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1. Introduction to FedEx® Reporting 
 

FedEx Reporting (FR) launched a new modernized solution to support user’s needs and expectations. FR gives access to 

your shipment data whenever you want and in the format of your choice, which helps in streamlining your business 

processes and saves you time and money. 

FedEx sales team and FedEx customers globally use FR to find and analyze shipping patterns which helps improve 

decision-making. Legacy FedEx Reporting Online (FRO) is currently deployed in 115 countries and 36 languages. 

Modernized FR was released in November 2022, and it is now available in 115 countries and 40 languages.  

The current release includes reports for FedEx Express®, FedEx Ground®, and FedEx Freight® services. In addition to the 

reports, Expense and volume dashboard and Freight account summary dashboard replace the legacy Expense and 

volume summary report and legacy Freight account summary reports respectively. Additional reports and dashboards 

will be available in the upcoming releases. These will include reports on LTL data and others to replace legacy reports. 
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2. Features and benefits 
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Report requests and formats 
 

 
 
Available 24/7 for one-time requests and 
scheduled recurring reports (daily, weekly, 
monthly) with editing capabilities available 
for recurring reports. Provides report in 
comma separated value (.csv) format. 
 

Dashboards  
 

 
 
Summarized data in dashboard format with 
the ability to drill down into details. Provides 
summarized information of the shipment 
trends and the charges of the account. 

Account selection 
 

 
 
Select the account type and get details of up to 
200 account numbers, options to select three 
global entities and other sales entities. 

Manage preferences 
 

 
 
Choose your time and date format, units for 
weight and dimensions, decimal separator, 
and currency type for your account. 
  

 

 

 

 

 

SECTION – 3 

3. Let’s begin! 
Existing Users: 

If you are an existing user of the FedEx® Reporting Online application, follow the below steps to login to the new 
reporting application: 
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Step 1. 
Go to FedEx home page. 
Login to the home page. 

Step 2. 
Login to your account. 
In the FedEx home page, click on Sign Up/Log In and login to your account. 

Step 3. 
Select Reporting. 
Then, click your profile and select Reporting. It will take you to the new Reporting application. 

Step 4. 
Manage preferences. 
If you are logging in for the first time, you will be redirected to the Settings page, where you can 
set your preferences, and once it is set click Save. 

 

New Users: 

If you are not currently using FedEx® Reporting Online application, then follow the below steps: 

Step 1. Bookmark the FedEx® Reporting landing page. 

Step 2. Register to the tool using the registration link and fill in all the relevant details. 

Step 3. Then, you will be re-directed to the FedEx home page. 

Step 4. Now, use the FedEx® Reporting landing page URL. 

Step 5. And in the landing page, Click Get Started. 

 

 

 

 

 

FR Overview page: 

Once you login to the application, you will land in the Overview page. In this page, you can view the information about 
the legacy and modernized reporting tools options along with its details.   

https://www.fedex.com/en-in/home.html
https://www.fedex.com/en-us/reporting.html
https://www.fedex.com/fcl/web/jsp/contactInfo.jsp?appName=fclcro&locale=us_en&step3URL=https%3A%2F%2Fwww.fedex.com%2Freporting%2F.%2FfcroStep3.do&afterwardsURL=https%3A%2F%2Fwww.fedex.com%2Freporting%2F.%2FMainPage.do&programIndicator=
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Clicking Use FedEx Reporting Online will take you to the legacy FRO application. Clicking View FedEx Reporting will open 
the below window. 

 

Click Continue or Close to continue using the improved FedEx® Reporting application. 
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4. Short notes on menu 
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Overview 
Allows you to choose between legacy and modernized reporting tools. 

Dashboard 
Provides details related to your shipments like transportation charges, 

discounts applied by the accounts, total shipments, surcharges, net charges, 

the shipping trends for the net charges, net transportation charges, and total 

shipments and pieces. 

 

My reports 
To view your reports, request for a new report, download reports and manage 

or schedule reports on a regular basis. 

 

Administration 
Helps to manage the admin access, account preferences, and account groups.  

 

Help 
For extra guidance on the tool and new features. 

 

Return to previous version 
Takes you to the legacy FRO application. 

