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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 payments and 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.

S
FedEx Billing Online — User Guide Page | 4



Account summary

2=
mE

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

Views and columns

J

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 Invoice filters & search

AN/ @

=[] s

Provides the list of invoice Filter and quick search help
numbers along with its account you to filter and locate the

numbers and invoice details
information in a tabulated

exact invoice number.

format.
Payment flow Managing payments
o @ o
Seamless flow of payment from Helps manage payment profiles,
addlng to pay cart and reVieWing the set up autopay and view your

pay cart items to checkout process. scheduled payments and credits.

Administration Reporting Disputes
PDF IE%
]
Manage primary and secondary Create and download your Dispute any invoice/shipment
accounts and control who can invoice/shipment reports to meet prior to payment and avoid
access your accounts. business needs. paying extra charges.
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SECTION-3

3. Let’s begin!

To log in to the new billing application, follow the below steps:

Step 1.
Go to FedEx home page.
Log in to the home page.

Step 2.
Select FedEx Billing Online.

| ez | In the FedEx home page, click Account and select online billing.
Step 3.

Log in to FedEx Billing Online.
Click Access FedEx Billing Online and log in to your FBO account. You will land in the below
page.
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FecEx® Billing Online @
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ACCOUNT M

o

(9 sanace savsenTs

@ ADMIETRATION @ $38.355.42 & $0.00 ﬁ, $27,246.27
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Q0 serven 10 LIGACY m

«
Search
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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 amount information.
Selecting any of these summary tiles will take you to the Invoice page.

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.

Manage payments

Information related to your payments and payment accounts are listed in
this section under three categories Scheduled Payments, Payment Profiles,
Autopay.

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

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.

Return to legacy
This will take you to the old FBO application.

Page | 7



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 access for.

- Account Balance and Past Due are
. two account summary tiles. Selecting

»
any of these account summary tiles,
will direct you to the invoice table

m filtered with invoices related to the
© s

chosen summary tile.

» Click View Invoices to go to your

Invoices page.

Mobile view:
Fed ® =
S p—
88 __%_ 9 _:9_. : pAccess to navigation menu.
Summary
Account number drop-down provides you the list of all the account numbers you have

access for.

@ $254.00
L AccousT saance

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

PAST Dot

=1

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  Tracking v PrintingServicas v Locations v Support ) o}
ne VOIces
account memaen
Invoices 1234-0000-3 W
Armonrta are shomn 1 USO
[ s254.00 @ $200.00 /N\ $100.00
= ACCOUNT BALANCE ~ oweureo PAST DU
pr— a
%0 FILTERS EDIT COLUMNS VIEWS K
INVOICE NUMBER  WVOICE DATE  INVOICKSTATUS POFSTATUS  OUEDATE  CURRENT BALANCE ORIGINAL AMOUNT DUE PAYMENT STATUS PAID  CURRENCY ADJUST
) raessa 021072021 A Pastdue Avalabie 027282021 $50.00 $5000 Pending $0.00 usD $0.00
) taxnaan 03/10/2021 A Pastdue Avalabie 03/31/2021 $50.00 $50.00 Penairg 3000 USD $0.00
) eanmaa " Sspute Avsiabie 21 $%00.00 $100.00 Penaing $0.00 uso $0.00
> anzuam " Gugare Avatabie 2021 $300.00 $100.00 Perarg 3000 USD $0.00
> edaseras 08/10/2021 Open [Ty 002031 $30.00 $5000 Penarg 3000 USO $0.00
PR RTPRT S 071072021 Open [T 07/31/2021 $30.00 $3000 Perare 3000 UsSO $0.00
) nanen oa/10/2021 Opeon Penaing 0AA1/202) $50.00 $35000 Pendng $0.00 usD $0.00
) 2anears Open NOt supponted 09/30/2021 $50.00 $5000 Pending $0.00 usD $0.00
) «anresy 1071072021 Open Not supported 10/31/2021  $5400 $100.00 Pendng $0.00 uso $0.00
) sanam 10200 Open Avaiabie 11302021  $20.00 $100.00 Pendng $0.00 usD $0.00
Subtotal
Original amourt doe $600 .00
Current balance $554.00
oun comrany MO E rROM FEOEX (AncuAGE
Abous Fadta Fottx iy Fodts Compatiie
Ow Pertite Coporsta Reparsiblly  Deveioper Resmurcn Conter @ wessram
et hutetiorn u— PO ——
Coen Cortact

Y

rowowrox @ O ® © © @

®

© Fadtx 1995 - 2001 Shemep | TermaofUs | Privecy Polcy

&
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Mobile view:

Fed ® =

FeCEx® Bing Onine  INvOiCes

ge =2 O >

ApAcy |

p Access to navigation menu

Invoices
i s . Account number drop-down provides you the list of all the account numbers you have
1234-0000-3 et " access for.
Arrvinrts are Weree e SO
& s$2s4.00 Account Balance and Past Due are two account summary tiles. Selecting any of these
e —Paccount summary tiles, will direct you to the invoice table filtered with invoices related to
the chosen summary tile.
3 $200.00
oesruUTRED
/N $100.00
PASY DUR
Nl rwoices 30 e
S00rCh Dy IOIoe NUmDEr Q You can customize and search the invoices in the invoice table using these filters options.

INVOICE NUMBER
1-345-5323

» |n the mobile view, the invoices are listed in this manner.
INVOICE DATE
02/10/21

INVOICE STATUS
A Pastcue

VIEW MORSE

INVOICE NUMBER

| 1-422-1432 I

INVOICE DATE
o3/10/21

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

INVOICE STATUS
A Pastove

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

»

VIEW MORE

INVOICE NUMBER
4-131-4224

INVOICE DATE

04/10/2021

INVOICE STATUS
In Jspte

VIEW MORE
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Invoice table and its elements

| —— — P =y Q I-—>This tab allows you to search and
%0 \
customize your invoice table.
I VO S WO L DaTe VORCE ATATYR  POR ATATS v Dary CURRENT BALARCE ORNAL AMOWNT DUl ParsEsT STATYE MR Cwnnamcr a2
I_- 5 _|~.- > N A Pt dn o SI/200031  $30.00 $3000 ety 000 U 3000 . .
T _»Columns of the invoice table.
MVOICE sSuMmMary
BLLUNG INPOAMATION Cuarcn susmany O R . .
) 3 Clicking the arrow will give you the
L e AR T R ) ) . Parges - . ) - .
At nmter 123400003 nam tarieg Saren T own » details of the corresponding invoice
e € o S ot L I A8 b
— yA30asey R ' number.
Swsie dute Torw $ e
Lt Y A Pt Om
o oty [ e Sargmy
FEL AN S Bt § -3000
Shnteds $50.00 Traraguraor Sargen $ 00 . . .
c — To get more details about the invoice,
SSLLLLCE # either click Invoice number or Invoice
R .
Xeber drge s 000 Details.
Yot § e
T cma o et $ M
Rl e DR SR f$me
POTAL BALANCE Dut s

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 Select the invoice status as Open, Past Due, and Closed.

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

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

Currency Select your local currency from the list of currencies available.

Date
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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.

ne  nvocm
it ot womns
Invoices 133400003 %
At s P AL
’E] $25400 A $20000 A\ $10000
ACCOUNT BaLANCE - sy AT e
A — .
20/ ° RTERS A BOIT COLUMNS views Q
A
©  rwokce detais Invoice status
g go==— B oswr
e 3 oo - = cspze
PVOICE PO [ mstove
Vo statvs - 2] past oue - n cspte
~ . 0e D Core
Dl 2 [ cone SO
L0
(.m. \
Y San o Avatatie » 12000 100 o Py 0o s 03¢
Subtots
et wcnrt dn $e0x 00
Carert Lainren $35400
GVE (Omrany WOE FROm A ANGvase
At fotie ol ey rotis Componnn
s P e bttty (e bamne (ot @ et
et Sare ———— [ DI
oo oot 0
e v
anee e e 6
p—-oYX X X 1O

=
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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.

o w——

1234-5678-9

3718,239.7 : m

s . - S
N paLance bt oassurt b pasr o

IPORCE STATVE PAST OWC | MAST ONE W DUSIuTE

1234-5678-9 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.
Step 3. Click Apply.

Jo)

© rrens DT CoLnens A\ vews s

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

S
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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.

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.

$374,539.51 uss $0.00 use A $208,238.59 uso
1\
® BALANCE DUE 6 [ A PAST DUL
ompray 8 O rureas v LORT COLUnNS N/ views A Q
> )

i FEDEX DEFAULT VIEW (Defactt) i CALIES VIEW
I PAST DUE INVOICES i TEST SAVE VIEW
I INVOICES IN DISPUTE ioTESY

i OTESY

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.
Step 4. Click the Views drop-down to review your saved views.

