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PART 1

Introduction to modernized
FedEx® Billing Online

FedEx® Billing Online simplifies and streamlines your accounts payable
process. From ensuring accurate cash flow to managing payments and
reporting effectively, we have the right billing option and solution that
best fits your needs. FBO is an easy-to-use online tool that helps you
manage your invoice-related tasks by eliminating excess paperwork and
improving productivity, and it's about to get even better with the new
modernized invoicing tool. With flexible ways to view, filter, and use data,
you can create your ideal invoicing experience.

This is just a preview experience, and innovating the invoice tool is just the
beginning. Advancements are made in the payment tool, managing
payments are now made simpler, with AutoPay capabilities and utilizing
creditamounts. We're also working to improve administration tools. We'll
keep you posted as we get close to those release dates.

© 2024 FedEXx. All rights reserved. 2
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Features and benefits

Account Summary

D=
I

Provides balance due, and past
due amounts information for the
account.

Invoice filters & Quick Search

)

AN

Filter and quick search help you to
filter and locate the exact invoice
number.

Payment flow

Flawless flow of payment from
adding to cart and reviewing the
cart items to checkout process.

© 2024 FedEXx. All rights reserved.

Invoice table

NE
=[]

Provides the list of invoice
numbers along with its account
numbers and invoice details
information in a tabulated format.

Customized Views and columns

ﬂ

Ability to customize the columns
and change the views of the
invoice table and save the
customized views for future.

Managing payments

o ® o

517

Helps in managing payment
profiles, set up autopay and view
your scheduled payments and
credits.



FedEx® Billing Online - User Guide

User guide > let’s getstarted

PART 3

Let’s get started

Watch for a banner within the existing FedEx® Billing Online application.
Click the banner to try the new experience. You will still be able to access
the existing application from the new tool.

STEP 1

Go to FedEx home page

Login to the fedex.com home page.

STEP 2

Select View and Pay Bills Online

In the FedEx home page, click Account and select
View and Pay Bills.

S
STEP3
% Login to FedEx® Billing Online

Click ACCESS NOW to register or login to your FedEx
Billing Online account.

STEP4
Try the new experience

Click TRY THE NEW EXPERIENCE in the banner that will
take you to the new FedEx® Billing Online tool.

/
( View and pay your invoices and take a look at the s
new FedEx® Billing Online. There's more to come! TRV THR W RAPERNCE

FedEx Billing Online . - ,‘
ViewCat  (§) Bonteetiendy (@) koot () el
by S > [

;/\“

Welcome, Bill Mcindoo

Account Summary Dol
Primary Account e Ao en eccont
Baiance due

3160 1.9 1- 180 [“namoss | Soarch a1

Credit Card Billing Activity for Last 30 days 2 Help

Filter by  None selected v

[!,-_l,-s_-@ lovoice Number  Date Total Billed ‘Balance dus ]

| 20000072 10142022 sea18 000
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https://www.fedex.com/register/#/contact
https://www.fedex.com/shippingplus/
https://www.fedex.com/
https://www.fedex.com/fedexbillingonline/
https://www.fedex.com/online/billing
https://www.fedex.com/billing-online
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The menu explained

Invoices

7 3.0
3 $142,788.19 &L’)Q,WE‘CQ

ACCOUNT BALANCE PAST DU

O rurens EDIT coLumns

FETUANTOLEGACY ATUS: PEN X INVOICE STATUS: OPEN 1N DISPUTE 3 erens

ACCOUNT NUMBER  IMVOICE MUMBER  DUEDATE  INVOICEBATE  INVOICESTATUS  BOF STATUS

> 12340003 sars V032024 1201002023

D D Here you will get the account number information and the
account summary tiles of your balance due and past due amount
information. Selecting any of these summary tiles will take you to
the Invoice page.

FedEx® Billing Online

oo
oo SUMMARY
[ INVOICES
—_
— INVoIcEs ——— Alltheinvoices linked to your account number are displayed here
in a tabulated format, with the options to further drill down into
=5 MANAGEPAYMENTS " details. The invoice table is fully customizable which allows you to
make decisions of your choice.
Scheduled Payments
E MANAGE PAYMENTS
Payment Profiles
Information related to your payments and payment accounts are
Autonay listed in this section under four categories Scheduled Payments,
Py Payment Profiles, Autopay and Available Credits.
@ HELP
HELP
42 RETURNTOLEGACY For extra guidance on the tooland new features.
K &= RETURNTOLEGACY

This will take you to the current FedEx Billing Online application.

