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SECTION -1

1. Introduction to modernized FedEx® Billing Online (FBO)

FedEx® Billing Online simplifies and streamlines your accounts payable process. From
helping ensure accurate cash flow to managing reporting, 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.

All the existing features of legacy FBO is now available in a modernized way in new FBO.

T
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Account summary

D
LT

ll

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

Views and columns

E

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

SECTION -2

2. Features and benefits

Invoice table

NE
=[]

Provides the list of invoice
numbers along with its
account numbers and

invoice details information
in a tabulated format.

Reporting

PDF

Create and download your
invoice/shipment reports to
meet business needs.

Administration

&%

Manage primary and secondary
accounts and control who can
access your accounts.
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Invoice filters & search
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AN

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

Disputes

Dispute any invoice/shipment
prior to payment and avoid
paying extra charges.
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SECTION-3

3. Let’s begin!

To login to the new billing application, follow the below steps:

Step 1.
Go to FedEx home page.

Login to the home page.

T— Step 2.
Select FedEx® Billing Online.

— In the FedEx home page, click Account and select FedEx Billing Online.
Step 3.
Login to FedEx® Billing Online.
Click Go to FedEx Billing Online and login to your FBO account and you will land
in the below page.
FeoEx® Bdlling Crnline " P
ES o s B Y
El e LY -
[ el BRI -
{8 apsmmramon - g $38.355.42 iy 50.00 /A $27.24627
@ BT T del
@ =HiLF
&
Search
S ik 0 3 B o o Y0 o P
Tbrh for
= Tt

SEARCH
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https://www.fedex.com/en-in/home.html

SECTION-4

4. Short notes on menu

Summary

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

FedEx® Billing Online

oo
OO SUMMARY
Invoices
E INVOICES All the invoices linked to your account number are displayed here

in a tabulated format, with the options to further drill down into
details. The invoice table is fully customizable which allows you to
make decisions of your choice.

3

ADMINISTRATION .. .
Administration

Helps you to manage primary and secondary accounts, users,
REPORTING application settings, and email notifications.

©

@ HELP Reporting
To create and download any reports, view all the downloaded
reports, and enable automated settings.

Help

<< For extra guidance on the tool and new features.
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SECTION-5

5. Summary
After being directed to the new FBO 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:

Account number drop-down
provides you the list of all the
account numbers you have

S — , access for.

— -

G wmmanm g sa8tsa2 @ 5200 A BT »Account Balance, and Past Due
B s are two account summary tiles.

@ - Im Selecting any of these account

summary tiles, will direct you to
the invoice table filtered with
invoices related to the chosen
summary tile.

v

Click View Invoices to go to your

Invoices page.

Mobile view:
| Fed ® =
Feclx® fmng Oning
e 2 0 B
aor e wmr [T Access to navigation menu.
Summary
motiansy - | ——» Account number drop-down provides you the list of all the account

numbers you have access for.

f= $25400

ACCOUNT BALANCE

@ $20000 —»Account Balance and Past Due are two account summary tiles. Selecting
e any of these account summary tiles, will direct you to the invoice table
/A $10000 filtered with invoices related to the chosen summary tile.

ALY OO

m —» Click View Invoices to go to your Invoices page.
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SECTION-6

6. Invoices

6.1 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.

Desktop view:

H Shppingv  Tradking v PrintingServicesv  Locations v Support Civis Jon white ) Q

ACCOUNT wumestn

Invoices 1234-0000-3 ~

At are shiven b USO

g s254.00 @ $200.00 Y\
- o

= ACCOUNT BALANCE

\ $100.00
"

SPUTRD AST DUE

Al imricen Q
P FILTERS v EDIT COLUMNS VIEWS v Q
INVOICE NUMBER  WVYOICE DATE  INVOICE STATUS  POF STATUS DUL DATE CURRENT BALANCE  ORIGINAL AMOUNT DUE  PAYMENT STATUS  PAND CURRENCY  ADJUST

> t3ass323 02/10/2021 A Pastdue Avaiatie 0272812021 $50.00 $5000 Pendirg 3000 USD $0.00
> ta2va32 03/10/2021 A Pastdue Avatable 03/31/2021 $50.00 $50.00 Penaing $000 USD $0.00
> 4r3rans " Sspute Avatable 04/30/2021  $100.00 $100.00 Perearg 3000 USD 3000
) anran 08/10/2021 " Spate Avalabie OS5/ 12021 $100.00 310000 Pending $000 UsSD $0.00
> 4aaseras 08/10/2021 Open Penang 060021 $20.00 $5000 Pendrg 3000 usD 30,00
> 1167 07/10/2021 Open Penang 0IANAC2T  $50.00 $5000 Penarg 3000 UsD $0.00
> » Open $50 0O $5000 Pending $000 UsSD $000
> Open 21 $50.00 $5000 Pending 3000 USD $0.00
> 33378 10/10/2021 Open Not supponed 10/31/202) $5400 $100.00 Pending $0.00 usD $0.00
> samom 19/10/2021  Open Avatabie 11/30/2021  $20.00 $100.00 Ferang %000 USD $0.00

Subtotal

Origiral amourt doe $600.00

Current balance $55400

LANGUAGE
-
i e Y
- ~

oo @ © O @ ® © ®

© Fodts 1995 - 3031 Shumap | TermaofUse | PrivecyPedey
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Mobile view:

» Access to navigation menu

FeQEx® Buang Onine INvoices

oo

o 2 ®
e LA 2 =) - BRI YO

Ly

invoices

ACCOUNT mUMBES

1234-0000-3 7

» Account number drop-down provides you the list of all the account numbers
you have access for.

Asmrounts wre s i USO

$254.00

ACCOUNT BA

[

LANCE

ossruTED

$100.C0

PAST DUt

AN

$200.00

—» Account Balance, and Past Due are two account summary tiles. Selecting any
of these account summary tiles, will direct you to the invoice table filtered with
invoices related to the chosen summary tile.

Nl rwokces 30

Search by Irvoice number

Q

—» You can customize and search the invoices in the invoice table using these
filters options.

INVOICE NUMBER
1-345-5323

INVOICE DATE
02

o/21

INVOICE STATUS
A Past cue

INVOICE NUMBSER

VIEW MORE

» In the mobile view, the invoices are listed in this manner.

| 1-422-1432 I

INVOICE DATE
038/10/21
INVOICE STATUS
A Pastcue

INVOICE NUMBER
4-131-4224

INVOICE DATE
10

04/10/2021

INVOICE STATUS
In SspUte

| VIEW MORE !

ViiwW MORE

» To know more details about the invoices, click the Invoice number.

»You can also click View More option, to get the details of the invoice.

