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MANDATORY Online Shipping

FedEx Technical Support

For technical assistance, please call the FedEx Technical Support Hotline at 1.877.339.2774

FedEx Customer Service Representatives

For all other inquiries, please Email canadacustomerservice@fedex.com



mailto:canadacustomerservice@fedex.com

Process an Intra-Canada or Intra-US Material Shipment

For “Third Party” billing to CN’s FedEx account, applicable only when CN is responsible for paying the
shipping costs of courier services. FedEx Ground is to be used for shipping small packages with a shipping
weight up to 150 Ibs per package. The maximum shipping weight of 150 Ibs per package must not be
exceeded. However you can have several packages per shipment.

1. Origin Address

1. From i Help = Edit

John Smith, 935 de La Gauchetiere Street West, Floor 12,
MONTREAL, Quebec, H3B2M3, Canada

e Origin address is defaulted to your address. Press “Edit” to modify the “Company Name”

v 1. From (@ Help © Hide
3 Canada v
CN Rail
se Lastname
23 Test Drive
H2W2HS
fONTREAL m

e Company: Enter your own Company name to replace “CN Rail”

1. From 2 Help © Hide
Canada v
New company
Josa Lastname
123 Test Drive
HIN2HS
0 MONTREAL o
M Quebe: v
7080
v

e Click “Save as my default address” and you won’t have to repeat this step



2. Destination Address

2. To

(ZrHelp = Hide

* Country/Location
Contact ID

Company
* Contact name
* Address 1
Address 2
* Postal code
* :-:I’
* Province

* Phone no.

Choose Destination Country

| Canadsa

v

| Railway-CALGARY-5310 - 27TH STR| [w]

[N Raitwsy

[l

|Jor'n Smith

)

|E-31'3 -27TH STREET S.E.

T2C1MT

|caLcary

| Albertz

[sseezeTa12 x|

[ Perform detailed address check

D This is a residential address @

l:l Save new recipient in address book

Save changes in address book

Contact ID: Choose either a CN address from scroll down menu or enter one manually
Enter Contact name at destination - MANDATORY
Address 1: Enter the civic number and street name
Address 2: Enter any special address information such as building or floor # etc.

Enter Phone number of contact at destination - MANDATORY

Indicate whether or not you want to save the new recipient address to your FedEx address

book



3. Package and shipment details

3. Package & Shipment Details @ Help & Hide
* Ship date Q702017
* Mo. of packages
* Weight )]
Declared Valus @ -Senadian Dollars
* Senvice type [FedEx Ground v
* Package type [Your Packaging v
Dimensions | Select [ |

D nclude a retum label &)

Ship Date: Filled automatically or can be changed to a later date (maximum of 10 days)
No of Packages: Enter number of packages
Weight: Enter weight of packages and select “lbs” as unit of measure. Shipping weight of
150 Ibs per package must not be exceeded
Declared Value: The Declared Value is the value of the package and is used by FedEx for
insurance purposes. Enter Declared Value of package up to a maximum of $100.00 at no

additional cost. A Declared Value greater than $100.00 would trigger insurance premium
charges that are not covered by CN so Declared Value must never exceed $100.00.

Service Type: Choose “FedEx Ground”
Package Type: With FedEx Ground package type will be defaulted to “Your Packaging”
Dimensions: Optional



4. Billing Details

4. Billing Details

71 Help = Hide

* Bill transportation to |cN_HQ_C,.;_1 06

L'

information.
Your reference john.smith@cn.ca

B More reference fislds

P
[\_1,,] Alert: Please remember to enter your reference

P.O. no.

|| Select |

nvoice no. 999499

Depariment no T Asset Mgmt

e Bill transportation to: This is a default field that user cannot change. CN’s FedEx account
number for third party billing will never be required and won’t be divulged

Your reference (User email): This is a default field that user cannot change

P.O. no: MANDATORY Enter 10 numeric digits CN’s Purchase Order Number

Invoice no.: This is a default field that user cannot change
Department no.: This is a default field that user cannot change

