6. Continue your Shipment @ Help

* Total customs vaiue o5 ‘Canadian Dollars v

(§) urency comerer

Please note:

e Click the Ship button only once. Expect some delay due to transmission time. Do not click Stop or Reload. it may cause a duplicate shipment
transaction to occur

e By clicking the Ship/Continue button, you agree to the FedEx Ship Manager at fedex com Terms of Use and the FedEx terms of shipping in the
appiicable FedEx Service Guide and the Shi s T an ions for FedEx Ex international shipmen

By ciicking the Ship/Continue button, you agree that this shipment does not contain undeclared Dangerous Goods. If you are uncertain of

whether your shipment contains Dangerous Goods, see the Heip for more information. To ship FedEx Express Dangerous Goods, you must

select "Dangerous Goods” in the Special services section

o At ial Invoice is regq for all FedEx Inter Ground ship regard!ess ot value A Ctxs!oms Broker Is requued ror an FedEx

s s S i el e il L N AN R IN o i b e it B S it N L L Ao L L

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

BTN Cenmcates 1l VHAWS, WIRGI, NIV, Laaua
‘Bonds ’—J Package Information @ Eatt
Checks (Compieted) B
Claim Files i
M losing Statements !_ Please select a service type In Package and Shipment Details
X before proceeding with your pick 1
* Service type | Conference Ri proceeding your pickup reques!
3 Cost Estimates o
Package type Court Transcripts
*No.ofpackages | omanppications E-mail Notifications (optional) @ Help [ Edit
Deeds )
* Weight @ Employment Pa Send an e-mail 10 yourself, the recipient or others indicating the
ém Escrow mslmcno’:'ss status of your shipment
Dimensions Export Papers
Financial Statements — -
Declared value @  |immigration Papers Rates & Transit Times (optional) @ Help [ Edit
- Income Statements
Ship date Insurance Documents View your rates and transit times based on your selections
Interoffice Memos
* Package contents R 5
(Compieted) e
* Document desc Seloct = . Complete your Shipment @ Help
* Shipment purp Commercial =
I"] Create a Shipment Profile 1o store recipient. package and all
. I ;
Toal cusions velue Canadian Doltars ~ | |other details of this shipment for future use
(§) curency camerer
Please note:

e Click the Ship button only once. Expect some delay due to transmission time. Do not click Stop or Reload; it may cause a duplicate shipment
transaction to occur,
e By clicking the Ship/Continue button, you agree to me Eﬂaﬁmﬂanmm_mm_[e_rm;m and the FedEx terms of shipping in the
appiicable FedEx Service Guide and the 1 ents
e By ciicking the Smplconmue button, you agree that this snnpmenl does not comaln undeclareo Dangerous Goods if you are uncertain of
your c Dangerous Goods, see the Help for more information. To ship FedEx Express Dangerous Goods, you must
select ‘Dangefous Goods in the Special services section

a A A fnr all Cadfy eannd Afualita A Puetame Rrakar ie ramiirad far all Cadly




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:

Ship » Track » Manage My A ’ C Tools »
FedEx Ship Manager ® (@) Logout (@) Hep ¥
Ship History ” My Lists v] [ Reports ‘ My Profiie “ Administration ]
reate a Shipment ’
Enter shipping information (2)Product/Commoddy Information  (3) Print labei(s)
* Denotes required field Preferences | Clear all fields
1. From @ Help & Edit | | 4. Billing Details (@ Help [ Hide
Irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By * Bill transpo 110 Carieton University-505
Drive, Ottawa, Ontario, K15586, Canada
" Bill du flees  Carieton University-505
to
2.To (@ Help [ Hide
* Your refere:
* Country/Location United States v
) More refefence fieids
Company Select or enter v
* Contact name John Smith (sl
* Address 1 100 Wall Street Special Services (optional) @ Help [ Edit
Address 2 You have selected Indirect signature required for your shipment
* City New York
5. Pickup/Drop-off @ Help £ Hide
" State New York -
. Q) Schedule a pickup
ap 10005
) Drop off package at a FedEx location
" Phone no RARBRAASSE vt