FedEx Billing Online — User Guide
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Invoice table and its elements

| - ~ s PRTERS ST COLUMNS T

Q ”—bThis tab allows you to search and

customize your invoice table.

[Fooriomses wwoxtoars wvowt staTve #ur AN DeS0ATE  CVeNeNT MALACE OUNWALARGUNT OV PermanT STATS WS Cveeency

204

?._l N300 2, Pt dn v 02303021 $3000 $%0.00 recdng 8200

MVONCE Summary

BILLING INFORAMATION CxAsGE summany O

Lagren ey

2000

» Columns of the invoice table.

O R ]

» Clicking the arrow, will give you
the details of the corresponding
invoice number.

e

# ey e s J0oe

Torw § e

ToAn s o — § e

1A pareart ot ( cwdDy $o1nes

TOTAL BALANCE DN 1 e

™ To get more details about the
invoice, either click Invoice
number or Invoice Details.

—To download the PDF version of

==|  your invoice, click Show Invoice
.| (PDF).

6.2 Invoice table filters and search
Filter - You can customize your invoice table, by clicking Filters.

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 Dispute, Closed or Closed - In Dispute.

Select the invoice status as Open, Open - In dispute, Past Due, Past Due - In

Invoice type Select the invoice type as Duty Tax, Express, Ground, or Combined.

P
ayment status or Cancelled.

Select the payment status as Scheduled, Submitted, Paid, Pending, Declined

Date

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

FedEx Billing Online — User Guide
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Invoice date

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

e et
ot e
Invoices 234.0000-2 s
A 00 e =
’3] $£25400 ﬁ $20000 A\ $10000
ALCOUNT BALANCE = sareren st vt
ANeive © rerems ~ EOIT COLUMNS views Q
om0 .
(@) oice detals ce stat
NS, nvoice details nvoice status
P B ose
- B oo e
PVICE SUmCe [ raszowe
o e st - Padt U8 - 1 210
0 Ty0e ] coses
Pyt 1 [ comc-= capme
(el o -
N\
arecy )
S L LT R T . searacas ¥ 100 1 et [RES sa
Subtotal
g et dem sece 0o
Carmant batancs 155400
GUN (OMrany HOSE FR0m A ARG Lase
At Ve oty By [,
Guboris  Campere ettty (ope Sommns ot @,_._“.,_
——— toane —— ot s Longutes
ot stact
e v
el RONORCE SR RO

Search —To search any invoice, click the search icon, 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.
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1234-5678-9

wCeCE REATUL AT CoE | BT Do m iR

9-999-99999

=

6.3 Edit columns and views

Edit columns — Using the Edit columns feature; you can edit the columns available in the invoice

table.

Step 1. Click the Edit Columns drop-down.
Step 2. Select/unselect the options you wish to include in your invoice table.

Step3. Click Apply.

W s

EONT COwL N,

o

Edit views —In the invoice table, Views option is available to edit the view of the invoice table.

FedEx Billing Online — User Guide
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Using the Views option, you can filter the invoices you wish to see in your invoice table. By default,
there are three standard views available: FedEx Default View (default), Past Due Invoices,
Invoices in Dispute.

These three Standard Views are the three account summary tiles available in the Summary page.

To apply these Standard Views to your invoice table, follow the below mentioned steps:

Step 1. Click the Views drop-down in the invoice table.
Step 2. Select the required view, from the list of Standard Views.

£374.539.57 uss 20,00 uss £908. 738,59
b P e PP B b B T 2L W LD L 03T L
@ BALAWCE DU E DHSFITE ‘ﬂ PAST DU
oo 0 a8 D e EDAT £ ORUI VB o]
o D
£ FECEX DEFAULT VIEW [Defadt] P CALERSWIEW
I PAST DUE BIVOICES i TESTSAVE VIEW
§ INWOICES IN DESPUTE ¢ TEST
I OTEST

You can also create and save new views using the following steps:

Step 1. Apply the filters you wish to include in your invoice table.

Step 2. Click Save this View.

Step 3. Enter the name of your view in Enter View Name and click Save Changes.
Step4. Click the Views drop-down to review your saved views.

I
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S
MACHCES V05501412
237453951 2o G S0.00 ysp ."i". 208,238.59 y=o
BALANCE Sl Dyt ATt
IV STATUS: BAST Dol T T
M AL THE VW
ACODUNT MU R DRCE NURIBER: Q4 DATE BOVOICE Dant INWORCE STATUS INNPDRCE. TV DG
¥ gl 3 i TN Bt vt Emprias B e
> i i

Name your saved view

ENTER VIEW NAME

You can also rename or delete your saved views or set your saved view as your default view.

To rename, delete or set your saved view as default view, click the three dots : on the left side of
your saved view and select the relevant option.

FedEx Billing Online — User Guide Page| 14



@ 5606,226.36 ust & $2,635.19 v A $440,836.95 w2

BALANCE DMAE HEMITE FAST DUE

Viwifeg
1023 OF 1923 FRLTERS % BEHT COLUMNS VWS Q

5arah, these are your views

Curre defaut view: Fedex Defaut Viw
Standard Views Saved Views

i FEDEX DEFAULT VIEW (Default) OREN & PAST DUIES

i

. St as default
»  PAST DHJE INWOHCES

Remaiee
¢ BOVOICES IM DISPUTE =T
Delete
TN Upen LH0Una 220 LT ERR L
Finan Erginht £33 L85 33 £33 548 97 25
- —

To set your Standard Views as your default view, click the three dots : on the left side of the
corresponding Standard View and select Set as default.

$606,226.36 u0 £2,635.19 usG £440,836.95 w2
@ EALARCE DR G oPuTE & PAET DUl
,:;] OF 1023 FILTERS BT COLUMBNE o VIEWS q

Sarah, these are your views

Curmart chrf et viers Fede Dafault Ve
Standard Views Saved Views
i FEDEX DEFAULT VIEW [Default) £ OPEM R PAST DUES
S0 ok Chel il .
HOES I OPASTDUED-1S
§ INVOICES IM DISPUTE § CALERWIEW TEST
NMEEan: Upin LPOUnd HWiaLm HWisLm sl

e
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SECTION -7
7. Invoice details

To get more details about your invoices, click the Invoice number or Invoice Details.

Then, you will get the Invoice details page.

In the Invoice details page, there are five parameters: Invoice Details, Shipments, Payments and
charges, Historical references, and Messages.