Pickup/Drop-off

5. Pickup/Drop-off

7 Help = Hide

®) Schedule a pickup

3 Drop off package at a FedEx location

Pickup Address

-/ Use an already scheduled pickup at my location

H Edit

® Choose “Schedule a pickup” if you don’t have a scheduled pickup at your location. Origin
address will be the default pickup address. Pickup will be completed on the following

business day. See detailed steps on page 15

® Choose “Use an already scheduled pickup” only if there is a daily scheduled pickup at your

location




Rate & transit times (optional)

Rates & Transit Times (optional) i3 Help = Hide

Amounts are shown in CAD

Click calculate to get rates and Calculate
transit timesz.

e Click “Calculate” to see shipment transit times
e TIP: If an error occurs on shipment a prompt in red writing appears. To have it disappear
before completing shipment refresh page by calculating again

6. Complete your Shipment
6. Complete your Shipment i@ Help

|:| Create a Shipment Profile to store recipient, package and all
other details of this shipment for future use.

Save for late m

e Choose “Create a Shipment Profile” and give it a nickname for future use. This can be very
useful for recurrent shipments
e Click “Ship” when ready

7. Print Labels
LTL Freight Ship History My Lists w || Reportz Administration

Prepare a shipment
@ Enter shipping information e Print label(s)

Thank you for shipping with FedEx. Your tracking number: 779424325389

W Labal

[ Receipt | View

m reate return shipment w Cancel shipmenijRepeat las{]
Schedule a Pickup

e If any information needs to be changed click “Edit Shipment”. It will return user to FedEx ship

manager page
Select Label, Click “Print” when ready
Follow instruction on print labels to know where they should go on package




Process a Cross Border Material Shipment

For “Third Party” billing to CN’s FedEx account, applicable only when CN is responsible for paying the
shipping costs of courier services. FedEx Ground is to be used for shipping small packages with a shipping
weight up to 150 Ibs per package. The maximum shipping weight of 150 Ibs per package must not be
exceeded. However you can have several packages per shipment.

1. Origin Address

1. From % Help = Edit

John Smith, 935 de La Gauchetiere Street West, Floor 12,
MONTREAL, Quebec, H3B2M39, Canada

e Origin address is defaulted to your address. Press “Edit” to modify the “Company Name”

v 1. From @ Help © Hide '
] Cansda v

CN Rail

e Lastname

< est Urive

HIWHS

fONTREAL "
*F Quebes v

e Company: Enter your own Company name to replace “CN Rail”

1. From @ Help © Hide
Canada v
New company
b Jose Lastname
123 Test Drive
HIN2HS
" MONTREAL o
N Quede: v
THRAGS
v

e Click “Save as my default address” and you won’t have to repeat this step



2. Destination Address

2. To @ Helo - Hide
* Country/Location | United States Vl
Contact ID | e Railway-CHICAGO-3700 SOUTH | s
Company [N Raitwsy |
* Contact name |J0r-|-| Smith “VI
* Address 1 |2?:|u3 SOUTH ST LOUIS AVE |
Address 2 | |
* City [cHICAGE |[]
* State ||||n:35 Vl
* Phane na. [sssksaseoe  x|ext | |
Recipient tax ID | |
Perform detailed sddress check
I:l This is a residential address @
EI Sawve new recipient in address book
EI Save changes in address book

Choose Destination Country

Contact ID: Choose either a CN address from scroll down menu or enter one manually
Enter Contact name at destination - MANDATORY

Address 1: Enter the civic number and street name

Address 2: Enter any special address information such as building or floor # etc.