S
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S v
| es 105501412
®’>3‘~5J95w O $0.00 A $208,238.59
BALANCE St oneuTy PASY Ot
| Q
INVOICE STATUS: PAST D08 X - P
ACCOUNT NUMSER INVOICE NoMSeR Ut DAL INVOKCE DA%t INVOKE STATUS INVOKCE T oG
> 4 ¥t Oue $46. 64
> ‘ 5t Ove $1.8

ENTER VIEW NAME

CANCEL

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.
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® $606,226.36 uso $2,635.19 50 A $440,836.95 150
BALANCE DVE DISIUTE PAST DUE
Viewir)
1023 OF 1023 AR vV EOIT COLUMNS v/ VIEWS A Q
Sarah, these are your views
Qurrens Sefaut view Fedex Dehy €
Standard Views Saved Views
i FEDEX DEFAULT VIEW (Default) i OPEN&PAST DUES
Sat 35 default
PAST DUE INVOICES
Rename
¢ INVOICES IN DISPUTE ®T
Delete
wavyau Open Ground M s wo
Svren b €93 €22 €53 €24 N

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 uso 0 $2,635.19 uso A $440,836.95 uso
SALANCE DVL ot PASY DV

Viewng

1023 OF 1023 LIRS\ EOIT COLUMNS /" views A Q
Sarah, these are your views

Current Cefaut view Fedex Defaut Ve
Standard Views aved Views

3 FEDEX DEFAULT VIEW (Default) I OPEN & PAST DUES

S4t a5 Cefauin 5

WCES PAST DUE 0-1§
I INVOICES IN DISPUTE CALEB VIEW TESY
v Upen Lrouna M IBLL0 WML "L
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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.

e reme aecamas 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
e o 0T Couument s Q
Tcams 9 L ] FRODUCT SR0WF  BrEMENCE raroe L POTAL BLLED  BALANCE D
TN MWW e W LR A R Jead  WTRUOM PO mx
ST W Gwed W FOOINNE  yew Owed OUEOD D000 (= |
e WL Gaed WY K Poow Ot M 00 wx
RN AT L ~ e P - SN oM wx
TN RO o  WaT Lases b 2 Poow  Omee WO oo wx
»os IO bows WS O 20 Pocw Comd  GUOM  $000 wx
LRt R ord WY e L] Poew Ot L |
MAMMTON WY hews WY 00NN Peoe Cued 20000 oo o
sewvewey wonsens tess sy Mt Sece Creet  swoes wws e

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

3 Payments and charges

Transaction history ~
Merchandise sale details ~
Miscellaneous charges ~
Other mscelanecus charges -

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

(_q Historical reference
Address correction v

Approval and comments history > o

Messages includes information and messages specific to your invoice.

[  Messages

Messages N
3n nciuged inths nvoce receved an earned dscount Fyou would ke t0 ki how € wes calcuisted, Dlease go to the folowing URL: nttes//wwn fadex com / TarnedD scounts,
may apoly
To pay your FedEx invoice, please go to x.com/oayment. Thank you for using FedEx.
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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.

@ Shipments

i s v 0T Coummens v viws v Q
TCEmi®  m Ll ] PROOUCT A0 arERENCL Lo IR L B TOTAL BALED  BALANCE Dt
TV I WO Gowd W% OSEMIC Pyper Cod WY 000 ex
WIBOCWNTT WD Gowd WY 10-0110008° Sooer Coed Q@00 000 0w
TR0 N0 Growe WY e N Y S Csed 001790068 8000 o
RN N0 bges WS ~ heteen Poowr Ot WM 000 W
BTN OO homm VAT Lemes b ) Pooer Comd MMM 000 wx
IBOMONTT W toes WS 04207 Soor Comd  SH0M 00 0w
TN NI Greed WY Insan™ Poowr Ot 00N 000 wo
MAMMTON WA boem VAT OO0 Pooer Coed 12000060 000 wx
DRUNYNANY  WMASN  fenes  sea® OMANN  Quvee Ccad  SYSLMEN  SSAN ('Y

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

S
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- > >
S AL s 02 s & 20
rLine IS TTGAYAVEL R
Tracking ID 99242618
- —
Heg ~
B W OAmaT . TRARAACTYON M Tans
Toary © ~mte s rmsae b e
——— e g
e e
et aomer
e, 0143
e e "
e vbes
Tomning © o et o tttrte
& s an e
— vt
s o
s
(W SmATYRE FEOOP GF SELIVIRY VAT poCvmaTS
Y Crinmante
QP Shipments
SROmert Setaly e
D Payments and cCharge
Charges v
~
§ HIstoricyl reference
nore v
) ~
fess
) Message:
Veiss et ~
e Comrant T, Camenase
— vt g [N,
o o topeantn, o s (2w @ -
o~ S ——— S
- v
e OO0 G

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.
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@  Shipments

Shprrent Getals

Tendered date
Payment type
Service type

Package type
Actual weight
Rated weight

Rated method

Meter nurries
Declared vakoe
Detivery date and time
Service Zip code

Noame of Layre

ooer

Feolx 20wy
08

Customer Pacagrg
Tios

wos

339682

Payments and charges provide details about Transportation Charge, Discounts, Hold for Pickup, and Fuel

Surcharge.

CHARGES

Trarspontation Charge
Ovsconet

Carned Disconnt

Mokd for Pickng

Fuel Surchange

Total

= Payments and charges

$40 98
$2597
5389

$0 00

Historical reference provides details about customs and references.

Q Historical Reference

Ertry Owte
oty Nuvtes
O irnd Ve

Cantoma Vanse

fete e

ORIGINAL REFERENCE

Cn e gram Contivvars Beteroce e
P i G ee e
Peterernen)

Owpartrent ramter

UPOATED REFERENCE

v w gt Contiovare Bwteroon @
D e e et
Petererne 8

Owpartrrent rsmeer

COAT ALLOCATION REFERENCE

Cont alhon st

egevent N tos

Messages includes information and messages related to your shipments.

| e | Messages

Ve taceo u ® %o tha . DOTE MBE DEEN CACUSED DD 0N B TS ENUe TASINOD OF 22626911 I8 W2
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SECTION -9

9. Payment reference

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

(=) Payments and charges
Traraacton Pestory -~

ACTIVITY TRANSACTION DATE TRANSACTION AMOUNT cusmENnCY TRACKING/ TRANSAC TION 10 BErERENCE WO STATUS OnIGNAL

PAYMENT W0/21/2022 27878178 v 999999999 99999999 “cheddea

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
PAYMENT DETAILS
Payment Method K
Payment Date 2022490-29T20:03192
Payments
ACCOUNT NUMBER INVOICE NUMBER INVOICE DATE DUE DATE TRACKING/TRANSACTION 1D TRANSACTION AMOUNT STATUS
999999999 sicee chedued
999999999 $1.400 34 Scheduied
1234-5678-9 9-999-99999 09/08/2022 o9/23/2022 999999999 shaRs a2 Kheded
1234-5678-9 9-999-99999 09/08/2022 09/23/2022 999999999 $1469 Scheduied
1234-5678-9 9-999-99999 OP/08/2022 09/33/2023 999999999 $1.562 94 Scheduled
1234-5678-9 9-999-99999 09/07/2022 09/22/2022 999999999 sa6.1¢ Scheduied
1234-5678-9 9-999-99999 09/08/2022 09/21/2022 999999999 $429178 Kreded
SUBTOTAL
Paymaent Cart Total $27eT e
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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

Tracking ID 7799242618

Shipment
120f12

BILLING INFORMATION TRANSACTION DETAILS

Tracking ID number 7799242618 Sendar information

Invoice number 4-345-6745 Tank Design
14

Account number 1234-0000-3 lar Street
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

S = 74 Hargrove Road
Banks Creek
Queensland, 4306
AUS

IVIEW SIGNATURE PROOF OF DELIVERVI CUSTOMS DOCUMENTS DISPUTE SHIPMENT ( ADD TO CART )

Amounts are shown in USD

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

&~ FedEx" Tracking

shipper or payer FedEx account number

with this shipment

ACCOUNT NUMBER (OPTIONAL)

Obtain proof of delivery

For a detailed proof of delivery, enter the

O9-diqgit

associated

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.
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SECTION-11

11. Pay cart

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

invoice or shipment level.

NOTE: Pay cart functionality is not available for users with view-only access.

r']if-li' 18 &:TZZ /\S?‘JE'
~ ceseuTIO A3 pasr oun

ACCOUNT BALANCE

R O O RO LAt

11. 1 Adding invoices/shipments to pay cart
To add invoices to pay cart, in the Summary page select any of the account summary tiles or click View all Invoices
option to go to the Invoices page.

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 payment is
already completed for those invoices.

In the Invoices page, invoices or shipments can be added to pay cart in multiple ways.

To add invoices to pay cart directly from the invoice table:

Step 1. In the invoice table, select the invoices for which you wish to make payment by clicking checkbox {-]
of the respective invoice number.
Step 2. Onceitis selected, Add to Cart option will be enabled, click Add to Cart.

S
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Pooces Yn (‘Al T
.
R - U -
Invoices 7024-5347-0 s
3l $54817.18 o) $0.00 A $54817.18
ACCOWVNT BALANCE onrvTio ALY Dt
Ve
933 ©F 153 © rurems LOET COLUMINS views Q
VO E ATATVE 0N X INVOME STATUS OFEN N DIMUTE X SIERTEM &
2500000 ADD TO CARY
ACCOUNT NuMats YO E NuMate oV DaTe NVOE DAYE PNEOMCE ATATVY POR ATAYVS NONCE TYre OBILINAL AMOUNT DWW -
> M2e834790 331166559 OM24/2023  ONON0Y A PO Avsitanie Trarsportaton  $3842%
&l > Mesro »-311-44576 OM24/2023  ORON202Y A PestOue Avasitanie Trarsoortaton  $29080
> 702453470 331146558 OA4I023 OO0 A\ PestOue Avaitanie Trareportation 529080

To add invoices to pay cart in the invoice summary expanded view:

Step 1. In the invoice table, expand any invoice for which you wish to make payment by clicking the caret
arrow icon of the respective invoice number.
Step 2. Scroll down through the invoice summary information and click Add to Cart.