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.

s e

To get the PDF format of your invoice details click Show Invoice (PDF).
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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.

f?; Shipments
o e v 0T Covemns - Q
e 9 bary . MO0UCT RO RIFENINCY L R B L TOUML BLLED  MALARCE Ve
TMHOONN MG Gemnd WS MOSEMMY Sype Omed MIOUN  PDON X
INEBGNWTT WNITASM e WY LR 2 e Cesd O@% DON0 ¥
TTAMN .. RN D WY e Peow Omed  WITNNEE PN L =
T WA bpwm M ~ v Pooe e Ve ax | =
BRCTTONE  WNOAE  hpem VAT ooy e Ceet O DON0 ne
UBOMMNTT WA koam WA OO0 Y Sooe Ot AONIM PO e

G VT Dwman™) oo Oemt s oo e
MMM NN o VAT Lge gl b ) Sape Come D0EM PON X
Meworeses wone's Seees et NRGNT  Sece (et wpwsm pom woe

=3 Payments and charges
Transaction history
Merchandiza sale details
Miscellaneous charges

Other miscellanecus changes

Lé Historical reference
Addrass correction

Approval and comments history

Messages includes information and messages specific to your invoice.

[  Messages

Messages

Shipments inciuded in this invoice received an earmed discourt. I you would fike to know how it wes calculoted, piease go to the foliowing URL: rttps://ww.fedex com/ComedDiscounts

FedEx Billing Online — User Guide

Payments and charges table provides detail about Transaction history of the invoice.

Historical reference provides detail on any changes made in the account information.
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SECTION -8

8. Shipment details

To get more information about the Shipment details, in the shipment table click the Tracking ID.

3 Shipments
o s 1507 CoLwmens v wiws Q
TRACENED  Mn | | JS— — et oS STAN TR TOTALBALED  BALANCE et
TN WG Geed W MAGEMIT Seow Comd WTROM o0 ey
MmO }‘N:"T‘::' Grord  MAT 10100087 Ygow Coted QD@0 000 wo
b /X nd o N oo Cowd 00N 15000 wo

- bty Poow Comd NN o0 woe
EOETINNM MO0 Npres VAT LR oo ) Poow  Cowd 1M £000 wo
IBOMONTT WO Dpas WY OO0 Toow Comd S0 00 som
NN WNRIT Graed MY s 2l Poow O  ROMSE 000 woe
MAMENTOM N0 Bgrem VAT 0208 Pgoe  Oosed 1200560 000 0w
SRTSETSMINA  SAMASY Amad  MAT NSRS Gecss feeps  SYOOWN SO0 am

On clicking the Tracking ID, the Shipment details page is displayed.

e
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e ent G TARS s o2 s 2

Tracking 1D 7799242618

In the Shipment details page, there are four parameters: Shipments, Payments and charges,
Historical references, and Messages.

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.

IE] Shipments
Thopraet drtads

Ghip ks
Tenwhered clabe

Pwyrreenit type Shigeer
Service bype Fegilx 2
Towr

Pasiage type e Packagirg
A tual verkghtt

Rated weight

Pircen

Rt b

Mrter number TG

Dl vondoss

Derliwrey darte amc Himes

SETVECE T Ooke

Mamn of igras

Payments and charges provide details about Charges.

e
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L

CHARGES
Trantptation Charge
Eeiimit

Eaerreecd D caant
ikl oo P

Fusl Surchargs

Todsl

= Panymvents and charges

Sl pd
13547
S1EP
$ 0
000

Historical reference provides details about customs and references.

[&  Historical Reference
Cumboms

Erdry Dt
Dt iy PRt
R

Caaioema Vmes

Euptgeprcn

ORIGIMAL REFERERLE

Fraprad oSy Beferea e
PL T O (I Pty
Ertrerae B1

Drpuirivrarest rasvstar

UWFDATED REFERERCE

o aperasd [ oond paveey Brfarr—a e
P il G P
Hetrierae 01

[ S P

CO5T ALLOCATION BEFLELMNCE

Temd allam sfamm

T P

Messages includes information and messages related to your shipments.

o= Meossages

]

FedEx Billing Online — User Guide
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SECTION-9

9. Payment reference

In the Payments and charges table, click the Reference ID.

=l Payments and charges
Trircaenion Fidtery -

AL TEWITY T AN A TROM AT THANEAS THON &RONT CURBIME Y T AR G T AN R AS TR 1D EETERENCE I BTATUR CEIGIHAL

PAREEMT 10y21 /3022 RITE TE.TE el 999999999 99999999 Lcheduied

Then, you will get the Payment reference page, in the Payment reference page you will get the
detailed information about your payments.

PAYMENT REFERENCE
99999999
PAVMENT DETALS
Payment Method oK
Payment Date 2023902072192
Payments
ACCOUNT NUMBER INVOICE NUMBER INVOICE DATE DUT DATE TRACKING [TRANSACTION ID TRANSACTION AMOUNT STATUS
999999999 ss8es Scheculed
999999999 §1409% Schedvied
1234-5678-9 9-999-99999 o9/canaon oRrazaeR 999999999 spar a2 Scheduied
1234-5678-9 9-999-99999 Cd/CR/2022 09/28/2022 999999999 §1a89 Scheduled
1234-5678-9 9-999-99999 09/08/2022 09/33/3023 999999999 51562 94 Scheduled
1234-5678-9 9-999-99999 0R/0T/3023 0%/33/73033 999999999 §36.1¢ Scheduled
1234-5678-9 9-999-99999 09/Ce2022 oR/313033 999999999 438178 heddled
SUBTOTAL
Paymant Cart Total 2277
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SECTION-10

10. Signature proof of delivery

To get the detailed information about the tracking details and proof of delivery in the PDF format,
click View Signature Proof of Delivery under Shipment details page.

SHIPMENT DETAILS Amounts are shown in USD
Tracking ID 7799242618
Shipment
120f12 % N
BILLING INFORMATION TRANSACTION DETAILS
Tracking ID number 7799242618 Sendar information
Invoice number 4-345-6745 Tank Design
14 treet
Account number 1234-0000-3 Dfars
Somerville, MA 02143
Invoice date 09/30/2022 us
Total billed $254.00
Tracking ID balance due $0.00 Recipient information
Paid CC Anthony Sparks
Satus a 74 Hargrove Road
Banks Creek
Queensland, 4206
AUS
IVIEW SIGNATURE PROOF OF DELIVERVI CUSTOMS DOCUMENTS DISPUTE SHIPMENT ADD TO CART }

Then, you will get the FedEx Tracking page. To view the Proof of delivery in PDF format, click
View PDF.

<— FedEx" Tracking Track Another Shipment Vel

Obtain proof of delivery
For a detailed proof of delivery, enter the 9-digit
shipper or payer FedEx account number associated

with this shipment

ACCOUNT NUMBER (OPTIONAL)

On clicking the View PDF, you will get the signature proof of delivery document in PDF format.

To view the complete tracking details of the shipments, click«— FedEx® Tracking. Then you will
get the FedEx® Tracking page.