 
 

 

 

 

 

 

SECTION – 5 

5. Administration 
5.1 Manage preferences 

When you are logging in for the first time, you will be navigated to the Manage preferences page. Here, you can set up 
the basic preferences for your report like date and time format, units for weight and dimensions, and currency type. 
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Date and time 
Set up Date format as either mm/dd/yyyy or dd/mm/yyyy and 

Time format as either 24-hr clock or 12-hr clock. 

 

Weight and dimensions  
Set up units for Weight as Pounds or Kilos, Dimensions as Inches 

or Centimeters, and Decimal separator as Period or Comma. 

Currency  
You can choose the currency type for the dashboard and 

reports as either U.S. currency or Billed currency. 

 

Notifications 
Under Notifications, you can set up the notification preferences, 

for which scenarios you wish to be notified. And the notifications 

will be sent directly to the default email address. 

 

 Dashboard settings 
Under dashboard settings, choose your account groups for 

dashboard view, and to change the account groups click Change 

Default. 

NOTE: If no account groups are selected, then clicking dashboard 

in the navigation menu will take you to the account selection 

window. 

 

After choosing the preferences, click Save. 

5.2 Manage accounts and groups 

Manage accounts and groups helps you to create and edit account groups and view your accounts.  

In the left navigation menu, select Manage accounts and groups or in the Manage preferences page, click Change 

Default in the Dashboard settings to view the Manage accounts and groups page. 

In Manage accounts and groups page, you can view the below information. 

abcxyz@fedex.com 

 

mailto:abcxyz@fedex.com
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Shows the number of accounts and groups you are 
registered for.  
Options to search and customize your account number 
table. 
Columns of the accounts table 

 
 
 
Once the accounts are selected and moved, the selected 
accounts will be displayed here. 
 
 
List of account numbers along with the account 
information. 
Once the accounts are selected, click Move selected to 
create a group. 
 

 

 
 
Clicking Create Group takes you to the accounts table 

 
Columns available for the groups 
 
 
List of groups available along with the group 
information. 

 

Views, filters, and search 

Views, filters, and search options are available to further customize your accounts table. 

Search – To search any account, click the search icon, and enter your account number, company name, or 

address of the account in the search text box. The account table displays the results for the search keyword.  
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Views – Under views option, you can view the list of available standard views. Account number will be selected as a 

default account type. 

To switch between different views: 

Step 1. Click Views in the accounts table. 

Step 2. Select the account type from the list of account types available. 

Then, the account table is displayed with the selected account type. 

 

Filters – You can further customize your account table using filters, based on state or country option. 

To filter your account numbers based on country: 

Step 1. Click Filters. 

Step 2. Select Country or State/Province and click the checkbox to choose the required country from the list of 

options available. 

Step 3. Click Apply. 
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Create groups: 

You can also create a group using the list of account numbers and make the group as your default dashboard account. 

To create a group using the account numbers: 

Step 1. Select the account numbers you wish to add in a group by clicking the checkbox of the respective 

account number. 

Step 2. Click Move selected. Then, Save as Group option will be enabled. 

Step 3. Click Save as Group. 

  
Step 4. The below window is displayed. Review your account numbers, company name, and enter a group name in 

the Group Name text field. 
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Step 5. Click Save and Finish, and you will get the below success message. 

 

Now the selected accounts are created as a group, you can review the group in the groups table.  

In the groups table, next to each group name a star icon is displayed. Click the star icon to set any any of your 

group as your default dashboard account. 

 

The below window is displayed. In the below window, click Save Changes to make the selected group name as your 

default dashboard account or click Cancel to close the window. 
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If you wish to rename, review, or delete any of your group name, in the groups table click the respective group name. 

The below page is displayed. 

 

 Click the pencil icon to rename the group name. 

Click star icon to make the selected group as your default dashboard 
account. 

Click trash can icon to delete the group  

In the table you can review the list of accounts available in the 
selected group. 

 

Click Add accounts to add any new accounts, it will take you to the 
accounts table. 

To remove any accounts from the group, click the checkbox of the 
respective account and click Remove Accounts. 

 

5.3 Manage users 

Manage users page displays the list of all the users you have invited along with the options to invite new users and 

remove or edit user access. 