Viewing
3085 © ruress EDIT COLUMNS \/ views \/ Q

INVOICE STATUS: OPEN X(  INVOICE STATUS: OPEN INDISPUTE 2 FILTERS +

-
O ACCOUNT NUMBER INVOICE NUMBER OVEDATE INVOICE DATE INVOICE STATUS
O v G0P-9843-0 7-164-38779 08/24/2033 08/09/2023 A\ Pt o

Invoice Summary

BILLING INFORMATION CHARGE SUMMARY

100K e Aumber T-164-3577%  Total express charges 3000

Account number COPI-9R450 Transportation charges $63.02

Store 1O number Other Handling Charges $7404

Fedlx tax IO number 710427007 Total ground charges $133.08

avoice date 08/09/2023 Total late fee charges 30.00

nvoice due date 08/24/2023 Total other charges 3000

Iovoice status Past Due Total invoxce Amount $13306

IorvoKe balance $13806 Total Payments and Credits $0 00 s

Tot Balance Sue $130.06

INVOICE DETANLS

~
ADD TO CARY SHOW INVOICE (POF)
w -

S
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To add invoices to pay cart in the Invoice details page:

Step 1.
Step 2.

In the invoice table, click the invoice number for which you wish to make payment.
You will get the Invoice details page, here click Add to Cart.

INVOICE DETARLS

BILLING INFORMATION

Ivosce number

$tore 10 number

woice date

Iwvoice balance $3562

Account rumber 02453470

Fodlx tax 1D rummber 710427007

voice ue date 08/24/202)

Ivouce status Past Due

CHARGE SUMMARY

Trarsportation charges
Special handiing charges
Total express charges
Total growund charpes
Total late fee Charges
Total other Chavges
Total iewoice Amount

Total Payments and Credits

25 Dalance Oue

CUSTOMER INFORMATION

$000 78744321

T

CART

4 >
ADD TO CARY

( SHOW INVOICE (POF) )

To add any specific shipments of a invoice to pay cart in the Invoice details page:

Step 1. In the invoice table, click the invoice number from which you wish to select the shipments for
payment.

Step 2. The Invoice details page is displayed, in the Invoice details page, scroll down through the Shipments
module.

Step 3. In the Shipments module, select any shipments for which you wish to make payment by clicking
checkbox [-fof the respective shipment number.

Step 4. Onceitis selected, Add to Cart option will be enabled, click Add to Cart.

rees N 0T COLUMNS N wews

Q

TRACKNGNIMINS  DATE e PROOUCT CAOW®  BERTRENCE ravon srarvs neTER CAILINAL CmARC

847000 24900712440 POV Leprem AmBAS | Doy Pregha0000 1 441 ) teccest  Cave 0430108 $)1408

“33oe Ia

The selected invoices and shipments will be created as a new pay cart. If there are already any invoices in the pay
cart, clicking add to cart option will add the invoice or shipment to the existing pay cart.
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Once the invoices or shipments are added successfully to the pay cart, you will get the below message.

@] Success X

Once the invoices are added to the pay cart, you can view the shopping icon next to the checkbox of the
respective invoice number and the payment status will be updated as Added to cart.

we
":] :--.-..-u‘nuc - ;-'-'n A vast ot
by s DT CouUMes wews Q
Error messages
Scenarios Error message
X
When you add any closed invoices, or invoices
submitted for payment, or invoices scheduled for Error
payment to pay cart, the below error message is PvOices warent 3ded £0 your cart. Ror more Infonmation about
displayed. CONG MWOCEeS 20 yOur Cat, vew the he 3¢
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When you add any disputed invoices to pay cart, the
below error message is displayed.

@ J

When you add any invoices or shipments which is Info X
already in pay cart, the below error message is
displayed. tem(s) alreacly added to the cart
When you try to log out with the items in the pay cart RS x
and not submitted for payment, the below error o e R B Aot o e
message is displayed. 0gging out will remove all items

from the cart

11.2 Review pay cart items

After adding invoices and/or shipments to the pay cart, to review the pay cart items, click the shopping icon or cart
on the top right corner.
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Q:‘ CARY
z $e4?
-~ AN A
Invoices 7024-53470 N~
@3545"773 e $0.00 ASS-‘.E)W?S
ACCOUNT BaLanCE OnsvTED PASY Due
vewre)
151 OF 151 © ruress DT COLUMNS viEws Q
INVOME STATUS OEN X PNVOMCE STATUS OFEN W DISMNTE X SAERTENS ¢
ACCOUNT Nusate INVOIE NuMsLe Owe DATE NVOME DATE O STATYS PO ATAYYS VONE Tyt OBGmAL AMOUNT 0w
W ) oo 331166559 CO24/2023  ONOP/02) A\ PostOve Avadatie Tracsportaton  $336.21
VW ) weneo 331164576 CO24/2023  ONON/0D A Pt Oue Avaiatie Trasportason  $390.80
> 28300 31164358 C824/2023  OMON202Y A PO Avadatie Travsportanen  $29080

Clicking the shopping icon or the cart will display the total number of items added to the pay cart along with its
details.

3 - CART
tovoices » Cart W $647.01 VS0

Cart

d ACCOUNT NUMBER

7024-5247-0

b Total (2 tems) $647.01 o
ACCOUNT NUMBER INVOICE NUMBER TRACKING 1D INVOICE DATE CURRENCY DUE DATE CURRENT BALANCE

C
7024-5347-0 3-311-66559 08/09/2023 uso /2472023 $35621 2]
7024653470 3-311-66576 08/09/2023 uso 08/24/2023 $20080 2]

Total (2 Items) $647.01

In the Pay cart page, you can view the following information:

a. Account number for which the pay cart items are created.
b. Total number of pay cart items along with the total pay cart value.
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c. A table with the following information: Account Number, Invoice Number (This will be a hyperlink that

directs you to the Invoice details page), Tracking ID (If applicable, this will be a hyperlink that directs you
to the Shipment details page), Invoice Date, Currency, Due Date, and Current Balance.

At the end of each row, you can view a trash can icon. To delete any invoices in the pay cart, click the trash can
icon of the respective pay cart item. Clicking the trash can icon displays the below window.

X

w

Click Yes to delete the respective pay cart item from the pay cart and click No to close the window.

To remove all the items in the pay cart, click Empty cart. Then, the below window will be displayed.

X

o DSy

Click Yes to delete all the items from the pay cart and click No to close the window.

To return to the Invoices page, click Invoices on the top left corner next to the FedEx® Billing Online as indicated
below or from the navigation menu, select Invoices.

If you click the shopping icon or cart with no items in the pay cart, the below page will be displayed. Click the
Invoices hyperlink to view the Invoices page.
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R

11.3 Checkout process

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

In the Checkout page, if there are any available credits in your account you will get a Apply credit option. You can
utilize this credit amount for your payment by simply enabling the toggle bar. [ @)

NOTE: If your pay cart has pay cart items of more than one account number, then apply credit option will not be
displayed.

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

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.

If you don’t have any saved payment profiles or you want to add a credit card or PayPal account (if available in your
country), select the relevant icon O and fill in all the relevant details.

New Credit Card:

To add a new credit card, follow the below steps:

Step 1.  Click the icon, next to New Credit Card.
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Step 2.  Fillin the mandated input fields like Name on Card, Credit Card Number, Expiration Month and Year,
CVV, and your Billing address.
Step 3. Click the checkbox to {.-] accept the FedEx Billing Online terms and conditions.

Credit card Information

W ML TR Credt O
Y
va @ E s

W qrored Psds
Nawe On Core

Creant Card Mumber”

Cepraton date
Mo v Yoot o

e V|| et v

Biling address

ConntryYorvtanry”

late Provinn” TorPets cote”

NOTE: A maximum of ten credit card information can be saved as a payment profiles, if the account already has
nine saved credit card profiles, then while adding the tenth profile, you will get a message stating “There are already
nine saved credit card profiles and the maximum number of saved profiles allowed for a single account is ten.” And
if there are already ten saved credit card profiles the new credit card option will be disabled. Saving a payment
profile functionality is available only for admin users.

Payments made with a credit card profile must be within the threshold of $1-599,999
New PayPal account (if available in your country):
To add a new PayPal account, select the PayPal option and follow the PayPal instructions.

NOTE: You can save only one PayPal profile, after saving one profile the PayPal option will be disabled, and to add
any new PayPal profile, delete the existing one.

S
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Saving a payment profile functionality is available only for admin users. Payments made with a PayPal profile must
be within the threshold of $1-$99,999.

Then, Next and Save as New Payment Profile option will be enabled.

Schedule the date on which you wish to make payment, by clicking the calendar selector ﬁin the schedule a
payment window. By default, the present day will be selected, and you can schedule the payment date within 14
days.

NOTE: With the PayPal account you can only make instant payments. Schedule a payment option will not be
available for PayPal payment method.

€ 3 payment

SChedule
Paymert aste

Oxctotar 2903 »
Comany

e

——— e et e

Once all these payment preferences are completed, click Next. The Payment Summary page is displayed.