FedEx Billing Online — User Guide Page| 22



SECTION - 11

11. Administration

Administration section helps you to manage your primary and secondary accounts, application
settings, manage account users, and email notifications.

Under Administration, you will have four options: Manage accounts, Manage users, Application
settings, and Email notifications.

11.1. Manage accounts

Manage accounts allows you to manage all your primary and secondary accounts. In the left
navigation menu, select Administration, and click Manage accounts.

Manage primary accounts

Clicking Manage accounts will display Manage primary accounts page. Here, you can view the list
of all the primary accounts in a tabulated format.

Manage primary accounts

C.-'LI}I:I PRIMARY ACCOUMN I')

accounts

Primary accounts

FILTER -~ primary agcount Q
2
| ACCOUNT HUMBER SECTNDARY ACCOUNTS CITY STATE/PROVINCE IR POSTAL COUNTRY ROLE
[0 zsso-ases-o - MEMPHIS ™ 181203334 us Admin
[l eo77-2226-9 1 accounts COLLIERVILLE ™ 380178711 us Admin

The top left corner of the table displays the number of primary accounts linked to your account.

To add any new primary accounts to your account, click Add primary account, the below page is
displayed.
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i
fedex com Login Registration

Ths fede com SENVoE PEGUPES 3 minm-thgl FecE acooust sumber. Fiasse indcaoe which FadEx
BECIUR o avoehd M Bt woh TR ST

Enter & nine-dhgit FedEx aooount nusmisr

0 Important infonmation

i 0 1 el = sant
=T

M this BECOR | SEEanN) [Erter Aseount Macarams

Figane provice your blling address

Ermar tha idlirg Bocess RESOCN VAN TS BO0OURL

To add your account details, click the select icon©and enter nine-digit account number in the
text box. If you wish to add any nickname to the account, add it in the Enter Account Nickname text
box and click Continue.

The account number will be added to your primary accounts list. If the entered account number
already has an administrator, the below window is displayed.

Request Access from the Account Administrator

An admirsirator already exists for this a0oount To request Bo0RSS 1O UBE this Sarvics with thes Sooount.
please enter your contact information below.

A requast for access will be sent to ths account’s administrator, and you will receive an imvilation email
onee ccess has been granted.

Contact name [ |
G |

Enter the relevant details in the respective text box and click Submit. An email will be sent to the
respective administrator, and once the administrator grants the access, you will receive an email
with the confirmation.
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Also, in Manage primary accounts page, each row of the table has three dots : and a checkbox. []
Clicking the three dots : will display three different options: Manage secondary account, Link
secondary account, and Remove from billing.

Manage primary accounts

Fimnary accounts

:'rnmmym:caunh FILTER
ACCOUMT NUMBER EECONDARY ACCOUNTS
-
H O 2194-9346-0 1 Bccounts
MMarage
secondany
account

Link secondary
accsunt

Remove froem

illirg

Clicking Manage secondary account will direct you to the Manage secondary accounts page.

TR
- .
Trinadery . nurER Q

Clicking Link secondary account will direct you to the Link an account to primary account window.

Link an account to pr Mmary account
2194-9346-0

Tor ik an pocoasnt to this primary sccownt, enter the scocunt numiber and
zipy/poatal codde. This sCtion will maks this sccount & PECTTIETY BOOOURT

Account ramber

Fipfpoatal Code”

CAMCEL
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Clicking Remove from billing will direct you to the below window. Clicking Yes will remove the
selected account from your FBO account and clicking No will close the window and no changes will

be made.

)

Selecting the checkbox [ will also enable Remove from billing hyperlink. If you wish to remove
multiple accounts, select the checkbox 1 of the respective accounts, and click Remove from

billing.

Manage primary accounts

| ™
| ADDPRIMARY ACCOUNT |

Primpy scoourts FILTER
1

1 Gsected |REMOVE FEOM NILLIKG

LEECUNT RUSAEE IECONBLEY LECOUNTL eiTy ATATE I ROvIRGE SRRSETAL cOuntaY wewLE

D V091460 e e ™ 244183678 u. Javrin

Any primary account number which has secondary accounts linked will have the hyperlink to the
account number.

Manage primary accounts

'{‘-J_L.'_I FHIMARY ACCOUNT

e FILTER - :
F4
ACOOUNT LR SROOHDARY ACCOUMT S CiTY ATATE FROvEHCE BipPOSTAL COUNTRY ROLE
B SR wEpap ™ BRI IGAN5S us AAE
GOTT-FF 6% LF "2 COLLIERYILLE TH EBQITATI L& dsgirreni

Clicking that hyperlink will direct you to the Manage secondary accounts page.

e
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Manage secondary accounts

Trese scooumts are linked to orimary 3coouns rumosr BOTT-2226-3

LINK ACCOUNT I

...............

secondany accounts
1

FILTER -~ sarch A & q

ACCOUNT NUMADER CITY STATE JPROVINCE TIBPOSTAL COUNTRY/TEERITORY

Manage secondary accounts

Manage secondary accounts page displays the list of all the secondary accounts linked to the
selected primary account. Similar to Manage primary accounts page you can view three dots: and
a checkbox; [l both the options allow you to unlink from primary account. You can use either of
them to unlink the selected account(s) from the primary account.

Manage secondary accounts

These sccourts ace o0 0 pAMary sItount fuminer 2194-93460

|l LINK ACCOUNT
. - R Ty .

Secondary accounts
y FILTER — . Q
1
1 selected  UNLINX FROM PRIMARY ACCOUNT
ACCOUNT NUMBER city STATE/PROVINGE 2POsTAL COUNTRY/TRARITORY

[F]  7102.3650.0 GOODE 245552675
. - GOO0E 2555626

Both Manage primary accounts and Manage secondary accounts page comprises a table with
options to filter and search the account numbers in the table.

Filter: You can sort the table using the Country, State/Province, Zip/Portal, and City filters.

I
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FILTER ~

Sauntzy Country

APELY
%,

1
F

Search: To search any account numbers in the table, click the search text box, enter the account
number, and click Enter.

FILIER LR

A e ] it A APkl TR wy ATATE o § ¥k b T ¥ Ty i P

Once the filters or search keywords are entered, reset option will be enabled. To reset all the filters
and keywords applied, click Reset.

11.2. Manage users

Manage users provides account users' details including their respective roles.

Admin user of the account is displayed above the Active users table and all the other standard and
view only users list are displayed in a tabulated format.