7.1n 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:

" City New York
5. Pickup/Drop-off @ Help © Hide
* State New York -
. Q) Schedule a picky|
ap 10005 > PP
) Drop off package at a FedEx location
* Phone no
40080335 o _) Use an already scheduled pickup at my location
Recipient tax ID
ot Pickup Address Eat
"] Perform detailed address check
Irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By Drive,
| This is a residence Ottawa, Ontario. K1S586, Canada
’ Package Information Eait >
| Save new recipient in address book
FedEx Express, 01/12/2012, 11:.00 am. - 6,00 p.m, 1 packages
3. Package & Shipment Details @ Help & Hide | |

" Service type International Priority - E-mail Notifications (optional) @ Help [ Edit
* Package type Box - Send an e-mail to yourself, the recipient or others indicating the

status of your shi nt
* No. of packages 1 v 4 e

" weight @ 2 Bs: ¥ Rates & Transit Times (optional) @ Help [ Edit
TSRO Select > View your rates and transit times based on your selections
Declaredvaiue @ 25 Canadian Dollars v

* Ship date 01/12/2012 @ 6. Continue your Shipment @ Help

" Package contents Documents @ Products/Commodites

* Shipment purpose  commercial . Save for later]

* Total customs value 25 Canadian Dollars .
@ Currency Converter




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

T Fnone no

Recipient tax ID

6465555555 ext.
[”] Pertorm detalied address check
I”] This is a residence

I”] save new recipient in address book

3. Package & Shipment Details @ Help © Hide
" Service type International Priority -
* Package type Box v
¥ No. of packages 1 -

" weight @ 2 bs v
Dimensions Select -
Declared value @ 25 Canadian Dollars -
* snip date e R— )
" Package conlents @) pocyments @ ProductsiCommodities
* Ship purp C ial v
"Totalcustoms value 25 Canadian Dollars -
@ Currency Converter

Zoupm
_) Use an already sch

Pickup Addnu<
4

cation
@ Egtt

25 Colonel By Drive,

4 ]

5:00 p.m
530 p.m
600 pm
1630 pm
7:00 p.m
7:30 pm
800 pm

Irene Fraser-Kealey,
Ottawa, Ontario, Kﬁ

Package Inform B Hde

Pickup Type
* Total no. of packages!
. 900 p.m

Total weight 930pm
10:00 p.m
10:30 pm
11.00 pm.
1130pm
12:00 am.
* Latest time avaitable §00 pm

Location of packages
or special instructions
(Not to exceed 25 characters)

* Pickup date
* Ready time

@ Help [ Edit

Send an e-mail to yourself, the recipient or others indicating the
status of your shipment

E-mail Notifications (optional)

@ Help [ Edit

View your rates and transit times based on your selections

Rates & Transit Times (optional)

| 6. Continue your Shipment @ Help
9. Click on the “Continue” button in box 6:
el Seject s or special instructions
Declared value @ 25 Canadian Dollars = (Not to exceed 25 characters)
* Ship date [01/12/2012 ] @
" Package contenls ) pocyments @ Products/Commodites | E-mail Notifications (optional) @ Help [ Edit
" Shipment purpose  Commercial ». Send an e-mail 10 yourself, the recipient or others indicating the
* Total customs vaiue 25 Canadian Dollars -~ SAaNS OfYOUL SNOmEnt
@ Currency Converter
Rates & Transit Times (optional) @ Help [ Edit
View your rates and transit times based on your selections
6. Continue your Shipment
@
Please note:

e Click the Ship button only once. Expect some delay due to transmission time. Do not click Stop or Reload; it may cause a duplicate shipment

e A commercial invoice is required for all FedEx international Ground shipment regardiess of value. A Customs Broker is required for all FedEx
international shipments valued at $200 CAD and over, as well for certain commodities regardiess of value, Select Special Services to enter your

transaction to occur

By clicking the Ship/Continue button. you agree to the FedEx Ship Manager at fedex com Terms of Use and the FedEx terms of shipping in the

applicable FedEx Service Guide and the Shipper's Terms and Conditions for FedEx Express international shipments
By clclcmg me Ship/Continue button. you agree that this shipment does not contain undeclared Dangerous Goods. If you are uncertain of

