Step-by-Step Guide: " FedEx Reporting Invoices

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.
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2. On the left side, click on the
clipboard icon and select “Request
a new report."
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& Reportdetalls E
Report type * Q) Report details
Report type *

Cheose a report

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

Learn more about available reports - Level of detail included in report *

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

ment information with charges,
weights, pieces included, shipper/recipient
nformation and more,

Learn more about available reports —

Choose your service type *

© FedEx Express® and FedEx Ground® O FedEx Freight® (U.S.. Canada. Mexico only)

Choose the data view for this report *

5. Under choose your service type @) Payer view. Include all shipments paid for by the account. Includes shipping charges.
select “FedEx Express and FedEx
Ground”. Then select “Payer View”,
then select “Invoice Date.”

O Shipper view. Include all shipments shipped by the account. Does not include any shipping charges.
Group shipments by *

O Shipment date @ Inwvoice date

All tields marked with an asterisk (*) are required,
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5. Finally, select the date range and
choose “CSV” as the data format Select up o 200 accounts yous wauld ke o include in this repart
for your report.
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6. You will be re-directed to the P — i e - R LT
“Download Center”. When the _
download is complete, you can R S A e
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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1. Hover over the clipboard icon on
the left-hand side and go to “View B wveesons
and Download Reports”. yew and download reports

Manage and schedule reports

Request a new report
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View and download reports

Check report status or dowrload your detail report in Excel or CSY format

Reports are available for 90 days.

WHERE ARE MY REPORTSY

2. Download both the “SHIPMENT el Lt A Q| REQUEST REPORT
DETAIL” and “SURCHARGE DETAIL”
CSV and send to us. It will take
time for these to download, you | SURCHARGE  OMISRO o FedExbprest 0401206
will likely have to come back to
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Billing Address: ing Address: Invoice Questions?
ContactFedEx Revenue Services

Phone: 8006221147
M-F 7AMto8PMCST
Sa 7AMto6PMCST

Internet: ~ fedex.com

Invoice Summary
FedEx Ground Services
Total Charges
TOTAL THISINVOICE usp $388.69

Yousaved $10061 in discounts this perod!

Other discounts may apply.
To pay your Thank
youfor using FedEx.

Payments notreceivedby Nov 12,2024 sre subject to late fee.

Important Service Message:
Octoberis Cyber Security Awareness Month and FedEx

personal or account nformation - we willnever request
sensitive information through email

Detailed descriptions of surcharges can be located at fedex.com
s [ Inve Invoice Amount \[ %
8¢ USD$38869 | 100

Remitt: Advi

Payments ot received by this date are subject toalate fee.

8bb3761b61000003886941000052943000000000000003886940



