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0. 
 

 

 
 

Laboratory Testing Management® (LTM™) User Guide 

Shipping samples: International Shipping (to the US) 
 

What can you do with LTM ship™? You can:  

 

• Generate shipping labels to ship samples at no charge, via FedEx. NOTE: Labels cannot be generated in LTM 

to ship live animals.  

• Track your samples online: FedEx tracking is done in real time. For instructions on how to track your samples 

with LTM Ship™, see the Shipping samples – tracking shipments user guide. 

 

PLEASE NOTE that creating a shipping label in LTM does not notify the carrier. If your normal shipping process is to 

contact FedEx and schedule a package pick-up, you will still need to do so. 

 

LTM Ship™ will prompt you for the information needed to generate a shipping label. If you have questions or get stuck, 

or would find it helpful to have guidance when using it for the first time, you can refer to this guide for help. Instructions 

begin on the next page; if you want to get to a specific step to find an answer quickly, use the links on the next page to 

quickly jump to just the step you need.  Let's get started! 

 

  

http://www.criver.com/
https://www.criver.com/sites/default/files/resource-files/ltm-user-guide-shipping-samples-tracking-shipments.pdf
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1. On the Sample Shipments tab (1), click the Orders to Ship tab (2), select the order(s) that you want to ship (3), and click 

the Create Shipment button (4) to start the Sample Shipment wizard. 

 

 
  

http://www.criver.com/
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2. The Sample Shipment wizard will prompt you to enter the following information: 

 

Step* Information requested 

CARRIER 

Select the country you are shipping from 

Select a carrier: FedEX or UPS 

Enter a shipping date 

Indiciate if you are shipping live animals (you cannot generate international shipping 

labels from LTM for live animals) 

Indicate if the shipment contains dangerous goods (e.g., dry ice, formalin) / Affirm the 

person packing up the samples is certified to ship dangerous goods, if applicable 

Affirm that you have packaged the samples in accordance with IATA guidelines 

CUSTOMS 

INFORMATION 

Answer a series of questions about the samples you are shipping so we can determine the 

paperwork needed for US customs 

SENDER Enter the address you are shipping from and contact information 

BOXES 

Organize your samples into one or more boxes (LTM sets this up for you based on the 

ideal shipping conditions for your samples, but you can opt to make changes) 

Specify the shipping condition, weight, and shipping service (e.g., International Priority) for 

each box 

Confirm final sample type counts (and add in optional comments, as necessary) 

COMMODITIES Specify what you are shipping so we can pre-fill your paperwork as much as possible 

PRINT 

DOCUMENTS 

Print your shipping label(s) 

Print additional shipping documents to include in the box with your samples (submission 

form and sample shipment manifest) 

*Click the step name in this table to jump directly to those instructions.  

http://www.criver.com/
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CARRIER 

3. To begin, you will be asked for basic information about the carrier, shipping date, and type of goods you are sending.  

First, select the country from which you are shipping in the Country Shipping From drop-down (1), and then the carrier 

you wish to use (there is currently one choice: FedEx) from the Carrier drop-down (2). Enter or select the date you wish 

to ship in the Shipping Date field (3).  
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After your carrier selection has been made, indicate if you are sending live animals, by selecting Yes or No (1).  NOTE: 

Labels cannot be generated in LTM to ship live animals, so you will not be allowed to go past this point, and must follow 

your normal process to ship live animals.  

 

Next, indicate whether or not this shipment contains dangerous goods (2). Please note that dry ice and formalin are 

classified as dangerous goods. If it does, you will need to certify that the individuals preparing the shipment are 

appropriately trained (3).  In the example below, the shipment will contain dry ice.  

 

Finally, click to accept the terms of use for this shipping feature (4) and then click Continue (5). 

  

 
Jump back to step description table] 

http://www.criver.com/
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CUSTOMS INFORMATION 
 
On this page, you will answer a series of questions about the samples you are shipping (1). This will help determine the  

paperwork that you will need for US customs. Once you have answered them, click Continue (2).  

 

 
 
[Jump back to step description table] 
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SENDER  

4. On this tab, you select or enter your Ship from Address. The first time you come to this page, you will need to add in 

your shipping information, which will be partially prefilled for you (1). LTM will remember each address you ship from. 

For future shipments, you can select a previously-used address (2), or edit the fields in the Ship from Address to create 

a new one. (The very first time you visit this page, you won't have the Select saved contact/address link, since you 

don't have any, yet.) 

 

The Ship to Address (3) will be pre-filled, based on the lab to which you are sending samples, and cannot be edited.  

 

Once your Ship from Address is completed or selected, click Continue (4).  

 

 
 
[Jump back to step description table] 

http://www.criver.com/
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BOXES 

5. On this step of the wizard, you organize your samples into boxes and specify the shipping conditions (temperature) of 

each box, as well as the box weight and shipping service (e.g., International Priority).  

 

The Shipping Conditions section (1) lists out the samples and sample types in your shipment, based on the sample 

count and sample types from the selected orders. This section is shown for reference. 

 

The Shipping Boxes section (2) groups the samples into packages based on the storage conditions. You can go with the 

recommended shipping strategy, or make changes, as necessary. This section is where you will configure each box you 

are shipping.  

 

http://www.criver.com/
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The samples are initially grouped into packages by their sample type and ideal shipping condition (ambient, refrigerated, 

and frozen). Based on the two ideal shipping conditions in this example, the samples are separated into two boxes: one 

for samples to be shipped at ambient temperature and one for samples to be shipped frozen.  

 

If the suggested boxes/shipping conditions work for you, then you can ship as listed (and you can skip to Step 8).   