Enter Phone number of contact at destination - MANDATORY

Indicate whether or not you want to save the new recipient address to your FedEx address
book



3. Package Shipment Options

3. Package & Shipment Details & Help E Hide

* Ship date [07/08r2017 |
* Mo. of packages
* Weight )]

Declared Valuz & |1I:].-Z} ||Canadian Dollars v
@ Currency Converter

* Service type | International Ground |

* Package type |C}ther Packaging il |
Dimensions [Select v

* Shipment purpese | Sold (Commercial) v

* Total customs value |1.;] ||Canadian Dollars v|
2 @ Currency Converter

* The Commercial Invoice is always required for Intemationa
Ground shipments. Yiou may print the FedEx-generated
documentation for customs clearance

() 1 want to use my own Commercial Invoice/Pro Forma Invoice
'®) | want to create a Commercial Invoice for FedEx Ground

|:| nclude & return label @

Ship Date: Filled automatically or can be changed to a later date (maximum of 10 days)

No of packages: Enter number of packages

Weight: Enter weight of packages and select “lbs” as unit of measure. Shipping weight of
150 lbs per package must not be exceeded.

Declared Value & Currency: The Declared Value is the value of the package and is used by
FedEx for insurance purposes. Enter Declared Value of package up to a maximum of $100.00
at no additional cost. A Declared Value greater than $100.00 would trigger insurance
premium charges that are not covered by CN so Declared Value must never exceed $100.00.
Select Currency

Service Type: Choose “International Ground”

Package Type: With FedEx Ground package type will be defaulted to “Other Packaging”
Dimensions: Optional

Shipment Purpose: Choose option from drop down menu

Total customs value: Enter Total customs value. Select Currency. Must be the same value

and currency as per your Customs Documentation. Total customs value and Declared Value
should be different if Total customs value is greater than $100.00 since CN only covers up to
$100 in Declared Value (insurance).

Check button “I want to create a Commercial Invoice for FedEx Ground”

10



4. Billing Details

4. Billing Details 7 Help B Hide

* Bill transportation to |CN_HQ_C_,|‘_‘.|_1 o0& W

P
'L_'!,,] Alert: Please remember to enter your reference

information.
Your reference jchn_smithg@cn.ca
[ More reference fields
F.0. no. || Select |
nvoice no. 99999
Depariment no T Azset Mgmt

Bill transportation to: This is a default field that user cannot change. CN’s FedEx account
number for third party billing will never be required and won’t be divulged

Your reference (User email): This is a default field that user cannot change

P.O. no: MANDATORY Enter 10 numeric digits CN’s Purchase Order Number

Invoice no.: This is a default field that user cannot change

Department no.: This is a default field that user cannot change

11



Choose Broker

Special Services (optional) ) Help = Hide

D Mon-standard packaging

E‘ Broker select 5
ndicate below the broker who will assist with this shipment.

Broker account no. | |

* Broker company |cr~,| Customs Brokerage 5&w| M
name
Broker contact name |Elrenda Vozsen |M
Address 1 [3373 Griswold Rd |
Address 2 | |
ZIF 48060

Postal code information

City [PORT HURCN |[se]
State | Michigan L |
Country/Location United States

*Phene no. 5668501931 |

Broker tax 1D | |

Ul coD (Collect on Delivery)

® Check the box “Broker select”
Broker company name: Select “CN Customs Brokerage Services”. It is your only option.

5. Pickup/Drop-off

5. Pickup/Drop-off i?) Help = Hide
®) schedule a pickup
':::' Drop off package at a FedEx location
':::' Usze an already scheduled pickup at my location
Pickup Address Edit

® Choose “Schedule a pickup” if you don’t have a scheduled pickup at your location. Origin
address will be the default pickup address. Pickup will be completed on the following
business day. See detailed steps on page 15

® Choose “Use an already scheduled pickup” only if there is a daily scheduled pickup at your
location



Rate & transit times (optional)

Rates & Transit Times (optional) i3 Help = Hide

Amounts are shown in CAD

Click calculate to get rates and Calculate
transit timesz.

e Click “Calculate” to see shipment transit times
e TIP: If an error occurs on shipment a prompt in red writing appears. To have it disappear
before completing shipment refresh page by calculating again