Note: Only the Admin users can view and access the Manage users’ page.
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AEECRAT s

Manage users

COPE-TEN0 e
B Ml L' P ST SN S i OF $OT B2 00 BETVE UL IUSETE N SO BURS FE
v, Blty NG SaSU0E Sled. VidvlTs O & £
| Aavwireurmativime - emanae aes
. b1
ra— Rp——

e

[} Fomitmaisf  LadT sasE e [

I_. R WETanET FamafEcdn g b= st - l:::l Vb Sy :
OO usgarm  ciimns AR B R @ ioeied ) vwasny 1)
[ ™ Ea S atasa :_3 Shprdped -g wapm Dirdy :‘

If you wish to change the admin user of the account, click Change admin hyperlink and the below
window is displayed.

Change Admin

CBS_Test_Email_Notification@cor

Current admin: Unnati Varur p.ds.fedex.com

Once you choose the user as the new admin, you will be
removed as the admin but still have standard access. This
change will be immediate

Active users*

Select v

Maddi VenakatVijayalLaxmi | Punefedex_
Nagaraju Chinna | nagaraju.chinna
Philp Phis | punefedex

CANCEL

Click the Active users drop-down and you can view the list of all the active users of the account.
Select the user, to whom you wish to assign the administrator role and click Save.
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Change Admin

- . CBS_Test_Email_Motification@cor
Current admin: Unnati Varur s Seler.comm

Once you choose the user as the new admin, you will be
removed as the admin but still have standard access. This
change will be immediate

Active users*

Magaraju Chinna | nagaraju.chinnal

CANCEL

Then, the below success message will be displayed, and the new admin will only be able to view and
access the Manage users page of the respective account.

If you wish to switch between other primary accounts in Manage users page, in the top right corner
click account number drop-down. You can view the list of all the primary accounts, to switch
between them, click the respective account number.

Manage users —

et Pet gt for FiedEx B

EOE-Ta61-0 St

PR B e, By a0 SIEETE gl T E0=D6 154

Admdne Unnati Varur  CHANGE ADMIN
f‘-
Artie usars Il\‘-l'n'lTLl.l'S.Lﬂ‘
Users
3
FISST HAME  LAST MAME EMAIL BOLE
Al et PrurasFecien | l:::l Sxpniand @ Yoy Dy E’
Hagaay Chinna BB Chinnai @ Saandard [:] Wit Oy )
a 28 pfediear () snanasrs () vaw sy ]
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If you wish to remove any of the standard and view only users from the account, you can either click
the trash can iconiijor click the checkbox[]corresponding to the respective user(s) and click
Remove user.

1 5elected REMOVE USER

|_| FIRST NAME  LAST HAME EMAIL ROLE

Maddi Venakat' PuneFedex_| () stancsrd @) vieworly [l
|_| Magarap Chinina magarapLchinnal @ Standand O Wimar Oinly E
[] enip Bhis punsfedex (O standard (@) Viewonly  [ii]

Clicking trash canicon [ijor Remove user will show the below window.

X
Are you sure want to remove these users?
2 users
FIRST MAME LAST HAME EMAIL
Madd wenakat! FungFedex_|
NMGATEjU Chinna AMGArauChinng
NO

Clicking Yes in the above window will remove the access of the selected user(s) from the account
and clicking No will close the window and no changes will be made.

In addition to the above features, if you wish to invite any new users to the account, click Invite
user.

ACCOUST MUBBER

Manage users

E006E-T481-0 b

VITE: Pl LS £

2]

w1
(4]
i
[

COMTMCHITDr rond Can vy, DAy Bng QISOUTE IMvDeog s

Adrnin: Unnatl Varner CHAMGE ADMIN
ra
Active Lsers INVITE USER

Clicking Invite user will display the below page.
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First name*

Last nams®

Ernail*

Selact

Invite user

Bt

In the above window, fill in all the required information in the respective text box and click Send
invite. Then, an email will be sent to invited user’s mail id and the below success message will be

displayed.

Also, an admin user can change the roles of standard and view only user at any point of time by
clicking the select icon ©)of the respective roles.

(] emsrmame
[ mesa
O] reagarsju
O

Philp

EMAIL ROLE
Punefedes [ o O Standard @ Wiew Only
lgaar AU CRannal @ Standard O Wissai Oy
purafedan () stancars (@) View Onty

Once the roles of the users are changed, the below success message will be displayed.
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11.3. Application settings

Application settings helps you to manage your preferences of the account. Any changes made in
the application settings will be applied to the selected primary account.

Note: Only the Admin users can view and access the Application settings page.

Primary Accoun? Mumber

Application settings
) ) SE-Ta81-0 S ()

poaie 3DpUCation Sethngs

M sseeo i mrmsi

hocount ramber SOSETAEND

o P L

Under Application settings, you can make three major preferences for the account: Store ID, and
Invoice summary via email.

Edit Store ID:

If you wish to edit the store ID for the selected primary account or its secondary accounts, select
the account number from the Account number drop-down and enter the store ID in the Store ID
text box.

Aoount ramber®

2194-3346-0 St

Store ID"

123456789
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If there are no secondary accounts linked to the account, then there will be no account number
drop-down in the above page, instead the primary account will be displayed in a read only mode
and you can still the edit the store ID for the primary account.

Account number* SET7A610

Store ID°

01234567

Receive invoice summary via email:
This setting allows you to select whether you want to receive your invoice summary via email.

If you wish to receive all your invoices summary in a PDF format via email, toggle On the Invoice
summary via email toggle bar.

e Cemn OHC
3

& SUMMar 3 &Ma

& currenth recaiving slectronic imvoices throuch FedEx Billine

PR, VOISl WO CAN QR IN 0 neDENE & FLIF INVOIOE SUMMMary

If it is toggled OFF, you will not be receiving the invoices summary via email, you can still view the
electronic invoices in the application.

After applying all the required settings in the Application settings page, click Save settings to save
the changes applied.

T
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Application settings

Ay o TR R AASEE va mAke e thads aoslicaticn sattings il Ba poclad 10 thE SAMREFY SEESUEE
Ay of the chandges you make to these application sattings will be applead 1o the prirmany &0

Update apphcation sethings

ADLOv M DTN

Edit store

-

fl T Bge galase tha BASAUAT AurEes bas

2194-9048-0 St
[Store ID°
123456769

HECene Mmaoice SUMMary via ema

¥ou are currently recehing electronis Fnolces through RedEx Biling

&, you can opt in $o receive a PDE involce summary

===

Then, all your preferences will be saved, and the below success message will be displayed.

ST

t‘ Fratetl BUTUTAC vill $T

If you tried clicking Save settings with no changes applied, the below error message will be
displayed.
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11.4. Email notifications

This section allows you to view and select the scenarios for which you will receive an email
notification.

An admin user will receive email notification for all the scenarios listed below.

Email notifications

As an administrator, these are the email notifications that you will
receive for your account.