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

?: $200.00 credit appiied

SChedued payment date  10/06/2023

EDIT DETAILS

ar®

ACCOUNT wisntn WO L Nt

Se340 33110087

THACKNG O

ot Datt

= R e |

vt oatt

CURBENT BALANCE

ol

CoRnEncY

Seremary

Scretse poymet 15020

SRR0%N () Reew $290 X

Creat Apgled ~$200 00

Total $90.80
PAY =

EDIT CART

CANCIL

If you wish to edit any of the payment details like payment method, applied credit amount, or scheduled payment
date, click Edit Details. It will direct you to the Checkout page, and you will be able to make the required changes.

If you wish to edit any of the pay cart items click Edit Cart, and you will get the below window.

CANCEL

Click Leave Page to view the Pay cart page and click Cancel to close the window.

If you wish to cancel the selected payment, click Cancel, and you will get the below window.

CANCEL

Click Leave Page to view the Summary page and click Cancel to close the window.

If you wish to proceed with your payment, click Pay. Then, your payment will be scheduled, and the below page is
displayed. The payment status of the selected invoice or shipment will be updated as Submitted, Scheduled or
Pending depending on the status of the payment.
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In the above page click Done, and you will be navigated to the Summary page.
Additional information on payment process:

> If the total pay cart value exceeds the FedEx maximum amount for the given payment method, the pay
cart will not be submitted, and an error message will be displayed stating “The amount exceeds the
maximum allowed for that payment type.”

> In the scheduled payments, if any of the payment gets cancelled due to the wrong payment details or
insufficient funds or any other conditions, the invoices or shipments will be automatically updated to open
status and amount will be added to the Balance or Past due amounts depending on the invoice. You will
also get an email regarding the failed payment and the payment type associated with the failed payment
cart.

> If you schedule a payment for any invoices or shipments after the due date, then while submitting for
payment, you will get a message that “At least one item in the pay cart is scheduled for payment after the
due date and will incur a late fee.”

S
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SECTION -12

12. Manage payments

Manage payment section provides details related to your payment information under three different subsections:
Scheduled payments, Payment profiles, AutoPay.
NOTE: Manage payments functionality is not valid for users with view-only access.

12.1 Scheduled payments

Any payments scheduled manually will be displayed in the scheduled payments tab. The scheduled payments tab
has a table which provides following information: Scheduled Date, Payment Profile, Payment Type, Reference ID,
Cart Total, and Currency.

Manage payments @ ooy On

Schedubed payments Payment profies APy Avallable Crecit

SCMEOULED DATE PAYMENTY PROFILE PAYMENT TYPE REFERENCE 1D CARY TOTAL CuURRENCY

TS Marually scheded 20639012 1491 vsd

In the scheduled payments table, you can view three dots : in each row. To make any changes to your
scheduled payments, click the three dots. :

SCHEDULED DATE PAYMENT PROFILE PAYMENT TYPE REFERENCE O CART TOTAL CURRENCY

2023-10-22 EFT345 Manualy screduled 70639012 1491 UsO

OUR COMPANY MOSE FROM FEOEX AN A

ADO.t Beot Zeck: Bog Pockx C roe
JAtes Suates
P . s fe 002 ol e -
. .

. oow

You will get three options: Cancel Payment, Edit Payment Details, View Payment Summary.

If you wish to cancel the scheduled payment, click Cancel Payment. The below window is displayed.

e
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Payment Total (1 item) <9
Currency

Scheduled Date

Payment Profile Test123

Payment Reference

CANCEL PAYMENT

BACK

Click Cancel Payment to cancel the scheduled payment and click Back to close the window.

If you wish to edit your payment details, click Edit Payment Details. It will direct you to the Checkout page. Here,
you can edit your payment preferences as you wish and click the checkbox :r1:to agree to the FedEx Billing Online
terms and conditions, then the Next option will be enabled.

Test123 b
B
S

Crecdit cad nformaen

Testi23 »

TS ot

Click Next, the Payment Summary page will be displayed. To save the changes made to your payment details, click
Save changes. Now the scheduled payments will be updated with the edited payment details.

=
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Payment Summary
Payment Details
&t Details
TesT123 Moot saeen @INIEY
- o LR . - LU
' 2ed
Ao e
AT et e et e "N
: ‘ m
> -
wonar esne -t mese neses o R SRS PR Comams
- 5 —ry e Lo

If you wish to view the summarized information of your payment details, click View Payment Summary. It will
direct you to the Payment Summary page.

& FedEx* Biling " > > >
Payment Details
TEST123 Sredse peymet VIR0
SURtotal (1 Rem $3se
Total e
Cart EDIT PAYMENT
ACCOUNT womnte VO Mt TRAlamL 0 O BaTE vt barte CVRRENT BaLancr Cunsency
Rt 3 S MRS 0009 202 el vio BACK

In the above page, click Edit Payment to view the Checkout page and click Back to view the Scheduled payments
page.

If there are no scheduled payments for the selected account, the below page will be displayed.

[

Manage payments

< RSt payments Payment proies ArcPey Avaliatie Creait

You do not have any scheduled payments.
To schedude a paymant, 9O 0 lwvolces 1O get started

VO S
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12.2 Payment profiles

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

For standard user:

e Abed pe ety Paret e Ar e, Auwidre Credt

waa T2 TEST123
visa  TEST345 pmena gt

o VISA For standard user, only back
B o Barme vO 31308 option is displayed, which

denotes that you can only view

ﬁ TEST901 EFT ACCOUNT .
your saved profiles.

For admin user:

PP IRSA——— . P ~wwre (oot

wa TEST123
s = Whereas, for admin users, there
" - c-apinng VISA is an option to edit or delete the
E - e O existing profile, set the default
profile and an option to add a
= e > new payment profile.
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In Payment profiles tab, the saved profiles will be listed in an alphabetical order. If there is any profile which is
selected as the default profile, then it will be at the top and the rest of the profiles will be listed in an alphabetical

order.

If you have chosen any of the profiles for autopay, then “Used for AutoPay” message will be displayed in the saved

profiles list below the profile name.

In addition to the above information, in the saved profile list, each profile will have additional information

depending on the payment type of the profile.
Credit card profile:

In the saved profiles list, below credit card details are displayed:

ocd
. Vae< “or sty

@ TEST901 EFT ACCOUNT

B F AL O N I

——
/

BACK ADD NEW PAYMENT PROFILE

\ /

™ , - o’ » - . -~ ~ats
| -
Are » » »
TEST123
VisaA
TEST678
necrg ]
TEST345 o
VIS AM
————_
SintemnonaName Ex‘
TEST678 — V| St s D¢t
X AMEL rang »

YV VY

Icon of the card type

Profile name

Last four digit of the card

In addition, the selected profile is chosen as
a default payment method, so “Default”
label is displayed. Also, it is chosen for
autopay so “Used for AutoPay” message is
displayed.

Clicking any credit card profile in the list
displays the below additional information

>
>
>

>
>

Card type logo

Profile name

Card type name along with last four digits of
the card.

Expiration details

Billing address

To edit the selected profile, click Edit to view the below Edit Payment Method page. Here, you can edit your card

details and billing information.
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UPDATE PAYMENT PROFILE

Once you complete making the updates, enter the CVV and click the checkbox :r1:to agree to the FedEx Billing
Online terms and conditions, then Update Payment Profile option will be enabled.

To update the changes made to the card details, click Update Payment Profile, and to discard the changes made,
click Cancel.

To delete the selected profile, click Delete and the below window will be displayed.

CANCEL

Click Delete to delete the selected payment profile and click Cancel to close the window.

FedEx Billing Online — User Guide Page | 41



PayPal profile:

In the saved profiles list, below PayPal account details are displayed:

< FedEx® Bilng 2 | iscens sarments
gy » Profile name (which is an email id linked
: : : . > with PayPal account).
’ » Payment type (i.e. PayPal profile)
ﬁ TEST901 ‘
PSR CREDT LReON oA 1 3000 TESTXYZ@FEDEX.COM
Du Ol Profie Clicking PayPal profile in the list display this
L .T.EjT.X:Zf.FEDEX'COM - P Payral » additional information:
CD O vwsrosrrn ——n » PayPal logo icon
7] et a3 Deta » Profile name (which is an email id linked
with PayPal account).
» Payment type (i.e. PayPal profile)
BACK (Annmwvuumv:-ufulll\]

NOTE: In PayPal Edit option will not be available.

To delete the selected profile, click Delete and the below window will be displayed.

X

TESTXYZ@FEDEX.COM

‘»

DaPal Prof
PayPal Profile

CANCEL

Click Delete to delete the selected payment profile and click Cancel to close the window.

If the user doesn’t have any saved profiles, the below page will be displayed.
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¢ FedEx® Biling Online  Masage paymants

AtoPyy Of  SET UP AUTOPAY

Manage payments

Schedued payments Payment profiles AaroPuy Avallable Credit

You do not have any payment profiles

ADO A NEW PAYMENT PROFILE

BACK

NOTE: Only Admin user will get the Add a new payment profile hyperlink.

To add a new payment profile, click Add a New Payment Profile hyperlink, the add new payment profile page is

displayed.

“
(08
>

- r.s
=0 =X
— FSUC

Add New Payment Profile

-~ - - ‘ - - w - - —ar - -
=&ieCt Ine Type OF payment profiie yOou WOUIC like T0 3CC, Then enter your payment Cetaiis

(@ New Credit Carg

O NewerT

w.PayPal
If you want to add a PayPal account, login or create a new account

To add new credit card, select New Credit Card and fill in all the relevant information. For more details on how to
create a new credit card profile, please refer to New Credit Card topic.
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D L aPmns oo

To add a new PayPal account, please refer to New PayPal account topic.