© 2024 FedEXx. All rights reserved. 5
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summary

After being directed to the new FedEx Billing Online experience, you will land on the Summary
page. In the Summary page, you can view the account number information, balance due
amount and the past due amounts for the selected account number in your currency.

DESKTOP VIEW

FedEx® E

SUMMARY

Welcome, e ” ACCOUNT NUMBER: drop-down
mvoices provides you the list of all the
s account numbers you have
pavments " access for.

Zpraiin ey

l l ACCOUNT BALANCE and PAST
DUE: are two account summary
tiles. Selecting any of these
account summary tiles, will take
you to the invoice table filtered
eETUANTO with invoices related to the

chosen summary tile.

HELP

Click VIEW ALL INVOICES to go
to your Invoices page.

MOBILE VIEW

Access to navigation menu:

133500003 ACCOUNT NUMBER: drop-down provides you the list of all the account numbers
you have access for.

[g 311026773 ACCOUNT BALANCE and PAST DUE: are two account summary tiles. Selecting
any of these account summary tiles, will take you to the invoice table filtered with
invoices related to the chosen summary tile.

N $46,727.84

INVOICE NUMBER

INVOICE DATE
211412023

INVOICE STATUS
open

Click VIEW MORE to review invoice summary.

INVOICE DATE

© 2024 FedEXx. All rights reserved. 6
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Invoices
Invoice Table

In the left navigation menu, click Invoices, to view the list of all the invoices for the selected
account number in a tabulated format.

In the invoices table, you have options to filter your invoice data, edit the columns of invoice
table, save your customized view, select default views, or search for any specific invoices.

Invoices

AL This tab allows you to do FILTERS,
r T T T EDIT COLUMNS. customize your
oo Qs e— e Q invoice table VIEWS and SEARCH
T your invoices.
[ e
' — Click Available to download the
: PDF version of your invoice.
[ 1234-0000-3
C 1234-0000-3
[ 767385401
[ ) 1234-0000-3
[—t— 1234-0000-3 i
(5 Asxrex
Click drop down > to expand and Click on invoice number to get
view invoice Summary. INVOICE DETAILS.

INVOICE DETAILS.
Invoice

o v 123400003

You can ADD TO CART to pay your You can ADD TO CART to pay your | |

invoice and SHOW INVOICE (PDF). invoice and SHOW INVOICE (PDF).

© 2024 FedEXx. All rights reserved. 7
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Invoice search and filters

To search any invoice, click the searchicon, and enter your invoice number, date, or status of
the invoice in the search text box. The invoice table displays the results for the search keyword.

M Shipping™  Tracking™  Support™  Account ™ @ Q
@ $111,996.66 A $47,434.09
ACCOUNT BALANCE PAST DUE
oice number Q ——— Click searchicon.
D ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS PDF STATUS INVOICE T -

You can customize your invoice table, by clicking FILTERS.

Fal Shipping™  Tracking™~  Support™~  Account ™
Viewing
112 OF 112 FILTERS ™~ EDIT COLUMNS ~v" VIEWS " O\
@) mvoice petals Invoice Details You can filter your Invoice
Details by:
Account Number
By oste +  Account Number
nvalce Status » Invoice Status
Payment Status * PaymentStatus
L Thenclick APPLY.

Fed Shipping™~  Tracking™~  Support™  Account ™

Viewing

112 0F 112 FILTERS A EDIT COLUMNS ./ VIEWS ~ Q
@ Invoice Details Date You can filter your Date by
* DueDate
Due Date o
9 pate + Invoice Date

Invoice Date

L Thenclick APPLY.

Below is the list of filters available to customize the invoice table:

Filter Elements Description

Invoice Details

Account number Select the account number you wish to see in your invoice table.

Invoice status Select the invoice status as Open, Open - Past Due, Past Due — or Closed.

