Fill in Forwarder documents using the
ESRF forwarder account

On the ESRF forwarder FedEx website,
o login using your institution credentials, or create an account if you do not

have any,
o go to the Shipment Manager tab

Fill in the destination address:
ESRF Stores,

71 avenue des Martyrs,

38000 Grenoble.

Tel: 33(0)476882733.
Fax:33(0)476882347

Fill in the details of the dewars/parcels:

o Number of packages included in the shipment
Weight, dimensions - For information, the weight of a cold CP100 dewar with
pucks is 20 kg and its dimensions are 40 x 40 x 60 cm3

o Customs value of 10-50€ should be selected (your laboratory insurance
should cover the transport of your goods)

Service type to select is FedEx International Priority shipping

For billing information (point 4 "Details de la facturation" on document below):
o select the "Recipient/Destinataire" to be billed for the transport
o enter the ESRF account number that was provided when creating the
shipment in the Data Portal
o enter the Session reference number (created in Data Portal) in the "your
reference/votre référence" field

Select the option "Include a return label". If your laboratory doesn't have a FedEx
account, this option will not be available on-line. In that case, please fill-in a FedEx
paper form for the return of your samples.

For NON European Union countries: you will then need to fill in a second page to
declare the type and the country of origin of the goods. You will also now need to
add your institute's EORI number on the export documents (proforma invoice).

DO NOT select the option “My shipped goods are under customs control as T1 status and
cannot move freely within the European Union” as this is not concerning transport of
samples even from non-EU countries. Selecting this option may cause confusion and
unnecessary delays in sample shipment.
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http://www.fedex.com/

Please be aware that any abuse of the account number (ie non eligible sample shipments to or
from the ESRF) will result in the users having the right to send reimbursed sample parcels revoked.

See below for an example of a shipping document:

Monprofl | Support | Bl Frangaks ~

FedEx.

Express Expédiez *+ Suivi + Gérer mon compte *  Outils douanes -
’ ® p -
FedEx Ship Manager voworoy  (@fnsessssen  (INAGENE

Expaaition HIS0rigue 6e5 Mes istes Rapoons
M| eceamions =

Créer un envoi
@ Entrez les renseignements sur fenvol  (2) imprimer bordereau(x

Acministration |

° Ingigue Une Zone CDligaoire Preferences | ET3CET 1085 198 20085

Mes profils d'envoi () mige B cacher | | 4. Détails de la facturation @ mide E Cacher

. Make sure to bill the recipient, e
VeE proTiis Seectomer
. Include the ESRF account number, o oot
. Add your session reference number
ex: mx-1234/ID29/15-04-2018

-

as your 'reference’ 1. Expéditeur (De)
ERIC FERTIN, 71 AVENUE DES MARTYRS, Granobis, 35000 Services spéciaux (facultatifs) () Age & Moditer
F
e Sélectionner J'autres senvices pour votre envol
2. Destinataire (A] @ mioe = cacher 5w
== ) — 5. Ramassage/Dépot @ wos E Momner
*Pagaiey Frave
. Vous utisez un ramassage d4)a prévu 4 votre empiscement
S e Selectionner ou entrer v
* Nom 0 contact Selecionner o exirer - Avis d'expédition (facultatif) @ mige © Moditier
* Agresse 1 VOUS VEZ Chols! T'evoyer 06 5 Par COUITiel CoNCemant ie Siatt o8
votne envo!
Adresse 2
ESRF address details * Coce postal Coseooetal Tarifs et délais de liveaison (facultatif)
" vine Seicnormer ou entrer o O fgs B cacher
S oE e ol Les montants 500t 3Monds &
Choislt  Services ot détals 09 livraison
[ Aaresse resientietie @ Votre tant
& Ciiquez sur Calouler pour ootenir
Enregistrer ke nOweay Cestnatalre 108 1371 &2 0213 02 INTION.
dans le camet d'adresses
Caiogler
3. Renseignements sur le colis et I'envoi
() Aide =1 Cacher
* Date Cepeaiion 10052017 @ 6. Terminer votre envoi @ mos
* Nombre d oolis 1
-
“ mations
Poiss @ 20 gy

Complete details for parcel

Poursuivre v vol & retourner

(§) Comermisseur o2 Cavises £ T =

* Type 02 cenice Priory Ovemight

Tick the “include a return label” box

Vemillez noter :
« Cligoas une seale fois nur be bowoa Expedise. Un seesps ' smests st 8 préwoir an rassos de b duree de tramamission. No cliques pas s Amee cu Racharger, cals.

Fad

ESRF User Office,
August 2025