* Invoices: Mew or past due invoices and credit notes
* Payments: Changes, declines, and cancellations
* Disputes: Resolutions and credit notes

* Account: Status changes

Standard and view only user can select the scenarios from the list by clicking the checkbox and [ ']
once the required scenarios are selected click Save.

Email notifications

Select the email notifications that you would like to receive for your
account.

|:| Invoices: Mew or past due invoices a
Payments: Changes, declines, and ca
T

.. Disputes: Resolutions and credit notes
==

[] Account: Status changes

Once the preferences are saved, the below success message will be displayed.
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12. Disputes

If you have concerns about any of the charges applied to the account prior to payment, you can

raise a dispute online.

Note: Only Admin and standard users will be able to raise disputes. Also, the items which are already
in dispute, pay cart, or submitted for payment cannot be disputed.

12.1. Dispute shipments

To raise a dispute at shipment level, follow the below mentioned steps:

Step 1. Intheleft navigation menu, click Invoices orin the Summary page, click View allinvoices.

Step 2. Click the invoice number from which you wish to select the tracking ID.

Step 3. In the Invoice details page, under Shipments module, click the tracking ID for which you
wish to raise dispute.
Step 4. In the Shipment details page, click Dispute shipment.

SHIPMENT DETAILS

Tracking ID 7799242618

Shipment
120f12

BILLING INFORMATION

7
Invoice number 4-345-6745
Account number 1234-0000-3
Involce date 09/30/2022
Total billed $254.00
Tracking ID balance due $0.00
Status Paid CC

Amounts are shown in USD.

TRANSACTION DETAILS

Sendar information
Tank Design

14 Tyler Street
Somerville, MA 02143
us

Redipient information
Anthony Sparks

74 Hargrove Road
Banks Creek
Queensland, 4306
AUS

VIEW SIGNATURE PROOF OF DELIVERY CUSTOMS DOCUMENTS  DISPUTE SHIPMENT ADD TO CART

Step 5. In the Dispute shipment page, you can view the tracking ID, account number, invoice
number, total original charges, and balance due amount.
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Dispute shipment

Enter your shipment dispute details

DISPUTE INFORMATION
Tracking ID 7799242618
Account number 1234-0000-3
Involce number 4-245-6745
Total original charges: §254.00
Balance due $254.00

Dispute amount*

25400

Disputa type*

Step 6. In the Dispute amount text box, the balance due amount will be prepopulated.pre-
populated. You can still edit the dispute amount, but the dispute amount should be less
than or equal to the balance due amount.

Step 7. Select the type of dispute from the dispute type drop-down. For shipment level dispute,
there will be four types of disputes: Incorrect Charge, Service Failure, Payment Previously
Sent, Incorrect Account.

Step 8. The Dispute reason drop-down will be enabled, and based on the selected dispute type,
click the Dispute reason drop-down and select the appropriate reason for dispute.
Note: The Dispute reason list will be updated based on the selected dispute type.

Dispute shipment

Enter your shipment dispute details.

DISPUTE INFORMATION
Tracking ID 7799242618
1234-0000-3

Acco ber

Invoit 4-345-6745
Total original charges $254.00

Balance due $254.00

Dispute amount*

25400 ‘l

Dispute type*

Service failure ~ ‘

Disputa reason”

Delivered late ~ ‘

Additional dispute comments.

0/250 characters

SUBMIT DISPUTE

Step 9. If you wish to add some additional information about the dispute, add them in the
additional dispute comments, once all the required information is filled, click Submit
dispute.
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Now, the Invoice will be submitted for dispute, an email notification will be sent with the dispute
details, and below success message will be displayed.

@ You succesafully subsmrtted your ditpute

Note: If the selected tracking ID is an express Duty/Tax shipment, the dispute option is replaced
with research option.

12.2. Dispute Multi Package Shipments (MPS)

To raise a dispute at package level, follow the below mentioned steps:

Step 1. Intheleft navigation menu, click Invoices orin the Summary page, click View allinvoices.

Step 2. Click the invoice number from which you wish to select the tracking ID.

Step 3. Inthe Invoice details page, scroll down through the Invoice details and under Shipments
module, click the tracking ID from which you wish to select MPS shipments.

Step 4. And in the Shipment details page, scroll down through the Shipment details and under
Shipments module, click MPS details.

SHIPMENT DETAILS Amounts 450 shown (nUSO
Tracking ID 7799242618
Shipment
€ qar =
BILLING INFORMATION TRANSACTION DETAILS
Tracking ID number 7799242618 (Master) Sander information
{ 10f7 shipments Tank Design
product s 14 Tyler Street
uct group Somerville, MA 02113
Mastar tracking D number 7799242780 s
Involce umber 43456745 Napiers bformation
Account umber 6835-9349-4 Anthony Sparks
Invoice date 09/30/2021 e
Banks Creek
Total billed $150.46 Gl A%
Tracking ID balance due £0.00 AUs
Status Paid CC
VIEW SIGNATURE PROOF OF DELIVERY  CUSTOMS DOCUMENTS
ADD TO CART
& Shipments
Shipment details ~
MPS details ~

Step 5. Under MPS details, select three dots on the left side of respective row and click Dispute.

T
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MPS details

TRACKING 1D DIMENSIONS ACTUAL WEIGHT  ACTUAL WRIGHT
UNIT OF MEASURE

) Tmesisustn)  ExsxE 155
Y arasenony 66 155
) 77asees0sas EXExE 155

/' 69B4TIABE060 EREHE" 155

Charges

Additionsl handiing - DIM $ 1280
Drylee § 555
Dangerous goods 5 4650

ToTAL 4 6555

) Bess774ncaed. TG 155

Y rmmasanor e 15

Py > seresses Gx6xsr 155

-3

L85

Les

185

RATED WRIGHT

RaTED

weIGHT
UNIT OF MEASURE

18s

85

cHanGEs

$ 527

$ 567.50

§ 3389

$ 6555

$ 350

$ 99

$ 14221

Step 6. In the Dispute shipment page, you can view tracking ID, account number, invoice
number, total original charges, and balance due amount.

Dispute shipment

Enter your shipment aispute details.

DISPUTE INFORMATION

Tracking ID 7799242618
Account number 1234-0000-3
Involce number 4-345-6745
Total original charges $254.00
Balance due $254.00

Dispute amount®

25400

Dispute type*

Step 7. Inthe Dispute amount text box, the balance due amount will be pre-populated. You can
still edit the dispute amount, but the dispute amount should be less than or equal to the

Step 8.

Step 9.

balance due amount.

Select the type of dispute from the dispute type drop-down. For shipment level dispute,
there will be four types of disputes:
Previously Sent, Incorrect Account.
The Dispute reason drop-down will be enabled, and based on the selected dispute type,
click the Dispute reason drop-down and select the appropriate reason for dispute.
Note: The Dispute reason list will be updated based on the selected dispute type.