After filling the necessary information, click the checkbox :r1:to agree to the FedEx Billing Online terms and
conditions, and click Add New Payment Profile. The profile will be added in the payment profiles tab.

In this way, you can review, create, edit, or delete your profiles and set default profiles in the Payment profiles
page.

12.3 AutoPay

AutoPay option allows 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.

If you are currently enrolled for AutoPay, then in the Manage payments section, at the top of all tabs a green dot
indicator with the message @ “AutoPay: On” will be displayed.

Manage payments @ xcachuyOn

Scheduled payments Payment profies At oPay Avallabie Credit

If you are not currently enrolled for AutoPay, then in the Manage payments page, at the top of all tabs a grey dot
indicator with the message « “AutoPay: Off” will be displayed. Next to the message, Set up AutoPay hyperlink is
displayed.
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B Ze i i s T e Aoy O%  SETUP AUTOPAY
vianage payments "

UNedsed payrecty Py et prifies Asto? sy Avalatie Creat

Click Set up AutoPay hyperlink to view the AutoPay tab.

In the AutoPay tab, to enroll for AutoPay follow the below mentioned steps:

Step 1. Select the Payment profile name from the drop-down.

Step 2. Enter the Maximum payment amount (This should not exceed the FedEx threshold amount, for Credit
card and PayPal profile it is $S1 - $99,999).
Step 3. Once the above information is entered, Set up AutoPay option will be enabled. Click Set up AutoPay.

In the AutoPay tab below information will be displayed.
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Manage payments @ Ascduy.On

PR S (s Fayrreot (uofies Artorwy Avaiatie Crecst

ir AutoPay details
NG They Bre BEed. Any CRONGS y

o AtoPey. y BN B ROMITC ANy DOy .

»
= TESTXYZ@FEDEX.COM

Profie Mame
TESTXYZ@FEDEX.COM
P s U ey Trent amount

s

Payment date
- Cayn ey - e 3 .o

EOIT  STOP AUTOPAY

Now, if you wish to make any changes in the AutoPay setup, click Edit. The below page is displayed, here you can
make the required changes and click Update AutoPay.

Poymans oeive same

TESTXYZ@FEDEX.COM

e e

.

If you enter the payment details above the FedEx threshold value, you will get the below error message.

Your AutoPay details

NETA At0PRy, yOu CaN PUNOMABT LAY DBy IMWOICES ONCE They 378 133ued. Ay CRANQes yOou
M@ Wil 1ake ¢TeCt In tThe Next B 9 <y<le
Payment profile name*
AMEX2 N
Maximum payment amount®
299991 (©)
rvlu-.--..- enter amount between $1 and $99999.99 to complete AutoPay Setup.
¥ Tate
14 ~ days der your invoice Is Issued

Also, if any of the invoices exceeds the maximum payment amount specified, then the auto pay function cannot
be applied for that invoice and payment must be done manually for those invoices.
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If you wish to stop AutoPay, in the AutoPay details page, click Stop AutoPay. The below window is displayed.
X

" " . & . A
Are you sure you want to stop AutoPay

f you 5200 AutoPay, this payment profile will no longer be used to
LM ATUCHly RPIYy INVOCes 3“'.?"."?, are issued. This change w
take effect in the next billing cycle. Any currently scheduled

PaymMents will 28 De spplied

STOP AUTOPAY

CANCEL

Click Stop AutoPay to opt out for AutoPay and click Cancel to close the window.
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SECTION - 13

13. Credit Card Billed account types

Apart from the view-only users, standard users, and admin users, there are other different users with different
account types. There is Credit Card Billed account (CCA).

13.1 Credit Card Billed

Credit Card Billed (CCA) are accounts linked with a credit card and only allowed to have a single credit card on their
profile. Users can make changes by “updating” their Credit card within the saved payment profile section.

Credit Card Billed accounts has a single payment profile, but here it is credit card profile.

With Credit Card Billed accounts, invoices will be automatically paid once their account is billed using their credit
card profile.

So, the invoice table will not have any open and past due invoices.

waws U ieim PRy

Only payment profile is available under Manage payments section, you will not have any auto pay or scheduled
payments tab, instead all your invoices will be billed directly to the associated credit card and the payments will be
made automatically.
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Also, under payment profiles, you will have only single CC profile, with the option to edit.

To edit the profile, click Edit to view the Edit Payment Method page. Here, you can edit any of your credit card
details.

e Toteie oo

Once you complete making the updates, click the checkbox :r1:to agree to the FedEx Billing Online terms and
conditions, and the Update option will be enabled. h

To update the changes made to the credit card profile, click Update Card, and to discard the changes made, click
Cancel.

Also, Credit Card Billed accounts will not have the following options: add to cart, shopping icon, cart on the top
right corner, and Pay Cart page, because all the payments will be done automatically. Additionally, invoice PDF will
not be available and Show invoice PDF option will be disabled.
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If a saved credit card is removed from the account by any FedEx agents, the account will be cashed, and the
shipments cannot be made on the account until the CC profile is updated.

What to do if the saved credit card is about to expire?

If the credit card saved in the payment profile is about to expire, a trigger will be raised 1month and 15days before
the expiration date. A banner will be displayed in the Summary page with a message “Credit card is about to expire,
and the account will be placed on hold if the card expires” and Update Card option. This banner will remain in the

Summary page until the card is updated.

Click Update Card to view the Edit Payment Method page.

In Edit Payment Method page, enter the updated card details, and click the checkbox to agree to the FedEx
Billing Online terms and conditions and update option will be enabled. Click Update.

Now, the new credit card will be saved, and all the future invoices will be billed to the newly updated credit card.
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What to do if the saved credit card expired?

If the saved credit card in the profile has expired, the payments for the items in the current billing cycle will be
failed and the invoices will appear in Past Due status in the invoice table.

AISO, in the invoice table, yOu Can see a banner with the fO”OWing message /A fourcredit card is nolonger valic. Update card & pay past dus items

This message will remain in the screen, until the credit card details are updated with the valid information. In this
case, when you try to login to your Credit Card Billed account, the below window is displayed.

AN

Click Update Card and Pay and you can view the Checkout page, in the Checkout page enter your updated credit
card details.

In the Checkout page, the pay cart items will be automatically created with all the past due items in the invoice
table, you can review the pay cart items and will not be able to edit them.

Once the credit card details are updated, click the checkbox []to agree to the FedEx Billing Online terms and
conditions and Update Card and Pay option will be enabled. Click Update Card and Pay.

Now, all the past due items will be scheduled for payment on the same day, and the future payments will be billed
using the updated credit card.

NOTE: This is the only scenario where the Credit Card Billed account user can manually schedule payments, also it
will update the FedEx account information with the newly updated credit card at the account level.

If an invoice is not paid for more than 45 days past due, then you will get an email informing “You must pay the
selected invoices immediately or else you will lose your credit privileges as well as face third party intervention.”

If a Credit Card Billed account experiences three declined payments the account will be cashed until the CC
information is updated.

S
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Summary on different user capabilities

Add to Cart,

CC for one-time

Editing saved CC

Users . Manage payments PayPal profile .
View pay cart ge pay payment yralp profiles
View-only users NA NA NA NA NA
Can only view the profiles | Can view and add can V|ew.and add Cannot add, edit, or
new profile but delete saved
. and scheduled payments account for one- .
Standard users Applicable . . cannot delete and profiles, or set
but cannot edit any of time payment but . . .
, . edit saved profile. default profiles.
them. can’t save profiles.
Can view and add Can add, edit, or
Can view and edit profiles, account for one- Can view, add, and delete saved
Admin users Applicable scheduled payments and delete profile but profiles, or set

can set up AutoPay.

time payment and
can save profiles.

cannot edit profile.

default profiles.

-
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SECTION - 14

14. 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.

14.1. 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

ADD PRIMARY ACC ()UNI)

Primar Zecount

Primary accounts

FILTER v P e . o
2
ACCOUNT NUMBER SECONDARY ACCOUNTS ary STATE/PROVINCE ZIP/POSTAL COUNTRY ROLE
2890-4588-0 - MEMPMIS ™ 381203334 us Admin
6077-2226-9 1 accounts COLUERVILLE ™ 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
fecex.com Login Registration

ThS fedar com SaViCe Qu0es 3 Pre-Sgt FedEx account umber Pledse nacate whah FedEx
DOCOUNE pOu WO Lhe 10 L3 Wi g ServiCe

e p—
‘

Enter 2 nine-Sgit FedEx account number: =

OWWNM

Nckoame ]ha 2ot (0p8ens) [Erter Account Ncaname

Cance | Cormtrwe >>

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 administrator already exists for this account. To request acoess 10 use this service with this account,
please enter your contact information below.

A request for access will be sent to this account’s administrator, and you will receive an invitaton email

once access has been granted

Your Contact Information
Contact name | J
Email address | |

[Gancer |

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

mary accounts
1A
:dmulym«ou ts FILTER ~
ACCOUNT NUMBER SECONDARY ACCOUNTS
: () 2194-9346-0 1 accounts
Manage

secondary
account

Link secondary
account

Remove from
billing

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

aa
- 0722009

. -

e L p—— Q

A —— R ot Commewe e ey

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

Link an account to primary account
2194-9346-0

Zip/postal Coae*

CANCIEL
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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.

L2

Selecting the

checkbox 1] will also enable Remove from billing hyperlink. If you wish to remove multiple

accounts, select the checkbox [] of the respective accounts, and click Remove from billing.