Note: Manage users option is available only if you have admin access for atleast one account. 

To view Manage users page, in the left navigation menu, select Administration and click Manage users. 
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Click Invite user to invite new user(s) to your 
account. 
 
 
Total number of active users of the account. 
 
List of active users along with their information. 

Click pencil icon to edit the account access.  
 
Click trash can icon  to remove the user from 
the account. 

Invite new user: 

To invite new user to your account,  

Step 1. Click Invite user.  

Step 2. Enter first name, last name, and email address in the respective text box. 

Step 3. Select Accounts, by clicking the checkbox from the Available accounts table.  

Step 4. Click Next. 

 

 

Step 5. Review user information and 

account details in the Invite Summary page and click Send invites.  
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An invitation email will be sent to the invited users, and the below success message is displayed. 

 
 
 
 

Edit user access: 

To edit user access, click the pencil icon  in the Active users table and the below page will display. 
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Click Add accounts, to add more accounts to 
the select user. 
 
 
 
Click Remove access, to remove access for the 
selected accounts. 
 
Click Change admin, to make the selected 
user as an admin user for the selected 
accounts. 
 

 

Remove user: 

To remove user access, click trash can icon  in the Active users table and the below window will display. Clicking 

Yes will remove the user from Manage user page and clicking No will close the window and no changes will be made 

to the user access. 
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6. Dashboards 
6.1 Working with dashboards

To view the summarized information of specified 

accounts, click dashboard icon in the left navigation 

menu. Currently, two dashboards are available: Expense 

and volume dashboard and Freight account summary 

dashboard.  

To start using the dashboard:  

Step 1. Click the dashboard icon in the left navigation 

menu. 

Step 2. In Select Accounts window, select the account 

numbers or groups for the dashboard view 

from the list by clicking the checkbox.  
Step 3. Click Save changes. 

 

  

If your have already selected your default dashboard account in Administration section, then clicking dasborad icon in 

the navigation menu will take you to directly to the Dashboard page. 

If you have only one account number and no groups in the Manage accounts and groups page, then the dashboard will 

be loaded automatically with that account number. 

To add or delete the specified account numbers chosen for the dashboard view, click Change on the top right corner of 

the Dashboard page. 

1 

2 

3 
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6.2 Expense and volume dashboard 

Expense and volume dashboard provide details related to your shipments like transportation charges, discounts applied 

by the accounts, total shipments, surcharges, net charges, and the shipping trends for the net charges, net 

transportation charges, total shipments and pieces, and charges per piece. 

 

6.3 Expense and volume paginated report 

To view the Expense and Volume paginated report, in the Expense and volume dashboard page, click View Data.  

To download the paginated report, click the three dots on the top right corner of the report table and click Export 

data.  
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6.4 Freight account summary dashboard 

Freight account summary dashboard provide details related to your shipments like net charges, total shipments, total 

weight, on-time performance, late tenders, and the shipping trends for the net charges by service level, total spends and 

volume, over short and damaged and on-time performance. 

 

Filters, date selection and other customizing options are available to further customize the dashboard view and to drill 

down to details. 

Filter - To customize your dashboard, click Filters. Below is the list of filters available to customize the dashboards: 
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Filter Elements Description 

Group Shipment by Select an option to group your shipments either as Invoice Date or Shipment Date. 

By Location  

Origin Country Select the origin country of your shipments from the drop-down. 

Origin State Select the origin state of your shipments from the drop-down. 

Destination Country Select the destination country of your shipments from the drop-down. 

Destination State Select the destination state of your shipments from the drop-down. 

Domestic/International Select the shipments as either Domestic or International package. 

By Shipping Options  

Service Select the service as FedEx Express or FedEx Ground. 

Service Type Select the type of your service from the drop-down. 

Pay Type Select pay type as either Bill_Recipient or Bill_Sender_Prepaid. 

Package Type Select your Package Type as either Package Not Captured or Your Packaging. 

 

You can also customize the dashboards using the date range. Click the icon       and select the from and to date in the 

Dashboard page. 
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Each 2-D columns, graphs and pie chart has Focus mode, Export data, Show as a table, Spotlight, and Sort axis options 

for further customization and detailed view. 