Incorrect Charge, Service Failure, Payment

FedEx Billing Online — User Guide

Page | 40



Dispute shipment

Enter your shipment dispute details.

DISPUTE INFORMATION

Tracking ID 7799242618
Agcount number 1234-0000-3
Invoice number 4-345-6745
Total original charges $254.00
Balance due $254.00

Dispute amount*

25400

Dispute type*

Incerrect charge ~

Dispute reason™

Dimensions ~

Correct dimensions (length x width x height)*

cn N

SUBMIT DISPUTE

Note: If the Dispute reason is selected as Dimensions, there is one more field available
for adding the dimensions of the package selected for dispute.
Step 10.0Once all the required information is filled, click Submit dispute.

Now, the MPS shipment is submitted for dispute.

12.3. View dispute items

There are several ways to view the items which are disputed.

1. In the Invoice table, all the invoices currently in Dispute will be updated with the status of
Dispute along with their original status (i.e., example: Open-in-dispute).

2. Ifthedispute is created at shipment level the dispute icon will be available in the shipments
table next to the three dots. Clicking the dispute icon will direct you to the @ Dispute
details page.

I
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MPS details ~
TRACKING 1D DIMENSIONS  ACTUAL WEIGHT ACTUAL WEIGHT  RATED WEIGHT RATED WEIGHT T
UNIT OF MEASURE UNIT OF MEASURE

D 7790242618 Master) 636" 155 18S 170 LBS $ 527

Dispute > 24130421077 665" 155 L8s 200 Les 4 56750

> 774889606984 6'%6"E" 155 LBS 200 LBsS $ 3389

/698477488960 666" 155 18S 170 Les $ 6555

Charges

Additionpl handiing - DIM § 1350
Drylee $ 555
Dangerous goods § 4650
oAl § 6555

> 89677406984 B6E" 155 Las 160 Les § 350

Y 13vmsaz077 E6"xE 155 Les 170 LS $ 7219

: @ Y 498720964916 66" 155 Les 170 Les $ 12221

3. Once the dispute is raised, the dispute number will be created, and this will be updated in
the Transaction history section of Payments and charges module. Clicking the dispute
reference number directs you to the Dispute details page.

e
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SECTION-13

13. Reporting

Reporting feature allows you to create and download the invoice reports and helps you meet your
billing needs. Under Reporting there are three options: Create report, Download center, and
Automated settings.

13.1. Create report

Create report allows you to customize report parameters, create reports, and download it for
future reference.

To start creating a report, in the left navigation menu select Reporting and click Create report.

Create report involves two different sections: Filter your report data and Select your report
columns.

Filter your report data:
To filter your report data, follow the below mentioned steps:

Step 1. In Create report page, select either Use saved filter set or Apply new filters.
e Use saved filter set: This option allows you to use the saved filter set from the Filter
Set drop-down. All the values of that filter set will apply to the currentreport. Click here
to know about Manage Filter Set.
e Apply new filters: This option allows you to create a new filter set, first select a filter
set from the drop-down.
88 wsasns
Create repor
= st & Femeet, fean P
B maaraca st
) st rnanon
@ o i e R
@

G mTUR TOLIGACY

&

Step 2. Select the Account number(s) using the checkbox. ]
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Step 3. Set the date range using the calendar selector.[~]
Step 4. Select the invoice status from the status drop-down.

Saving option
Under Saving Option, there will be two scenarios:

1. Save filter set checkbox
2. Save as new and Update filter set.

Save filter set checkbox

If you have selected Apply new filters option, Save Filter Set checkbox is displayed to save the new
filter set for future use. To save, click Save filter set checkbox, I:Iprovide a name in the Filter set
name text box, and click Save Filter Set option.

Save as new and Update filter set

Save as new and Update filter set option is displayed, if you have selected Use saved filter set
option and made any modifications to the pre-populated values of that filter set, like changing the
date range or adding/removing the account number(s).

Sy Optien
e

e Y
SAVE ASMEW | UPDATE FILTER SET )

. "y

T
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If you click Save as new option, then you will get the below window. Enter the filter name in the
filter set name text box and click Save.

x

Save new filter set

G i NITEE BT B Al Baiong Bt
FILTER SET MAME*
CAMCEL

To update the existing filter set, click Update filter set option. The changes will be applied to the
saved filter set.

Select your report columns:

Under this section, there are four ways to select your report columns:

Saved custom columns
All columns

Invoice columns

New Custom column

PN

Torrphaled b now Coluwre” x
bl o of Feals Bling Ordre, this reponting festirs s caled Tomplates. We e now weng Columes Deatify 1y
fastua
These are 33ved 0oluw 5201 TAOR you have readly selected ong ordered
Savwd Cuvtionm (uhaven®
v
MANAGE CUSTOM COLUMN S£TS
L
W e Wl maaiiabie columen 0 your report Coboaren v baie et aimd & coumt dased Sarben 1 and Crchen the Cofirmn Yo wad 1
PVoics PEOrmation, (Porges. Dalances e NOude 1 3 rew ropornt
{ \ wl Do date
PREPARE DOWNLOAD | / \
J f \
/ \ | SELECT COLUMMS )
PREPARE DOWNLOAD ) =
M
PREVIEW REPORTS

FedEx Billing Online — User Guide Page | 45



1. Saved custom columns
In the saved custom columns drop-down all the custom columns which are already saved to the

account are displayed.

» Saved Custom Columns: Select the required saved custom column from the drop-down.
» Manage Custom Column Sets: Click Manage custom column sets link to see the saved
column sets in the account. To delete the column set, select the checkbox(es), and click

Remove.

» Edit columns: To further modify the columns in the report. Click here to know more about
editing the columns in the report.
» Prepare Download: To download the report, follow the below steps:

Step 1. Click Prepare download and it will direct you to the Prepare download page.

Step 2. Enter file name in file name text box.

Step 3. Select file type using the file type drop-down.

Step 4. Click Download, and you will be directed to the Download center page.
PREPARE DOWMNLOAD

Dats Saf

oy SEabus

i hitg

Acocousnd namberiy] 21949 0, 7103 MESO0

In the Download center page, if the file status is completed, click the file name to download the

report.
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2. Allcolumns
This option automatically includes all the columns available in the system into your report.

=

All columns

ricluce all svailable columng in your report

C PREPARE DOWNLOAD )

Click Prepare download (follow the steps mentioned in the referred section), and the report will
be available in the download center.

3. Invoice columns
Invoice columns includes the detailed account-level information such as charges, balance due,
due date etc., in the report.