Manage primary accounts

/A(r()VhMAﬁv ACCOUNT )
o

Primary accounts ' Q

1 FILTER v
1 Selected [REMOVE FROM DILLING
ACCOUNT Numats SECONDARY ACCOUNTS cry STATE/PROVINGE TeirosTAL CounTRY
D 219493460 1 accounts GOOOE VA 245542678 v

nost

Acrmn

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

Manage primary accounts

<A(|L) PRIMARY ACCOUNT

Primary accounts
2 FILTER
ACCOUNT NUMR IR SECONDARY ACCOUNTS «ary STATE PROVINCE TIPS POSTAL COUNTRY
2890-4588-0 MEMPHS ™ 381203334 vs

ROLE

Aden

Adeen

Clicking that hyperlink will direct you to the Manage secondary accounts page.
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Manage secondary accounts
These aCCounts are linked 50 primary account number 6077-2226-9
Secondary accounts )
1 FILTER v es . ary 8 Q
ACCOUNT NUMBER ary STATE/PROVINCE TIP/POSTAL COUNTRY/TERRITORY

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[7]; 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

€50 BICOUMTS are Inked 0 DAMary BCIOUNt numbDer 2194-9346-0

LINK ACCOUNT

Secondary accounts X
. Y FILTER v earch secorciary » Q

1 selected UNLINK FROM PRIMARY ACCOUNT

ACCOUNT NUMBER ary STATE/PROVINGE TW/POSTAL COUNTRY/TERRITORY

08:3450-0 veeon - e=3562678

Unlink from primary account

To link any new account to the selected primary account, click Link account and in the below window enter the
account number and Zip/Postal code and click Link account.

=
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: an a e+ iary a .
LINK an account 1O primary account
.1 AA BYAL A

2194-9346-0

Zip/postal Code*

CANCEL

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.

Manage primary accounts

@

N
Primacy sosomte TER A

Country Country

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

Enter.

"~ —
——cyw . ureR v J19ar e

e X CowmTer ¥
R recrete ooy e

ACCA e ROt ANy o (Rt

- 2@ ” areer

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

applied, click Reset.
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14.2. 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.

ACCONT WBER

C0M-74610 v

Adrrire Unooti Varsr  CnanGe adsen

wren

FUREY MAME  LAST MaME [LTEN oLt

gy ) A P @ v OQvenony B

" - Sretece O sances @ venony B

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

displayed.
X
Change Admin
Current admin: Unnati Varur CBSJ’“;Z:‘::I&::?:;NO"@(“

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.

e
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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*

Nagaraju 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.

ACCOUNT venme s
Manage users

096-74610
e re Ser for FeOEx 8 ’;Z' e OF @O% BCCeSS 20 ACTve Users Users n
¢ rOle CON View, POy NE SDUte IMVOiCes Viewers Can Crly view Mvoides 1730-9614-4

Admine Unnati Varur  CHANGE ADMIN

N
ACtive users INVITE USER

Users

3
FIRST NAME  LAST NAME AL oLt
Maca Venakat' Purefeces O Stancard @ View Oniy @
NaQara e NI Chnral @ Stancara O View Oniy @
Prip Pres pratesens QO suncws @ vewory [
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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
icon TiJor click the checkbox [ Jcorresponding to the respective user(s) and click Remove user.

1Selected REMOVE USER

D FIRST NAME LAST NAME EMAIL ROLE

Maddi Venakat Punefedex_| O stancars @) Viewonty  [ii)
[:] Nagaraju Chinna N3garaju.chinnal @ Standard O View Only @
[0 e Phis punefedex QO stancars @) Viewony  [ii)

Clicking trash can icon [i]jor Remove user will show the below window.

X
Are you sure want to remove these users?
2 users
FIRST NAME LAST NAME EMAIL
Mace Venakat! PuneFedex_
NaGIryu Chinny NagINu.Chinngl
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.

ACCOUNT NUMBER

Manage users

EadEv B 6096-7461-0 v
nvite new user for FeCEx Biling Onine Or €O 3CCess 0 altive users. Users in
contributor role can view, pay and dispute invoices. Viewers Can only view invoices

Admin: Unnati Varur  CHANGE ADMIN

e
Active users INVITE USER
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Clicking Invite user will display the below page.

Invite user

First name*

Email*

Select v

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.

D FIRSY NAME LASY NAME EMAIL ROLE

0 Meda Venakat! PuneFecex_f e O sncss @ vieworny [
[(]  nagarsjy  Cninns nagarajuchinnal @ swnoss O viewony i)
(] enip Pris punefedexs O swuncxs @ viewony  [il)

Once the roles of the users are changed, the below success message will be displayed.
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14.3. 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.

Primacy Account Number

Application settings

4 Y4
M) o0
Account number* 609674610

[Store 10°

Under Application settings, you can make one major preference for the account: Invoice summary via email.
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.

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.

e
FedEx Billing Online — User Guide Page | 63



Application settings

Any of the changes you make 20 these spplication settings will be appled 20 the primary sccount

Update apphcation settings

ADDrOVI DuTiONs

JACCOuUnt number*

2194-9346-0 Y

[Stoce 10*

123456789

va emd

M) oo summary via ama

[

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

A% laac® ore of the a

14.4. 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.

=
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Email notifications

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

Invoices: New or past due invoices and credit notes
e 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.

[[] nvoices: New or past due invoices and credit notes

Payments: Changes, declines, and cancellations
[

: Disputes: Resolutions and credit notes

-

[:] Account: Status changes

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

X

our #mal netECations setting Changes are
successiUly 300led

& Historical Reference

ADDIOvl and Comments history N
DATE NAMD YRR COMMEINTS NOTIFICATION TYPE ACTION
2024-01-24 Unnati Varur NVOICE This step is optional COMMENTS_ONLY
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SECTION - 15

15. Disputes

If you have concerns about any of the charges applied to the account prior to payment, you can raise a dispute
online.

Disputes can be raised for shipments, duty/tax shipments, late fees, and multi package shipments.

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.

15.1. Dispute shipments

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

Step 1. In the left navigation menu, click Invoices or in the Summary page, click View all invoices.

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. Inthe Shipment details page, click Dispute shipment.

SHIPMENT DETAILS Amounts are shown in USD.

Tracking ID 7799242618

Shipment

120f12 N\
BILLING INFORMATION TRANSACTION DETAILS
Tracking ID number 7799242618 Sendar nformation
Invoice number 4-345.6745 Tank Design

14 Tyler Street
Account number 1234-0000-3 s
Somerville, MA 02143
Involce date 09/30/2022 -
Total billed $25400
Tracking ID balance due $0.00 Redipient information
- Anthony Sparks
Sawe o 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.

S
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Dispute shipment

Enter your shipment dispute details.

DISPUTE INFORMATION

Tracking ID 7799242618

Account number 1234-0000-3
Involce number 4-345-6745
Total original charges $25400
Balance due $25400

Dispute amount*

25400

Disputo typer

Step 6. In the Dispute amount text box, the balance due amount will be prepopulated. 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
Account number 1234-0000-3
Invoice number 4-345-6745
Total original charges $254.00
Balance due $254.00

Dispute amount*

254.00 ‘

Dispute type*

Service failure ~ ‘
Disputs resson’

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 successfully submitted your dispute.

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

15.2. Dispute late fees

To raise a dispute for the late fee amount, follow the below mentioned steps:

Step 1. In the left navigation menu, click Invoices or in the Summary page, click View all invoices.
Step 2.  Click the invoice number for which you wish to raise a dispute for late fees.
Step 3. In the Invoice details page, under Payments and charges, in the miscellaneous charges table, you can

view the late fee charges.

B3 Payments and charges

Payment history ~

Merchandise sale detals ~

Miscellancous charges ~
sssss

Tnesportatiorchage 1 - - - o110z02 050 $37.00

Adorstedpipakfee 1 - - - o100 000 $600

Tnopodsorctage 1 - - - ovronon 050 a0

Weskysenkecrg(paceges)  Trponsorctage 1 = - - ovroa saso s

Other miscellaneous charges .

MISCILANIOUS TaMS suscamion INVOICEDATE  AMOUNT

I oiemecrse wocrssIee ooy sass

Step 4. In the late fee charges row, click the three dots : on the left side and you can view the Dispute
option. Click Dispute.

Step 5. The Dispute late fee page you can view account number, invoice number, late fee invoice number,
and late fee charge. The Dispute type will be auto populated as late fee charge in a read-only mode.

S
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Dispute late fee

Enter your dispute details.

DISPUTE INFORMATION

Account number 1234-0000-3
Invoice number 4-345-6745
Late fee invoice number 7-596-97640

Late fee charge $38.58

Dispute type*

Late fee charge

SUBMIT DISPUTE

Step 6.  After reviewing the dispute information, click Submit dispute.

After reviewing the dispute information, for a valid dispute you will receive up to $250 in your account number.
This applies only to disputes submitted for the first time. If your account has any parent child relationship with
another account, this amount will be credited as a one-time payment to the parent account.

After successful credit of your one-time payment, you will receive the following information in a message format,
“We have issued a one-time late Fee forgiveness credit to your account. Future Late Fee disputes will be denied.”

All the future late fee disputes will be automatically denied with the following information in a message format,
“We regret to inform you that your request for a billing adjustment has been denied. This charge is not eligible for
a credit.”