6. Continue your Shipment to commodity information

6. Continue your Shipment iZ) Help

e Click “Continue” when ready to go to commodity information

13



7. Commodity Information

(Z Help [ Hide

Check for prohibited commedities into United States

Commodity Summary

0 “Commodity Customs Tty "Weight
value {Ibs)
(CAD)
J TEST 10.00 1 o
Totals 10 CAD 1 5lbs
[Edit | Detete
Commodity 2
“Commodity Hew Commodity
description
Unit of measure | each b's
*Commadity |5 || Astotals  V|ibs
weight
Customs value |1G || As totals V|.:,1.|3
@ Currency Converter
*Country of | Canada W |

manufacture (2

Harmonized |

cooe @

|:| Savel/update commoedity profile

Total Shipment Details

Add this commodity

|bs

Canadian Dollars

Shipment |5.00
weight

Total camiage |1t].-:‘-
value

7. Commoadity Information

e Select “Add new commodity” from drop down
menu in top-left “Commodity Summary” box

e Commodity description: Enter a description of
contents

e Unit of measure: Choose “each” as unit of
measure

e Quantity: Enter quantity of the material being
shipped

e Commodity weight: Enter weight of commaodity
in pounds

e Customs value: Enter “Customs value” of each
commodity

® Choose “Country of manufacture” from drop
down menu

e Enter harmonized code (Optional)

o Save Commodity for future use by checking the
“Save/update commodity profile” box

e When complete, check the box of your
commodity in the top-left “Commodity Summary”
section. Click the “Add this Commodity” button at
the bottom-right to apply the commodity to the
shipment. Repeat the above steps if you have other
commodities for the shipment

14



8. Customs Documentation
8. Customs Documentation %1 Help = Hide

(D Alert:

A Commercial Invoice/Pro Forma Invoice is required for this
shipment. Please print your customs documents and attach

them to your shipment.

D Commercial Invoice

D Pro Forma Invoice
Additicnal FedEx generated trade documents

® Check the box “Commercial Invoice” for customs documentation

11. Complete your Shipment
11. Complete your Shipment (7 Help

(1) Alert:

Flease review aleri(s) provided on this page befare
continuing.

D Create a Shipment Profile to store recipient, package and all
other details of this shipment for future use.

Save for late| m

e Choose “Create a Shipment Profile” and give it a nickname for future use. This can be very useful

for recurrent shipments
e Click “Ship” when ready

Print Labels

Thank you for shipping with FedEx. Your tracking number: 779570420598
W] Labal

E Commercial Invowcs | View (3 printed copies required)

I:l Feceipt | View

m reate return shipment W Cancel shipmenifRepeat last§Create ne
0 to Global Trade ManagergSchedule a Pickup|

e If any information needs to be changed click “Edit Shipment”. It will return user to FedEx ship

manager page
Select Label, Click “Print” when ready
Follow instruction on print labels to know where they should go on package



Schedule a pickup - detailed steps

5. Pickup/Drop-off i) Help B Hide

#* Schedule a pickup
Drop off package at a FedEx location
Usze an already scheduled pickup at my location

Pickup Address Edit
TEST CONTACT, 123 Test Drive, Montreal, Guebec, H2W2HS,
Canada

Package Edit
Information

FedEx Express, 12M11/2017, 12:30 p.m. - 6:00 p.m., 1 packages

e Choose “Schedule a pickup”
e Pickup Address: Press “Edit” to review or enter a Pickup Address
e Package Information: Press “Edit” to review and enter information

16



5. Pickup/Drop-off Z) Help £ Hide
% Sohadule a picioup
Drog aff Fa:ka;a 3l 3 FedEx kacallon
Usa an already Echiedulad plsEup =t my kacation
Pickup Address B Hue
Lisg acoauni ddraes Clasr all f=los
* Country/Location (3 Canada
Comparny 123 TEST COMPANY .
® Contact name TEET SONTACT -
* Addr2es 1 123 Test Crive
AdEress 2 Go to doar 72
Sul=/unitmaoniedc.
= PoElal code HIWZ HD
* Clty Montreal -
* Fravinca Qusbac w
* Fhona no 141234567 exl
Package B Hue
Information
Pickup fyjpsa FadEx Express
* Totad no. of packages [q
* Total weight 1 DE v
* Packoup dass [T 1@y
* Ready @me 12:30 p.m. L
* Las=el ime avallablke o0 o w