=

Irvaice columns

Colurmnng inchede detailed account-based invoice
inforrmation, charges, balance due and due date

( PREPARE DOWNLOAD )

PREVIEW REPORTS

» Prepare download: Click Prepare download (follow the steps mentioned in the referred
section) and the report will be available in the download center.

» Preview reports: Click Preview reports to preview the columns available in the invoice
columns.
4. New custom column
New custom column helps you to select the columns for your report.

=
MNew custom column
Select and order the columns you want toinclude ina
vy ROt

( SELECT COLUMNS )

Click Select columns, and you will be directed to Select columns page.
» Select column page is same as Edit column page. Both the pages allow you to add/remove
the columns from the report. To know more about this feature, click Edit columns/New

A\

Custom Columns.

I
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Manage filter set

In Manage Filter Set page, all the saved filter sets will be displayed, along with their details like name
of the filter, date range, account number, filter set, and status.

To remove any saved filter, click the checkbox,[land remove option will be enabled. Click Remove.
To save the changes made in the Manage filter set page, click Save.

Edit columns/ New custom column:

Edit columns or New custom column feature functionalities work in a similar way.

Edit columns: Edit columns option is enabled only when the saved column set is selected from the
drop-down. Edit Columns allows you to add/remove the columns from the saved custom column
set.

New custom column: This feature allows you to create a new column set. Click Select Columns
under New custom column to customize the report column, and you can also save it for future
reports.

There are two sections in the Edit columns/Select columns page:
Available columns: This section displays the list of all the available columns to create a report.

e Search: Use the search text box to find the required column.

e Category: Select the required category to narrow down the column list.

e Add: Click Add to include the column to your report one by one. The respective column will
immediately display in the Selected column section.

e Addall: Click Add all to include all the available columns to the report.

Selected columns: This section lists all the existing columns selected for the report.

¢ Remove: Toremove the respective column from the report, click Remove.
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¢ Removeall: To remove all the selected columns from the list, click Remove all.
e Sort Columnsinstandard Order: To list the selected columns in a standard order, click Sort
columns in standard order checkbox.[]

Edit column page

When you add/remove the columns to the saved custom column, Save as new and Update column
set options will be enabled.

Save as New: If you wish to add the selected columns as a new column set, click Save as new option,
enter the name of the column set, and click Save.

Update Column Set: To update the existing column set, click Update column set.

Select columns page

When you add columns in the Select columns page, Save as new column set option will be enabled.
To save the selected column set for future use, click Save as new column set, enter the name of the
column set, and click Save.

T
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After selecting the required columns for the report, to prepare your report for download, enter a

file name, select the file type from the drop-down, and click Download.

Your report will be downloaded and will be available in the Download center page.

13.2. Download center

To download the invoice, follow the below mentioned steps:

Step 1. Intheinvoice table, select the checkbox(es) for which you wish to download the invoices.

NOTE: You can download up to ten invoices at a time.

= Invoices
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EDIT COLUMNS '

ICE STATUS: OPEN IN DI

INVOICE STATUS: mvoic uTE %
25elected | DOWNLOAD (UP TO 10)| APPROVE/NOTIFY ADD TO CA
Accoun: mvoice DUEDATE  INVOICEDATE  INVOICE STATUS

3-312-02073

T %

9 $236,782.80

views Q

+2 FILTERS +

RT

Step 2. Click Download, and it will direct you to the Prepare your report for download page.

Step 3. There are five different file types available: PDF, Excel, CSV, Txt, XML. Select the required
file type from the drop-down.

a) If you select file type as PDF, you will have below two options:
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i.  Print: Create one PDF of all your selected invoices - A single PDF will be
created with all the selected invoices.

ii. Download/Save: Create a zip file containing individual PDFs for your
selected invoices- A zip file will be created containing a group of PDFs
which includes individual invoices in it.

Note: By default, print option is selected. These options will be displayed
only when PDF file type is selected.
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b) If youselectfile type as CSV/ Excel/ Txt/ XML, column set option will be available.
Select the required column set from the drop-down, the drop-down displays the
FedEx preset columns (invoice columns, all columns), and the saved column sets
for the account.

Note: A single file will be downloaded with all the invoices (Zip file cannot be

created) when you select the file type as CSV/ Excel/ Txt/ XML.

Step 4. The file name will be pre-populated. You can modify it if required, but the file name
should not exceed more than 30 characters.
Step 5. Click Create Download, and it will direct you to the Download Center page.
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Step 6. The Download Center page displays the list of all the files which are downloaded. Here,
you can perform the following actions:
a) Select the account number from the account number drop-down, for which you
want to view the downloaded report.
b) Inthe table, click file name to download the report.
c) Click Refresh button at the bottom, to load the latest results in the table.

d) Click three dots : in the left side of the row and click Delete file to delete the
downloaded report.

13.3. Automated settings

Automated settings enable you to automatically download any new invoices once it is created.

S »If the toggle bar is Off the Auto download feature will be disabled
AT iG> and if the toggle bar is On the Auto download feature will be
S st enabled.

Autodownloads

. »|f the Auto downloads bar is toggled on, then you will be provided
i SRR with Column set and Filter type drop-down option. Filter type
oo drop-down is a mandatory field.
@ rncdonmionds If no option is selected from column set option, then by default,
Cotemn et all the columns will be included in the report.

Fle type*

»Once the necessary changes are made in the Automated settings
page, click Save settings.
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SECTION-14

14. Quick search

Quick search feature allows you to search for any specific payment type and retrieve its details
based on the different criteria like Invoice number, Tracking ID, Transaction ID, etc., in the Summary

page.

Summary

To search for any specific payment type using the quick search, follow the below mentioned steps:

Step 1. Select the required criteria from the Search for drop-down.
Step 2. Enterthevalid valueinthe text box. For example: If you have selected Invoice number
from Search for drop-down, then you have to enter valid invoice number in the text

box.

Step3. Click Search.

Based on the criteria selected, you will be either directed to Search results page or Details page as
shown in the below table.

Search for
Invoice number

\ Textbox
Enter the specific invoice number

\ End result

Redirect to Invoice details page

Tracking ID/
Transaction ID

Enter the tracking/ transaction ID.

Redirect to Shipment details page

Payment reference
number

Enter the Payment reference
number

Redirect to Payment details page

Search results
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Search results page displays when the search has more than one result. In the Search results page,
you can view the below information:

>
>
>

Search Criteria: Displays the criteria you selected, and the value entered in the textbox.
Edit search criteria: Allows you to edit the criteria and the value entered.

Results: Displays all the search results in a table. Click the hyperlink in the table to view more
details about each search results.

Prepare your report for download: To download the search results, provide a file name, file
type, and click Create download.
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