 

 
 

 

Focus mode – On the top right corner of charts, click the focus mode icon  to view the chart in a full screen. 

Focus mode  
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Show as a table – On the top right corner of charts, click three dots and select Show as a table to view the chart along 

with its value in a tabulated format. 

 

 

Export data – On the top right corner of charts, click three dots and select Export data to export data values of the 

shipments in a preferred format. 
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Sort axis – Sort axis allows you to choose your axis parameters and can also sort it as either ascending or descending 

order view. On the top right corner of charts, click three dots and select Sort axis and select the axis parameters and the 

order as either ascending or descending. 

  

 

 

SECTION – 7 
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7. FR Reports 
7.1 Request a new report 

To request new report, click My Reports in the left navigation menu and select Request a new report.  

Requesting a new report involves four parameters: Report parameters, Select accounts, Report detail and Delivery 
options. 

7.1.1 Report parameters 

In the Report parameters - 

For FedEx Express® and FedEx Ground® services: 

a. Enter the name of your report in the Report Title 

(mandatory field). 

b. Select your service type as FedEx Express® and 

FedEx Ground®. 

c. Select the data view for your report as either Payer 

view or Shipper view. 

d. Select how you wish to group your shipments, 

either by Shipment date or by Invoice date. 

e. Click Continue. 

 

 

 

For FedEx Freight® services: 
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a. Enter the name of your report in the Report Title 

(mandatory field). 

b. Select your service type as FedEx Freight®. 

c. Select your priority type as FedEx Freight Priority 

only or FedEx Freight Economy only or All. 

d. Select the data view for your report as Payer view or 

Shipper view (outbound) or Recipient view 

(inbound). 

e. Select your shipment status as Delivered or Not 

delivered or All. 

f. Select how you wish to group your shipments, 

either by Shipment date or by Delivered date. 

g. Click Continue. 

 

 

 

 

 

7.1.2 Select accounts 

Select accounts section will display the list of all the accounts and groups you are registered for. Here, you can select 

the accounts or groups which you would like to include in your report by clicking the checkbox.  
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Please refer to views, filters, and search topic under Manage accounts and groups section to know more about 

customizing the accounts table.

 

NOTE: Under global entity you can enter up to three FedEx account numbers, and under division, country, group, sub-

group, facility and 9-digit accounts you can enter up to 200 account numbers.  

7.1.3 Report detail 

Under Report detail, choose the report type from the list of reports available.  

For FedEx Express® and FedEx Ground® services: 

To view the reports available for FedEx Express® and 

FedEx Ground® services, see the below image. 

To preview the columns available in each report, click 

View report sample in the respective column and the 

sample report will be downloaded in excel format. Choose 

your preferred report type by clicking Select report option 

and click Continue to proceed with the Delivery options. 
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If you choose Custom Shipment Detail report, you will have to select the columns you wish to include in your report by 

clicking the check boxes in the below page and click Continue. 
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For FedEx Freight® services: 

To view the reports available for FedEx Freight® service, 

see the below image.   

To preview the columns available in each report, click 

View report sample in the respective column and the 

sample report will be downloaded in excel format.  

Choose your preferred report type by clicking Select 

Report option. 

 

Click Continue to proceed with the Delivery options. 
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7.1.4 Delivery options 

In the Delivery options, select the Delivery date range and Report frequency for your report. 

a. Under Delivery date, select your Report frequency as 

either One-Time or Recurring. 

b. For One-Time report, select Start Date and End Date 

in the respective field. 

c. For Recurring reports, select the Date Range as Daily, 

Weekly or Monthly from the drop-down. 

d. For weekly or monthly date range, select delivery day 

or date from the Deliver On drop-down. 

e. Click Review and Finish.

  

Then, you will get the Confirm your request page.  

 

In Confirm your request page, review your preferences, and if you wish to make any changes in your report preferences, 

click Make Changes and edit your preferences or click Submit. Once your report request is submitted, you will get the 

confirmation page. 
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Click Go to My Report to view the status of the requested 

report or click Create Another Report to request for 

another new report. 

You can also click View and download reports in the left 

navigation menu to view the status of your reports. 

