
Step-by-Step Guide: FedEx Reporting Invoices

Directions
1. Sign into FedEx.com and navigate to Reporting.

2. Request a new report.

3. Build your Shipment Detail report request:

o Select Report Type = Shipment

o Service Type = FedEx Express and FedEx Ground

o Data View = Payer view

o Group Shipments By: Invoice Date

o Select All Accounts

o Delivery Options: set date range (13 weeks) and CSV

4. Build your Surcharge Detail report request:

o Select Report Type = Surcharge

o Level of Detail = Detail

o Service Type = FedEx Express and FedEx Ground

o Data View = Payer view

o Group Shipments By: Invoice Date

o Select All Accounts

o Delivery Options: set date range (13 weeks) and CSV

5. Download Your Report(s)

o View Dashboard and Reports

o Click your newly-created reports to download.

Detailed instructions with visuals on next page(s).



Step-by-Step Guide: FedEx Invoices

Shipment Detail Reports

1. Login to your FedEx.com account, 
click on the Profile icon, and select 
“Reporting.”

2.  On the left side, click on the 
clipboard icon and select “Request 
a new report."

3. Enter in a name for the report and 
select “Choose a report” on the 
right hand side.

4. Select “Shipment”, then select 
“Detail.”

5. Under choose your service type 
select “FedEx Express and FedEx 
Ground”. Then select “Payer View”, 
then select “Invoice Date.”
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5. Finally, select the date range and 
choose “CSV” as the data format 
for your report.

6. You will be re-directed to the 
“Download Center”. When the 
download is complete, you can 
click on it and save the file.

Surcharge Detail Reports

(Surcharge detail reports follow exactly 
the same flow, except in Report Details, 
select Surcharges instead of 
Shipments.)
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How to Download Reports

1. Hover over the clipboard icon on 
the left-hand side and go to “View 
and Download Reports”.

2. Download both the “SHIPMENT 
DETAIL” and “SURCHARGE DETAIL” 
CSV and send to us. It will take 
time for these to download, you 
will likely have to come back to 
this portal and login again.