Payment status Select the payment status as Scheduled, Submitted, Paid, Pending, Declined or Cancelled.
Date

Due date Create or select the date range from the list of options available.

Invoice date Create or select the date range from the list of options available.

© 2024 FedEXx. All rights reserved. 8
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Edit Columns and Views

Using the EDIT COLUMNS feature, you can edit the columns available in the invoice table.
I

Fed Shipping ™ Tracking“~  Support™s  Account ™

\1/‘:;“ io"‘i 112 FILTERS /" EDIT COLUMNS A~ VIEWS \/ Q
Edit Columns Select/unselect the options you
wish to include in your invoice
il table,
Due Date
Invoice Date

Invoice Status

A1 one ctatbie

——  Thenclick APPLY.

After you have applied filters and edited columns, you can save your VIEWS.

Fed Shipping~  Tracking™  Support>  Account -

112 OF 112

Viewing © FILTERS ~~ EDIT COLUMNS .~ VIEWS " Q J_C“Ck SAVE THIS VIEW..

INVOICE STATUS: OPEN > INVOICE STATUS: PAST DUE X  INVOICE STATUS: CLOSED X RESET | SAVE THIS VIEW

PAYERACCOUNTNUMBERS: 1234-0000-3 X

FoLtArsERLTERS On prompt screen ENTER VIEW
NAME, then click SAVE CHANGES:

D ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS PDF STATUS INVOICE T
O > 1234-0000-3 6256 12/15/2023  12/15/2023 Open Available Duty/Tax
O »  1234-0000-3 9121 12/14/2023  12/14/2023 A\ PastDue Available Duty/Tax Name your saved view

My Favorite View

There are three Standard Views for your account summary tiles available in the Summary page.

Fed Shipping~  Tracking™~  Support™  Account™ @ O\

“/"';“‘gg s © FiLTERS EDIT COLUMNS v/ VIEWS A Q Click on dots to Set as default,
Rename or Remove your saved views.
Hello, these are your views
Current default view: Fedex Default View Saved Views
Ste ard Views Saved Views 3
SR : AEVERIVIENS ¢ MY FAVORITE VIEW
E FEDEX DEFAULT VIEW (Default) E MY FAVORITE VIEW Set as default
¢ PAST DUE INVOICES Rename

¢ INVOICES IN DISPUTE Remove

© 2024 FedEx. All rights reserved. 9
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In the Invoice details page, there are five parameters: Invoice details, Shipments, Payments and
charges, Historical references, and Messages.

INVOICE DETAILS

Invoice 5-418

= T =

BILLING INFORMATION CHARGE SUMMARY

invoice number 5416 Total standard charges
Account number 12340000-3 Total Discounts
Control Mumber 5418 Total additional charges
Store 10 number Total taxes

Inveice date 11-Dec-2023 Total imvaice Amount

Invoice due date (2-12

Involce status

Invoice balance  $10,912.15

CHARGES BILLED TO SHIPPER  CHARGES BILLED TO CONSIGNEE

CHARGES BILLED TO THIRD PARTY

Standard charges 854313 Standard charges 20,00 Standard charges peled
Discounts Discourts Discounts
Additional charges Additional charges $0.00 Additional charges $0.00
Tanes Tanes $0.00 Taxes
ubiTota $1099215  SubTotas 4 SubTota $0.00
k\ADD TOC ARY) (SHO\N INVOICE (PDF ?)
shipmer
Viewdng FILTERS ~ EDNT COLUMMS .~ VIEWS Q
10F1 ~
J ACCOUNT TRACK INGNUMBERS DATE PRODUCT GROUS REFERENCE PAYOR STATUS METER GRIGIN
O 123400003 T7A1Z34567890  01-Dec-2023 0218 Shipper Open 257160843 $10913

=] Paymentsandcharges

INVOICE DETAILS provides
information about the Invoice
number, Account number, ID
numbers, Invoice date, Invoice due
date, Invoice status, Invoice
balance, Customer information,
and other charges.

Shipments table provides detail
about the Tracking ID, Date, Type
of service, Product group,
Reference number, Type of view,
Invoice status, Meter value, Total
billed and Balance due.

Click Tracking Number to get
more information about the
Shipment details.

& Historical Reference

[ Messages

© 2024 FedEXx. All rights reserved.