 

 

 
  

http://www.criver.com/
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6. For each sample type, any alternate shipping conditions are listed. You can see that the lung tissue must be kept frozen, 

while the other sample types (body/fur swabs, feces, orals swabs, and HemaTIPs) can be shipped refrigerated, frozen, or 

at ambient temperature. 

 

 
 

 

  

http://www.criver.com/
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7. If you would like to combine them into a single box (if appropriate, based on allowed shipping conditions—in this 

example, all sample types can be combined into a single box and shipped frozen), or otherwise rearrange things, please 

refer to the Shipping samples – rearranging boxes user guide.   

 

8. Once you have your samples arranged in the boxes, you will need to configure the service (e.g., International Priority) 

and the package weight for each. To do this, click Configure.  

  

 
 

  

http://www.criver.com/
https://www.criver.com/sites/default/files/resource-files/ltm-user-guide-shipping-samples-rearranging-boxes.pdf
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9. In the pop-up, select the service and add in the package weight (you can specify weight in pounds or kilograms).  

 

For the box that is shipping frozen, you are also prompted to enter in the dry ice weight. Once you have finished, click the 

Save button.  

 

  
  

http://www.criver.com/
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10. You should see a message letting you know that your shipment box has been successfully updated and the  symbol 

next to the Configure link is now gone (1).  

 

If you need to add an additional box, you can click the Add new box button to add more (2) and enter in the shipping 

service and weight (plus sample types and quantities, as needed) for the new package in the pop-up.  

 

When you have your box(es) configured, click Continue (3).  

 

 
 

[Jump back to step description table] 

 

 

  

http://www.criver.com/
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COMMODITIES 
 

11. On the Commodities tab, you will specify the weight and unit value of the individual sample types, so we can pre-fill your 

paperwork as much as possible.  

 

 
As with the previous tab, this is done for each box by clicking Configure.  

  

http://www.criver.com/
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12. In the pop-up, be sure information is entered into the Unit Value, Net Weight, and Quantity fields (1). Some may be filled 

with default values; you can leave them as is, or adjust as needed.  

 

If you need to add additional commodities, select the appropriate Species and Sample type category from the drop-

downs and click +Add (2). You can then fill in/adjust the unit value, net weight, and quantity for each added commodity. 

 

Once you are all set with this, click the Save button (3). 

 

 
 

  

http://www.criver.com/
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13. Configure the commodities in each box, if you have more than one. Once finished, click Continue.  

 

 
 

[Jump back to step description table] 
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PRINT DOCUMENTS 

 

14. You can now print the shipping label(s) for your box(es). First, select the label format form the Label Format drop-down 

(1). Then, click the Generate Label button for each box (2).  

 

 
 
  

http://www.criver.com/
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Available label formats are Laser Printer (1) which prints on an 8.5 x 11-inch letter-size sheet of paper in a regular laser 
printer, or Thermal Printer (2) which prints on a 4 x 6-inch label. If your institution does a lot of shipping, you may have 
one of these special thermal shipping label printers; if not, use the Laser Printer option.   

 
The label file will be generated and open. You can print or save it now, or close it for printing later.  

 

Once you do print your label(s), attach them to the package(s), and contact the carrier to arrange for a pick-up or drop 

them off at an appropriate location for shipping.  

 

 
 
PLEASE NOTE: You may see "BILL SENDER" or something similar, printed on the label. Since you are creating the labels 

with our account (via LTM), Charles River is technically the sender, which is why this may appear. Please be assured that 

Charles River is charged for all shipments set up through LTM.  

http://www.criver.com/
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If you close the label, you can return here later as it will remain available for printing on this page. You will see the text 
Label Created (1), where the Generate Label button was previously displayed. Click Print Label (2) to view/print/save 
the generated label. Click Print Commercial Invoice (3) to view/save/print the commercial invoice for each box.  
 
If need to make any changes here (e.g., you realize you need an additional box to fit all the samples), go ahead and 
make them, and then generate the label for the additional box.  
 

 
 

  

http://www.criver.com/
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Be sure to also print out and include a hard copy of all necessary shipping documents (4). The first two listed (1) are 

the order submission form(s) and shipment manifest,  which should be sealed inside in each package along with your 

samples. To view/save/print these documents, click the Download link for each one. For a multi-box shipment, please 

include a copy of the shipping manifest in each box.  
 

The other documents in the list (2) (whose number and type will vary, depending on what you are sending), along with the 

commercial invoice, should be included on the outside of your boxes for FedEd and US Customs.  
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If you are including a CDC or USDA letter with your samples, you will need to open them up (they will open in Word, or 

your default word processing software) and adjust the text, so they are customized for your specific shipment, before 

printing. The text that should be adjusted is in red, and is in there as a placeholder and example. Here is an example of a 

CDC letter, downloaded from LTM and then updated with specific information for an example shipment.  

 

Initial version printed from LTM: 
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Final version, after customizing to your specific shipment: 

 

 
 

If you have questions about the paperwork to be included with your shipment, please refer to the Shipping Information on 

the Sample Submission and Shipping Information page on our website. There is also contact information there, if your 

situation is not covered or if you still have questions.  

 

 

PLEASE NOTE that creating a shipping label in LTM does not notify the carrier. If your normal shipping process is to 

contact FedEx and schedule a package pick-up, you will still need to do so. 

 

[Jump back to step description table] 

http://www.criver.com/
https://www.criver.com/products-services/research-models-services/animal-health-surveillance/sample-submission-and-shipping-information
https://www.criver.com/products-services/research-models-services/animal-health-surveillance/sample-submission-and-shipping-information