Pickup Address is defaulted to your Origin Address. You can enter a different Pickup Address
manually

Package Information must be completed

Pickup date for FedEx Ground: can only be scheduled for the “next day”. Must be scheduled
one (1) day in advance. Cannot be scheduled for the same day.

Ready time and Latest time available is your “availability window”

Ready time: enter the “earliest time” that FedEx can pickup your package at your location on
that day

Latest time available: enter the “latest time” that FedEx can pickup your package at your
location on that day (should be at least an hour prior to your closing time)

Fill the “Shipment Notifications” section: ensure to get email notifications about your shipment
status

17



6. Compl

ete your Shipment (2 Help

D Create

other detsils of thiz shipment for future use.

a Shipment Profile to store recipient, package and all

Save for late m

Schedule a Package Pickup

@ Enter pickup mformation ﬁ View pickop confirmation

Click “Ship” when ready

l\!) LOg OuL l\_!.) Asip w

Schedule an LTL Freight Pickup My Pickups

FedEx Pickup Confirmation—FedEx Express YUTA250

@ Alert:;

Thank you for shipping with FedEx. Your pickup request has been scheduled. FedEx will pick up your packages st the address below.

Country/L ocation Canada FedEx Express Confirmation no. YUTA250
Company TEST COMPANY Pickup date 12-11-2017

Contact name TEST CONTACT Total no. of packages 1

Address 1 123 test DRIVE Total weight 1kg

Address 2 Ste 110 Pickup time 3:00pm - 6:00pm

Pastal code Haw 2H9 .

Ciy Montreal Cancel Ship

Province Québec

Phone no. 5141234567

Your confimnation number will be stored in your pickup history for up to 30 days. Any changes or cancellations you
make to this pickup will be updated in your pickup hiztory. However, please record your confirmation number and any
changes for your records. Please have all required shipment information completed prior to pickup. You may contact
FedEx Customer Service for assistance.

Write down the “FedEx Pickup Confirmation Number” showing at the top of your screen.

If your package is NOT pickup by FedEx on the confirmed pickup date please Email
canadacustomerservice@fedex.com immediately. Provide your Confirmation Number
and inquire has to why your pickup was not performed. Ask FedEx to assist you to re-
schedule a pickup. Please note that a failed pickup always has to be re-scheduled, it is NOT
automatically re-scheduled on the next day

If you don’t get to the “FedEx Pickup Confirmation Screen” then your pickup has NOT been
scheduled. Email canadacustomerservice@fedex.com to confirm FedEx service at your
location, especially if this is the first time that you are scheduling a pickup with FedEx. Ask
FedEx to assist you to schedule a pickup

18
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Administration

My Lists -

LTL Freight Ship History

Prepare a shipment

(T) Enter shipping information (@) Print label(s)

@ Alert: FedEx Ship Manager® at fedex com is unable to process your pickup request at this time. Please click the "Schedule a Pickup" button to

schedule a pickup for this shipment

Thank you for shipping with FedEx. Your tracking number: 770956787427

| Label
Receipt | View

print it shipmendGancel shipmendRepeat lzsfcreate new
Schedule a Pickup

— -
I — | T

o E: === °| 28 &753
—_— 4 S=—e==|:n sz x5
———————J g | ===_= "R e SMI|es Bx =

e If you see this ALERT message at the top of your screen instead of your Confirmation Number
then your pickup has NOT been scheduled. Email canadacustomerservice@fedex.com to

confirm FedEx service at your location, especially if this is the first time that you are scheduling a

pickup with FedEx. Ask FedEx to assist you to schedule a pickup
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