Payment and Charges table
provides detail about Transaction
history, Merchandise sale details,
Miscellaneous charges, and Other
miscellaneous charges of the
invoice.

—— Historical References provides

detail on any changes made in the
account information.

Messages includes information
and messages specific to your
invoice.
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In the Shipment details page, there are four parameters: Shipments, Payments and charges,
Historical references, and Messages.

SMPMENT DETALS

fracking 1D 774123456789

BILLING INFORMATION

Traching 10 semiber

Moo farmtere

TRANSACTION DETARS

Sender indormaticn

Reciplent information

SHIPMENT DETAILS provide
details about Billing Information,
Transaction Details, and Recipient
Information.

Click to VIEW SIGNATURE

VIEW SIGNATURE PROOF OF DELIVERY

@

o

Shipments

[ ADD 1O CARY

PROOF OF DELIVERY.

Shp care
Terdered date
Payrment type
Tervce type
Pahage type
Actusl weght
Brted mesght
Peces

Bated methad

Cuntemmer refererce

Declared wakoe
Debvery date and bree
Sarvace g code

Warre of wigrer

Payments and charges

Shipments provide details about
the Ship date, Tendered date,
Payment type, Service type, Zone,
Package type, Actual weight,
Rated weight, Pieces, Rated
method, Meter number, Declared
value, Delivery date and time,
Service zip code and Name of
signer.

Historical Reference

Ertry Dane
Crery Numier
Declared Valee §

Customs Vakue

ORIGINAL REFERENCE
Original Customer Refersrce
Reference 82

Reference 23

Messages

UPDATED REFERENCE
Ovigiral Ceatomer Reference
Fedesere 82

e 8}

COST ALLOCATION REFERENCE

Cost allocation

Shazemert hotes

Payment and charges provide
details about Transportation
Charge, Discounts, Hold for
Pickup, and Fuel Surcharge.

I— Historical references provides

details about customs and
references.

© 2024 FedEXx. All rights reserved.

Messages includes information
and messages related to your
shipments.
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Payments
Pay Cart

FedEx® Billing Online - User Guide

Pay cart allows you to add invoices or shipments of the invoice to your cart and make payments
for the selected cart items or schedule the payments for future date. Cart items can only be
selected for a pay cart at the invoice or shipment level.

Invoices or shipments can be added to pay cart in multiple options:

To pay invoice (Option 1):

Step 1: In the summary invoice
table page, select the invoices for
which you wish to make payment,
by clicking checkbox of the
respective invoice number.

— Step 2: Once it is selected, ADD
TO CART option will be enabled,
then Click ADD TO CART.

M Shipping™  Tracking™  Support™  Account ™ @ O\
E| $142,788.19 $49,163.02
ACCOUNT BALANCE PAST DUE

Viewing

S BEE © FiLTERS EDIT COLUMNS \v/ VIEWS \/ Q
INVOICE STATUS: PAST DUE X RESER: [SSAYETHIS:VIBW
1Selected ADD TO CART

D ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS PDF STATUS INVOICE TYPE

e > 12340003 1-000-12345 12/15/2023  12/15/2023 /\ Past Due Available Duty/Tax
[:| > 1234-000-3 2-000-12345 12/14/2023  12/14/2023 /\ PastDue Available Duty/Tax

Invoice balance  $1

Payer Summary

CHARGES BILLED TO SHIPPER

Standard charges
Discounts

Additional charges

CHARGES BILLED TO CONSIGNEE

Standard charges
Discounts

Additional charges

CHARGES BILLED TO THIRD PARTY

Standard charges
Discounts

Additional charges

To payinvoice (Option 2):

In the invoice details page, click
ADD TO CART to pay invoice.

To pay shipment (Option 1):

Step 1. In the invoice details page,
select the shipments for which
you wish to make payment, by

Taxes Taxes Taxes
ol $0.0
\
Aoo 1o cART ) ( sHow INvOICE (POF)
L
Shipments
30F3 FILTERS N\ EDIT COLUMNS v VIEWS Q
2Selected ADD TO CART
ACCOUNT TRACKINGNUMBERS DATE TYPE PRODUCT GROUP REFERENCE PAYOR STATI

1234-000-3

1234-000-3

1234-000-3

7723450001 12-Dec-2023  Expre

TIN23450002 12:Dec-2023  Expre:

TIN23450003 12:Dec-2023  Expre

© 2024 FedEXx. All rights reserved.

clicking checkbox of the
respective tracking numbers.