15.3. Dispute Duty/Tax (D/T) shipments

You can dispute D/T shipments only at the shipment level. To raise a dispute for D/T shipments, follow the below
mentioned steps:

Step 1. In the left navigation menu, click Invoices or in the Summary page, click View all invoices.

Step 2. Click the invoice number from which you want to select the D/T shipment.

Step 3. Inthe Invoice details page, under Shipments module, click the tracking ID of the D/T shipment for which
you wish to raise dispute.

Step 4. Inthe Shipment details page, click Dispute charges.
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SHIPMENT DETAILS

Shipment
120f12

BILLING INFORMATION
Tracking ID number
Involce number

Account number

Invoice date

Tracking ID 7799242618

7799242618
4-345-6745
1234-0000-3
09/30/2022

Amounts are shown in USD

TRANSACTION DETAILS
Sender Information

Tenk Design

14 Tyler Streat

Somerville, MA 02143

us

Total billed $1,254.00
Tracking 1D balance due $0.00 Redipient information
Status Paid CC Anthooy Sparis
1 Rue des Carrieres
Quebec City, QC, G1R 4P5
Canada
VIEW SIGNATURE PROOF OF DELIVERY CUSTOMS DOCUMENTS DISPUTE CHARGES
Step 5. In the Dispute charges page, you can view tracking ID, account number, invoice number, ship date,
entry number, and total duties, taxes customs, and other fees information.
Dispute charges
Enter your dispute detals
BHIPMENT INFORMATION
TMO 7799242618
ICoount number 123400003
provoice number 43456745
[Ship date 8/22/2022
Entry rumber 55514610015
[Total duties, taxes, Customs, $39.17
jand other fees
Papute type*
N
Step 6. In the Dispute type drop-down, there are two types of dispute available: Duty and Tax Rebill

Notification and Clearance Charges Dispute.

Selecting either Duty and Tax rebill notification or Clearance charges dispute will again direct you to their respective
pages for additional information, required to complete submitting the disputes.

Duty and Tax Rebill dispute type:

If you select Duty and tax dispute type from the drop-down, then the below additional fields will be displayed.

-
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Dispute charges

Enter your dispute details

DISPUTE INFORMATION

Tracking ID 7799242618
Account number 1234-0000-3
Involce number 43456745
Shipdate 8/22/2022
Entry number 55514610015

Total dutles, taxes, customs,  $39.17
and other fees

Dispute information

Origin country/territory®

us

Destination country/territory®

CA
Amount of rebill

$39.17

Reason for rebill*

Rebill comments

07250 characters

L, Dispute type: Duty and tax rebill notification.
> Relationship to the shipment: Select Shipper, Consignee, or Third party from the drop-down.

— Origin country/Territory: US (Pre-populated)
Lp Destination country/Territory: CA (Pre-populated)

> Amount of rebill: Total duties, taxes, customs, and other fees amount (Pre-populated)

Dispute type*
Duty and tax rebill notification ~
Relationship o the shipment*
~

Contact information
We'l use this information to contact you if we have
additional questions about your dispute.

Contact name*
Campany nane®
Country/territory*
Address*
Aptfsuite

cy
State/Province® Zip/postal code*
Contact phone*

Emall address®

Faxnumber

Reason for rebill: Select the reason from the drop-down menu: Recipient is responsible for
*charges, Shipper is responsible for charges, Shipment Unknown or Third party is responsible
for charges.

Rebill comments: Text input field which allows you to add any additional information.

p Contact information: Provide your contact information so FedEx can contact you if they need

Once you suomil this dispute, it will be sent Lo a specalist
for review. In 48 hours, you can then check on the status of
your dispute.

SUBMIT DISPUTE

any additional information about the dispute. The contact information includes: Contact name,
Company name, Country/Territory, Address, Apartment/Suite, City, State/Province, Zip/Postal
code, Contact phone, Email address, and Fax number.

Once all the required information is filled out, click Submit dispute.

Now, the selected shipment will be submitted for dispute, an email
notification will be sent with the dispute details, and below success message
will be displayed.

@ You successfully submitted your dispute X
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Clearance charges dispute type:

If you select clearance charges from the dispute type drop-down, then the below additional fields will be displayed.

Dispute charges

Enter your dispute details

DISPUTE INFORMATION
Tracking 1D 7799242618
Account number 1224-0000-3
Involce number 43456745

Ship date 8/22/2022

p Dispute type: Duty and tax rebill notification.

Total dutles, taxes, customs,  $39.17
and other fees

Dispute information

By Relationship to the shipment: Select Shipper, Consignee, or Third party from the drop-down.
et oo e J’ »Shipment sent from (origin country/territory): HK (Pre-populated)

[—PShipment sent to (destination country/territory): US (Pre-populated)
[ m—— _——>pReason for research request: Select the relevant one from the following options: Aircraft Parts,
P — Antiques/Artwork, Classification (Harmonized Tariff Code), Currency Conversion Error, Declared

Value Error, GSP Eligible, Merchandise Processing Fee, NAFTA, Personal/Gift/Religious Items,
Samples, VAT (Value Added Tax), Warranty/ Repair/Return Shipment, and Other.

07250 charactars

What information shoukd the entry raflect?

o

What is wrong with the entry?: Text input field for additional information.

—

9/250 cnaructers

’ What information should the entry reflect?: Text input field for additional information.

Contact information
We'll use this information to contact you i we have
additional questions aoour your d'spure.

I —» Contact information: Provide your contact information so that, FedEx can contact you if they need
PR— any additional information about the dispute. The contact information includes: Contact name,
Company name, Country/Territory, Address, Apartment /Suite, City, State/Province, Zip/Postal

Contryfarhon code, Contact phone, Email address, and Fax number.

- Once all the required information is filled out, click Submit dispute.

e . . . . . .o .
Now, the selected shipment will be submitted for dispute, an email notification
will be sent with the dispute details, and below success message will be

e displayed.

Contact phone*

[ pe—
@ You successfully submitted your dispute X

Fax number

Onee you sunmit this dispute, 't vil ba sent to.a specialis:
for raview. in 48 hours, you £an then check on the status of
your disaute

SUBMIT DISPUTE
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15.4. Dispute Multi Package Shipments (MPS)

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

Step 1. In the left navigation menu, click Invoices or in the Summary page, click View all invoices.

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 are shown in USD
Tracking ID 7799242618
Shipment
£

107 e
BILLING INFORMATION TRANSACTION DETAILS
Tracking ID number 7799242618 (Master) Sender information

1 10f 7shipments Tank Design
o s 14 Tyler Street
L Somerville, MA 02143

Master 7 us
Involce number 4-345-6745 Reciplent infy tion
Account number 6835-9349-4 Anthony Sparks
Invoice date 09/30/2021 24 Hergrave hoad

) Banks Creek
Total billed $159.46 @ 4306
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.

MPS details ~
TRACKING 1D DIMENSIONS  ACTUALWEIGHT ACTUALWEIGHT  BATEDWEIGKT MATEDWEIGHT (..
UNIT OF MEASURE UNIT OF MEASURE
) TmaseMaster) 6366 155 Les 170 Lss $ 527
Dispute ) 284133421077 EXE%E" 155 185 200 185 $ 56750
) 774889606982 E%6%6" 155 Les 200 8ss s 3389
698477482960 E6%6" 155 18s 170 1as $ 6555
Charges
Additional handiing - DIM $ 1350
Oryice $ 555
Dangerous goods $ 4650
ToTAL $ 6555

) 88677406984 66" 155 18§ 160 185 $ 350
) 13942821077 6%6%6" 155 Les 170 L8s. $ 7209
i ) swerzssns X 155 L8s 170 1as $ 122

Step 6. Inthe Dispute shipment page, you can view 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
Invoice number 4-345-6745
Total original charges $254.00
Balance due $254.00

Dispute amount*

25400 ‘

Dispute type*

~ ‘

Step 7. In the 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 balance due amount.

Step 8. "Incorrect Charge" dispute type is pre-selected.

Step 9. Select the dispute reason from the drop-down menu. Four choices are available: incorrect dimensions,
weight, package other surcharge, package rate or discount.
Note: The Dispute reason list will be updated based on the selected dispute type.

Dispute shipment
Enter your shipment oispute details.
DISPUTE INFORMATION
Tracking 1D 7799242618
Account number 1234-0000-3
Involce number 4-345-6745
Total original charges $254.00
Balance due $254.00
Dispute amount*

254.00 ‘
Dispute type*

Incorrect charge v ‘
Dispute reason®

Dimensions N ‘
Correct dimensions (langth x width x height)*

x x v ‘
BACK 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. Once all the required information is filled, click Submit dispute.

Now, the MPS shipment is submitted for dispute.

-
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15.5. View dispute items

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

Account number
Invoices 1234-0000-3 ~
+ ADD ACCOUNT
Amounts are shown in USD
$254.00 M $200.00 /A $100.00
ACCOUNT BALANCE DISPUTED PAST DUE
';;"""i“’ FILTERS EDIT COLUMNS VIEWS v/ Q
D INVOICE NUMBER INVOICE DATE INVOICE STATUS PDF STATUS DUE DATE CURRENT BALANCE ORIGINAL AMOUNT DUE PAYMENT STATUS PAID <
O » 134ss323 02/10/2022 @ Open-indispute Available 02/28/2022 $ 5000 $ 5000 - $000 U
O > 14az21e3:2 03/10/2022 ® open-indispute  Avallable 03/31/2022 $ 50.00 $5000 - $000 U
[0 > 41314224 04/10/2022 ® Open-indispute  Available 04/30/2022 $ 25.00 $2500 - $000 U
O » 2432133 05/10/2022 ® open-indispute  Available 05/31/2022 $75.00 $7500 - $000 U

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. Open-in-dispute).
2. Ifthe dispute is created at the invoice level, the status of the invoice is provided with the hyperlink.