CC

Dangerous Goods, see the Help for

select "Dangefous Goods” in the Special services section.

more information. To ship FedEx Express Dangerous Goods, you must

Broker Information and Customs Documentation to print a commercial invoice

Slobal Home | Senice Info | About FedEx | Careers | Internet Privacy Policy | Privacy Code | Terms of Use |
Federal Express Canada Ltd. and FedEx. All nights reserved © 1995-2012 FedEx




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:

o/ eamane (o
Prepare Shipment | Ship History My Lists wl|| Reports My Profiie Administration
reate a Shipment

() Enter shipping information Q Product/‘Commeodity Information (3) Print [abek(s)

* Denotes required field << Back | Preferences | Ciear all fields
7. Commodity Information @ Help [0 Hide | | 8. Customs Documentation @ Help [ Hide
Check for prohibited commeodities into United States Customs documentation may be required for this shipment. You

may print the FedEx-generated documentation for customs
Commodity Summary clearance
@
Commodity Customs  Quantity Weight © Aert:
value (Ibs) A Commercial Invoice/Proforma Invoice may be required for
this shipment. You may print the FedEx-generated Cli for

customs clearance
"] Commercial Invoice
"I Pro Forma Invoice

@ Additional FedEx generated trade documents
Personalize FedEx generated customs documents

Shipment 200 s

weight

Total carriage  25.0 Canadian Dollars

value 9. Canada Export Information () Help [ Edit

Please enter Canada export information.

10. Pickup/Drop-off @ Help © Hide

@ Schedule a pickup

PN Praaa adf acsbians ab o Fadro lasakiaa



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:

Commodity Customs  Quantity Weight (1) Alert:
:(::l‘;) (1bs) A Commercial Invoice/Proforma Invoice may be required for
this shipment. You may print the FedEx-generated Cl for
Add New COmmot v customs clearance
Totals ["| commercial Invoke

"] Pro Forma Invoxe
Commodity 1 Additional FedEx generated trade documents
@ Personalize FedEx generated customs documents

* Commodity computer mouse and -
description keyboard X
* Unit of measure  each w
* Quantity 1 9. Canada Export Information (@ Help [ Edit
‘e ity 2 Astolals ¥ ibs Please enter Canada export information.
weight
* Customs value 10 Astotals v CAD 10. Pickup/Drop-off @ Help [ Hide
@ Currency Converter =
9 Schedule a pickup
* Country of United States v _ Drop off package at a FedEx location
manufacture
| Use an already scheduled pickup at my location
Harmonized
code @ Pickup Address @ Edit
Irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By Drive,
B Additional commodity information (optional) Ottawa. Ontario, K1S586, Canada

] Save/update commodity profie Package Information Eatt

\/

Add this commodity FedEx Express, 01/12/2012, 11:00 am - 4:30 p.m,, 1 packages

Total Shipment Details




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.
L -

Create a Shipment ,
( 1_‘, Enter shipping Information e Product/Commodity Information (3/‘. Print labei(s)

* Denotes required field << Back | Breferences | Clear all fields
7. Commodity Information @ Help [ Hide | | 8. Customs Documentation @ Help £ Hide
Check for prohibited commodities into United States Customs documentation may be required for this shipment. You

may print the FedEx-generated documentation for customs

Commeodity Summary s
@
/| Commodity Customs _ Quantity Weight (1) Alert:
:C.:l‘;) (1bs) A Commercial Invoice/Proforma Invoice may be required for
this shipment. You may print the FedEx-generated Cl for
< v ¢ mouse andk 10 1 2 customs clearance
; forcreste: ¥ ' | Commercial Invoice
| Pro Forma
Totals 10CAD 1 21bs T, e