—— Step 2. Onceitis selected, ADD
TO CART option will be enabled,
then Click ADD TO CART.
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Pay Cart

SHIPMENT DETAILS

Fed Shipping™~  Tracking™ Support~  Account~

SHIPMENT DETAILS
Tracking ID 1234567890123

Shipment
TR 1 i

BILLING INFORMATION TRANSACTION DETAILS

Tracking ID number Sender information
Invoice number Juan Perez
Account number Calle 1234

Invoice date Miami, FL 33126
Due date g

Total billed

Tracking ID balance due
Status

Recipient information

Jorge Perez
Calle 1234
NY,, NY 10017
us

VIEW SIGNATURE PROOF OF DELIVERY

ADD TO CART

FedEx® Billing Online - User Guide

To pay shipment (Option 2):

In the shipment details page, click
ADD TO CART to pay shipment.

Please note: Pay cart functionality is not available for users with view-only access. Only the
invoices with invoice status as Past due and Open can be added to pay cart. Disputed invoices
cannot be added to pay cart until the dispute is resolved and closed invoices cannot be added

to pay cart as the paymentis already completed for those invoices.

Review pay cart items: After adding invoices and/or shipments to the pay cart, to review the

cart items, click the shopping icon or cart on the top right corner. —

FedEx® Billing Online Invoices » Invoice Details —‘[I_Do CART

$1,728.93 MXN

SUMMARY INVOICE DETAILS
Invoice  1-123-12345
INVOICES
Invoice
< dotis 7 N
MANAGE

FedEx® Billing Online Invoices » Invaice Details » Cart

'\go CART
T $1,728.93 MXN

oo
OO SuMMARY

ACCOUNT NUMBER
2 wvoices 1234-0000-1
= Total (1 ltem) $1,728.93

5 MANAGE PAYMENTS ~

ACCOUNT NUMBER INVOICE NUMBER TRACKING ID INVOICE DATE CURRENCY DUE DATE CURRENT BALANCE

Scheduled

Payments 1234-0000-1 1-123-12345 12/15/2023 MxN 12152023 $172893

Payment Profiles

Autopay Total (1 Item) $1,728.93

@) wewe
EMPTY CART

4En pETIRM IO LEGACY '

© 2024 FedEXx. All rights reserved.

To proceed with the payment
option, click CHECKOUT. Then,
you will get the Checkout page.

Toremove all the itemsin the pay
cart, click EMPTY CART. Then, the
below window will be displayed.
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Checkout Process

In the Checkout page, choose the payment method. Then click NEXT.

& FedEx*® Biling Online

Checkout

'
A

Sumsemary

Schadube et 81718101

Susbtotal {1 item])

@ Heew Crecht Card

Total

Credit card Infarmation
W accept these credit cards

vsa @ E

paieend ki

W On Card®
Cradit Card Musiber

Fapiration date
L L o

Seiect N Select e

Billing sddress

ComrrirpFTesritory”

Apajsuite
city

StatefFroviecs' Tip/Postal code®

EDIT CART

EANCEL

Payment Profile

If you have any saved payment
profiles in your account, you can
choose them from the Payment
profile drop-down.

Please note: Payment profiles can
be saved only by an admin user,
) though a standard user cannot
save a payment profile, admin
user can pitch in and save the
profile for standard users.

$1,72893

Click NEXT The Payment
Summary page is displayed

Click EDIT CART to add and/or
remove invoices and/or shipments.

New Credit Card

If you don’t have any saved
payment profiles or want to add
any New Credit Card account,
choose the relevant select icon
and fill in all the relevant details.

Accept the FedEx terms and
conditions.

— Click SAVE AS NEW PAYMENT
PROFILE for future payments.

Please note: A maximum of ten
(10) credit card information can

be saved as a payment profiles.
Saving a payment profile
functionality is available only for
admin users.

