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THIS PUBLICATION IS DESIGNED TO PROVIDE ACCURATE AND AUTHORITATIVE INFORMATION IN
REGARD TO THE SUBJECT MATTER COVERED. IT IS PROVIDED WITH THE UNDERSTANDING THAT
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About This Guide
This chapter provides the following information:

• Audience

• Conventions

• Support and Service
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About This Guide
Audience

This guide is written for users of the ShipCompliant License Portal. 

Conventions

This guide may contain the following conventions for formatting text and code examples:

Support and Service

If you experience issues or have questions regarding this product, please contact Carrier 

Compliance Support by clicking the  icon in the upper right-hand corner of any screen.

Instructional Training Video

For an abbreviated video guide of the typical License Portal workflow, see the following link: 

https://www.youtube.com/watch?v=tQYyDG6XMPE

Typeface Description Example
<Italics> A variable to be replaced by 

another name or value.
<user_name>

‘Single Quotes’ Information to be input into a 
field or system.

Enter ‘123’ as the password

“Double Quotes” Written out message, such as 
an error or confirmation 
message.

“Error(s) found upon import”

Code Any URL or example of code. Code

Bold Names of columns, buttons, 
screen names, and other 
elements that appear on-
screen.

Sovos Parameters

Menu > Item > 
Selection

Menu item selection. Organization 
Administration > Setup > 
Organization > Legal 
Entities
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Using the ShipCompliant License Portal
This chapter details how to use the ShipCompliant License Portal and includes the following:

• Logging In

• Logging Out

• Viewing Licenses

• Account Settings

• Adding Licenses

• Deleting Licenses

• Account Settings

• My Account
6
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Using the ShipCompliant License Portal
Logging In

1. To create an account, from the login screen, enter the appropriate 

information in each field and click .

Note: If already a user, click Sign In.

2. Once the account has been created, a prompt will appear for additional 
information to be provided; select Producer or Retailer and enter a FBPN or 
Retailer License into the appropriate field and click Continue.
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Using the ShipCompliant License Portal
Logging Out

To log out of the ShipCompliant License Portal, click the  icon in the upper right-hand 
corner of the screen and click Logout.

Viewing Licenses

Upon logging in, the License screen will be displayed. If state licenses have not been added 
to the account, the Licenses screen will appear empty.
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Using the ShipCompliant License Portal
If state licenses have been added to the account, these licenses will be listed on the 
Licenses screen upon logging in. 

Adding FedEx Accounts

FedEx accounts can be added to the Licence Portal from the Licenses screen or from the My 
Account screen. To add an additional account from the Licenses screen:

1. Click Add account number(s); the account number field will be displayed.

Note: If a FedEx account number already exists in the account, this field will read Add
another account.
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Using the ShipCompliant License Portal
2. Enter the account number into the field and click Submit. To cancel, click X.

Note: To add an account from the My Account screen, see Adding FedEx Accounts.

Adding Licenses

To add a license:

1. From the License screen, click Add License; the Add license sliding panel will 
be displayed.
10
 Confidential and Proprietary Information of Sovos Compliance, LLC



Using the ShipCompliant License Portal
2. Click into the Ship-to state field and select the desired state from the drop-
down list.

3. Enter the Direct Shipper’s Permit number into the License Number field.

4. If the license has an expiration date, click into the Effective Date and 
Expiration Date fields to select dates from the date picker window. If the 
license does not expire, check the Does not expire box. Alternatively, to 
close the Add license sliding panel and discard any changes, click the X icon 
in the upper right-hand corner of the screen.
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Using the ShipCompliant License Portal
5. If there are no more licenses to be added, click Save; to save the current 
license and add another, click Add Another.

Deleting Licenses

To delete a license:

1. From the Licenses screen, hover over the license to be deleted; the  
icon will appear.

2. Click ; the Delete License? window will appear.

3. Click Delete License to delete the license, or click X to cancel and exit the 
Delete License? window.
12
 Confidential and Proprietary Information of Sovos Compliance, LLC



Using the ShipCompliant License Portal
Account Settings

Users can manage company information and contact details, as well as add additional FedEx 
accounts in the My Account screen.

My Account

To access the My Account screen, click ; the My Account screen will be displayed.
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Using the ShipCompliant License Portal
Editing Account Information

To edit company information or contact details:

1. Click into the field(s) to be edited and make any necessary changes.

2. Ensure all the information is correct and click Save Edits.
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Using the ShipCompliant License Portal
Adding FedEx Accounts

To add an additional account in the My Account screen:

1. From the My Account screen, click + Add another account.

2. Enter the new account number into the field indicated below.

3. Ensure the account number is accurate and click Save Edits.

Note: Additional accounts can also be added from the Licenses screen; to add accounts
from the Licenses screen, see Account Settings.
15
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