Additional FedEx generated trade documents
@ m Personalie FedEx generated customs documents

Total Shipment Details

ipmen 200
2,9,“ ; 2 9. Canada Export Information (@ Help [ Edit
Total carriage 250 Canadian Dollars Please enter Canada export information.
value
10. Pickup/Drop-off (@ Help CI Hide

© Schedule a pickup
_/ Drop off package at a FedEx location

") Use an aiready scheduled pickup at my location


mailto:Kristinj.Allen@carleton.ca

13. Click the 'Ship' button:

Total carriage 250 Canadian Dollars Please enter Canada export information.
value

10. Pickup/Drop-off @

LiT‘
:

@ Schedule a pickup
) Drop off package at a FedEx location
) Use an already scheduled pickup at my location
Pickup Address @ Eat

Irene Fraser-Kealey, 609 Robertson Hall, 1125 Colonel By Drive,
Ottawa, Ontario, K15586, Canada

Package Information @ Eat

FedEx Express, 01/12/2012, 11.00 am. - 4:30 pm, 1 packages

Rates & Transit Times (optional) @ Help [ Edit

View your rates and transit times based on your selections

11. Complete your Shipment @ Help

@ Alert: !

Please review alert(s) provided on this page before continuing.

["| Create a Shipment Profile 1o store reciplent. package and
other details of this shipment for future use. \
- hip

Save for later




14 Review the informationin the confirmationwindow that appears.Click the 'Ship' button:

Confirmyour shipment details

Outbound Shipment

(@ Help

From eneFraserkealey
catletc> r
609 R<>Qe<tson Hal
1125COIO0nel By orNe
OGawa ON
Canada
K1S586
613520362:2

To JaM Smith

100 Waf Sireet

New YOCle. NY
Un&ed states
10005

6465555555

Shipd-ate

Service type

P e:kage type
Number of p21clu.ges
ToQ.lweight
Olmens.lons
Dec:IU.O Volfue

BJlltransportation to

811l duties/taxes/fees
to

Your reterenee
PlckupibDrop-on
P.O.no.

Invoiceno.

OeJN rtment no.
Special Servlees

01/1212012
Intem31>1><lal PrfO<tly
Box

10

200 1bs

250 CN)
GatlelonunNen ty.sos
carletonunNen ty.sos

100000.999
A — piCkUprequested

lodire<t sign<Iture required




15. Check to make sure that you get BOTH the FedEx fracking number AND the pickup confirmation number.
Print this waybill and attach it to your package:

FedEx Ship Manager ® (@)Logout () Hep -
Prepare Shipment - I Ship History ” My Lists v“ Reports My Profile H Administration
Prepare a shipment
(7) Enter shipping information  (2) Product/Commodity Information () Print label(s)
Thank you for shipping with FedEx. Your tracking nYour pickup confirmation numbo
V! Label
| Receipt | View

m Cancel shipment m m View pickup confirmation
Go to Global Trade Manager

From: (613) 520-3622 Origin 10; YOWA Ship Date: 12JAN12

rens Fraser-Kealey Fed=:z. ActWat 2018

Careton University Express CAD: 5438205ANCA3210

609 Robertson Hall

1125 Colone! By Drive REF: 100000-999

Ottawa, ON K15586 85%; computer mouss and keyboard
CANADA mwsisns | DESC-3:
SHIP TO: (646) 555.5555 BILL SENDER DESC4:

John Smith COUNTRY MFG: US

CARRIAGE VALUE: 25.00 CAD
CUSTOMS VALUE: 25.00 CAD

100 Wall Street g&f meg.sgs;«my OIT: $ 113254505
ENVAT:
PKG TYPE: CUSTOMER
New York, NY 10005 A1
uUs
. ,::J 7079 4000 0938 INTL PRIOR:;’;
IWHNWIHWB‘I" [ AAANE

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



mailto:Kristinj.Allen@carleton.ca