Payment Summary

Payment Details

3Dvisa Dom
VISA

Visa ending in 0002
Expires 12/2022

© $20000 creditapplied
Scheduled payment date  10/06/2023

EDIT DETAILS

Cart

702453470 331166576 08/08/2023

© 2024 FedEXx. All rights reserved.

Summary
Sehedule payment 10/08/2023

Subtotal (1 item)

Credit Applied

Total

T

In the Payment Summary page,
you can review payment details,
cart items and total cart value.

$290.80

-5200.00

$90.80

click PAY to complete your
payment.

EDIT CART
520050 uso

|

CANCEL
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Manage Payments

Manage payment section provides details related to your payment information under three
different subsections: Scheduled payments, Payment profiles and AutoPay.

Scheduled payments
Fed

Shipping ™ Tracking™  Support~s  Account

¢ FedEx®Billing Online Cart > Manage payments

AutoPay: OFf  SET UP AUTOPAY

Manage payments

Scheduled payments

Payment profiles Autopay

— Scheduled payments tab has a
table which provides following
information: Scheduled date,
Payment profile, Payment type,
Reference ID, Cart total,and

Your scheduled payments

SCHEDULED DATE PAVMENT PROFILE PAYMENT TYPE REFERENCE 1D

2023-10-22 E2Ert Marnually scheculed 70639012 1491

INVOICES

caRT roTAL

Currency.

Click the three dots to make any
changes to your scheduled
payments.

curBency

Payment Profiles

Shipping

Tracking s Supportss  Account v

¢ FedEx®Billing Online Cart > Manage payments.

AutoPay: Off SET UP AUTOPAY

Manage payments

Scheduled payments Payment profiles

AutoPay

Payment profiles tab provides
the list of all your saved payment
profiles. In this tab, standard users
can only view their saved payment
profiles, whereas the admin users
can view, edit, or create a

TEST123

visa

payment profile for their account.
Saved profiles in this tab is used
for the checkout process.

Admin users, can edit or delete
the existing profile, set the default
profile and an option to ADD A
NEW PAYMENT PROFILE.

Autopay

¢ FedEx® Billing Online Cart > Manage payments

AutoPay: OFf SET UP AUTOPAY

— Autopay enrolled status indicator
is located at the top of all tabs

Manage payments

Scheduled payments Payment profiles AutoPay

Your AutoPay details

With AutoP:

/ou can automatically pay invoices once they gre issued. Any changes you

make will ta tin the next billing cycle

with a green dot for “AutoPay: On”
or a gray dot for “AutoPay: Off”
with a message, SET UP
AUTOPAY hyperlink..

Payment profile name*
Select
Maximum payment amount*

®

Payment date*

v | days after your invoice is issued

CANCEL

© 2024 FedEXx. All rights reserved.

AutoPay option enables you to
pay invoices automatically once
the invoices are issued. Any
changes made in the AutoPay tab
will take effect in the next billing
cycle.

Please note: Manage payments
functionality is not valid for users
with view-only access

SET UP AUTOPAY
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Help

Sometimes you need a bit more guidance. That's when you head to HELP to clear things up.

——HELP also contains a 'What's new' section, providing details of just released features.

For Frequently Asked Questions click here

Fed Shipping ™~ Tracking™~ Support™ Account™

FedEx® Billing Online -@ CMT.,,‘
Eg SUMMARY
ACCOUNT NUMBER

Help . 1234-0000-3 v
2 invoices
@ e S - gation at the left

= ~
<€ RETURN TO LEGACY

= ~
4 = ~

= ~

= v

~
——RETURN TO LEGACY

To register to receive your invoice by email, dispute an invoice or shipment, and download a
billing report, please RETURN TO LEGACY application; these features will be available in the new
FedEx Billing Online soon. ‘

g i
¢ View and pay your invoices and take a look at the =9
new FedEx® Billing Online. There's more to come! TRY THENEW EXPERIENCE

FedEx Bllling Online

st osms | 61 30amm

Credit Card Billing Activity for Last 30 days

© 2024 FedEXx. All rights reserved.


https://www.fedex.com/billing-online

) .

X

Go paperless and reduce
your carbon footprint
by registering with
FedEx® Billing Online

Cco,
2

© 2024 FedEx. All rights reserved. fed ef.co m
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