Invoices 1234-0000-3 ~
+ ADD ACCOUNT
Amounts are shown in USD
g $254.00 @ $254.00 /\ $100.00
ACCOUNT BALANCE DISPUTED PAST DUE
e FILTERS EDIT COLUMNS VIEWS Q
D INVOICE NUMBER INVOICE DATE INVOICE STATUS PDF STATUS DUE DATE CURRENT BALANCE ORIGINAL AMOUNT DUE PAYMENT STATUS PAID (<}
D ) 4-345-6745 02/10/2022 @ Open-Indispute Available 02/28/2022 $ 32465 $ 32465 - $000 U
D > 1-422-1432 03/10/2022 Open Available 03/31/2022 $100.00 $ 5000 (ol $0.00 u
[0 > a3142a 04/10/2022  Open Available 04/30/2022 $100.00 $100.00  Scheduled $000 U
0O > 24313 05/10/2022  Open Avaliable 05/31/2022 $ 5000 $100.00  Pending %000 U
O ) a2346ms 06/10/2022  Open Pending 06/30/2022 $ 5000 $ 5000 Addedtocart s000 U
O > saneer 07/10/2022  Open Pending 07/31/2022 $ 5000 $ 5000 - $000 U
O > sases 08/10/2022  Open Pending 08/31/2022 $ 5000 $ s000 - $000 U
O » 233308 09/10/2022  Open Notsupported  09/30/2022 $ 5000 $ 5000 - s000 U
O > 2wz 10/10/2022  Open Notsupported  10/31/2022 $ 5400 $10000  Addedtocart $000 U
[0 » 1esosses 11/10/2022  Open Avallable 11/30/2022 $ 20,00 $10000  Added tocart s000 U

e
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Clicking the Invoice status hyperlink will direct you to the Dispute Details page.

DISPUTE DETAILS

Account number
Invoice number
Tracking 1D
Dispute date
Dispute type
Dispute reason
Comments
Dispute status
Total original charges
Requested amount
Credited

Dispute 5300684

DISPUTE INFORMATION

1234-0000-3
1-345-5323
091782759264
06/15/2023
Service failure
Delivered late
Submitted
$61.89

$31.09

Amaunts are shown in USD

3. Similar to invoice dispute, if the dispute 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.

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

) 7799242618 Master)  6%6%6" 155 18s 170 L8s $ 527

Dispute ) 284130421077 Ex6x5" 155 18s 200 L8s $ 56750

: ) 774889606984 365" 155 Les 200 L8s $ 1289

N/ 698477488960 6'Xx6°x6" 158 L8S 170 L8s $ 6555

Charges

Additionsl hendling - DIM $ 1350
Dryles $ 555
Dangerous goods $ 4650
TOTAL $ 6555

: ) 889677406984 666" 155 185 160 Les $ 350

) 139428421077 666" 155 L8s 170 18s $ 7719

P ) serossanns e 155 Lss 70 Les $ 10221

4. If a shipment in the invoice is submitted for dispute, then the invoice table will only display the status of
the invoice and no hyperlink will be provided at the invoice level.

=
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Account number

Invoices 1234.00003 ~
+ ADD ACCOUNT

Amounts are shown in USD
E $254.00  $200.00 /\ $10000
ACCOUNT BALANCE oispuTED PAST DUE
e FILTERS v/ EDIT COLUMNS VIEWS Q

D INVOICE NUMBER INVOICE DATE INVOICE STATUS PDF STATUS DUE DATE CURRENT BALANCE ORIGINAL AMOUNT DUE PAYMENT STATUS PAID <

O ) t1sassas 02/10/2022 % Open-indispute Available 02/28/2022 $ 50,00 $ 5000 - $000 U

O > 12132 03/10/2022 @ Open-indispute Available 03/31/2022 $ 5000 $5000 - $000 U

O > 131422 0411072022 (% Open-ndispute Available 04/30/2022 $ 2500 $2500 - $000 U

O > 2«2 051102022 [ Open-indispute Available 05/31/2022 $75.00 $7500 - $000 U

5. 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.

=
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SECTION - 16

16. 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.

16.1. 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 current report. 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.

QD TV TO LEGACY

«
Step 2.  Select the Account number(s) using the checkbox. [ |

Step 3. Set the date range using the calendar selector. %
Step 4. Select the invoice status from the status drop-down.
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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:I, provide a name in the Filter set name text box, and click Save
Filter Set option.

[ —

boe e

=

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).

Saving Option
e Chanoes
v iter Sot
\v
SAVE ASNEW ( UPDATE FILTER SETY
N

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.
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filter se

w

ave new t
Gve yOur ARer 342 8 AR e Defore 30ving
FRLTER SET NAME*

CANCEL

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

PwNPRE

' Varrghiteon” is row Coluves® x

st werdom of Fedl s Bllag Orire. this epontiry) Test e ma Caled Tomplotes Vv e now wang Colmrs 50 Oentify th
fedue

Sarvend Cust

These are saved column 323 tAXR you Mave Siready selected and ordered

Saved Cutom cohaven*

“eect v

MANAGE CUSTOM COLUMN SETS

¢ L [:

<e mos New cust

P ute sl mosiabie columrs 0 pour repunt Cobrres i b et sied o (ot Laved Sden 1 and crcied e Cobumwn you wet Yo
4 o~ IVoice Irformation, harges. Dalance e POU3e P 3 New repont
8 \ el dam date
PREPARE DOWNLOAD ) 4

\

- » e ‘\ SELECTY COLUMNS )
PREPARE DOWNLOAD /| \

s

PREVIEW REPORTS

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

e
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» 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.
Step 2.
Step 3.
Step 4.

Click Prepare download and it will direct you to the Prepare download page.
Enter file name in file name text box.

Select file type using the file type drop-down.

Click Download, and you will be directed to the Download center page.

PREPARE [

Account rumben(s) 219493

YOWNLOAD

EOMY

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

2. All columns

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

InCiude all yvailable Columns in your repont

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 include the detailed account-level information such as charges, balance due, due date etc., in
the report.

=

Invoice columns

Columns include detailed account-based invoice
information, 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.

[e=)

New custom column

Select and order the columng you want toinciude in
New report

C 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 Custom Columns.

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.
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To remove any saved filter, click the checkbox [, and 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 Add all: 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.

e Remove: To remove the respective column from the report, click Remove.
e Remove all: To remove all the selected columns from the list, click Remove all.

e Sort Columns in standard Order: To list the selected columns in a standard order, click Sort columns in
standard order checkbox [ ]
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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.

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.

S
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16.2. Download center
To download the invoice, follow the below mentioned steps:

Step 1. Inthe invoice table, select the checkbox(es) for which you wish to download the invoices.
NOTE: You can download up to ten invoices at a time.

. o ART
T — T She
82 summuasy

. v
2192-9346-0
voices 212
£ mvorces Invoices
+ ADD ACCOUNT
S manace pAYMENTS
& rommestaanon
El $236,782.80 @ $1,212.19 c $236,782.80
& serormc s ACCOUNT BALANCE oispuTED PASTOUE
@ war
PUE——— @ rirens EDIT COLUMNS /' views \/ Q
« INVOICE STATUS: OPEN X INVOICE STATUS: OPEN IN DISPUTE X +2 FILTERS +
2Selected |DOWNLOAD (UP TO 10)| APPROVE/NOTIFY ADD TO CART
O ACCOUNT NUMBER  INVOICE NUMBER  DUE DATE INVOICE DATE  INVOICE STATUS POF STATUS
> 219493460 9-600-76120 11242023 11/09/2023 Available
71 > 219293460 3-312-02073 Available

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

20

Step 3. There are five different file types available: PDF, Excel, CSV, Txt, XML. Select the required file type from
the drop-down.
a) Ifyou select file type as PDF, you will have below two options:
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.

S
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Note: By default, print option is selected. These options will be displayed only when
PDF file type is selected.

2 files

b o
Fie name
o - PaNv—
CANCEL b

b) If you select file 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.

2 e

CREATE

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

16.3. Automated settings

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

utomated settings If the toggle bar is Off the Auto download feature will be disabled and if the
Turm on automated settings o streamine your biling toggle bar is On the Auto download feature will be enabled.
Autodownloads

Fect« B 1 N SN PUSOMIVLH SOETI%0 B rE0ON

If the Auto downloads bar is toggled on, then you will be provided with

VOCAS AR QN UTR I ™ DGR B LT

N RS — Column set and Filter type drop-down option. Filter type drop-down is a
mandatory field.
D revvdountorty If no option is selected from column set option, then by default, all the
Famamdaat - columns will be included in the report.
——
. -

»Once the necessary changes are made in the Automated settings page, click

Save settings.
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SECTION - 17

17. 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, etc., in the Summary page.

Summary

8. 6 L -
g seronrs
ol
o boszzl]

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. Enter the valid value in the 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.

Step 3. 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 Textbox End result
Invoice number Enter the specific invoice number Redirect to Invoice details page
Tracking ID/ Enter the tracking/ transaction ID. Redirect to Shipment details page
Transaction ID
Payment reference Enter the Payment reference number Redirect to Payment details page
number

Search results

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.
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> 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.

b
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