 

 

 

 

7.2 View and download reports 

On the left navigation menu, under My Reports click View 

and download reports to view your reports, check the 

status of your reports, and to download reports. 

The View and download reports table provide information 

like report title, report created date, type of report, service 

type, date range selected, account numbers, report 
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format, and the status of the report. It also allows you to 

check the total number of reports available and raise new 

report request. 

 

NOTE: Reports in View and download reports page will be available for 90 days. 

 

If there are no reports requested, the view and download reports displays the below page. 

 

7.2.1 Download reports

➢ To download your requested reports, first check the 

status of your report under the status row. 

➢ You can only download your reports when the report 

is in Ready status.  

➢ If the report status shows No Data, then the requested 

report does not have any data to show or download. 

➢ If the report status is In Progress, then the requested 

report is still in progress. 
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➢ Once the report status is Ready, click the report title 

name and the Report details page is displayed. 

 

 

 

You can review the details of the report in Report details page, to download the report click Download. 

 

Your report will be downloaded and saved in your local system downloads; you can open your reports from downloads in 

the local system to view it. 

 

7.2.2 Delete reports 

➢ Select the check box on the left side of the 

Report Title, to select all the reports in the 

table 

➢ If you wish to select any one report, select the 

respective check box corresponding to the report 

title name. 

➢ And on the left side of the check box for each report 

there will be three dots, click the icon 

corresponding to the report and click Delete to 

delete any report.
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➢ To delete multiple reports at the same time, click the check boxes of the reports you wish to delete, and on the top 

right corner, click Delete Reports.  

 
7.2.3 Filters, search, and reset  

In the View and download reports page, filters and search option is available to further customize your report’s view.  

Search - To search any report in the View and download reports page, click Search icon.  



 

In the search text box, enter your report title name or account number in the search text box and click Enter. 

 

Then, the View and download report page will display the reports based on your search filter.
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If you do not have any results for your keyword, then the below error page is displayed.  

 

Filter – Select the Filters drop-down and you will find three filter options Date range, Report format, and Report status. 

If you wish to customize the report view based on the date range, follow the below steps:  

Step 1. Click filters drop-down and select the Date range. 

Step 2. Select From date and To date (Choose the date range when you first created the report). 

Step 3. Click Apply.  
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To customize the report view based on the report format, follow the below steps: 

Step 1. Click filters drop-down and select the Report format. 

Step 2. Select report format as either Excel or CSV. 

Step 3. Click Apply. 

 

To customize the report view based on the report status, follow the below steps:  

Step 1. Click filters drop-down and select the Report status. 

Step 2. Select the Report status as In Progress, Ready, No Data or Error. 

Step 3. Click Apply. 
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If you wish to remove the filters selected, click Reset, which is available next to the selected filters. 

 

If there are no reports for the applied filters, you will get the below error page. 
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7.3 Manage reports 

➢ Manage reports section is used to view the 

scheduled recurring reports and edit recurring 

report preferences of your reports.  

➢ To view your Manage and schedule reports page, 

in the left navigation menu click My Reports and 

select Manage and schedule reports.  

➢ The Manage and schedule reports page provides 

the list of all the scheduled recurring reports in a 

tabulated format. 

➢ The tabulated view contains the following fields – 

Report Title, Report Type, Next Run Date, Service 

type, Frequency, Report Expiry date, Account 

numbers, Format of the report and the Status of the 

report. 

➢ Similar to View and download reports page, you have 

filters, search, delete, and reset options to customize 

the view of the Manage and schedule reports page. 
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7.3.1 Edit recurring reports  

To edit your recurring report preferences, click the name of your report title. 

                                          

You will get the Report details page. Here, you can review your recurring report preferences and if you wish to edit your 

preferences, click Edit. 

                                      

Then, you will get the Edit Report page.  
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➢ In the Edit Report page, to edit the the report parameters click Edit which is next to the Report parameters. You can 

edit report title name, service type, report view and group shipments by. 
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➢ If you don’t want to modify any other changes in the selected preferences, click Go to My Report and it will navigate 

you to the View and download reports page. 

 

➢ If you wish to edit your other report preferences click Continue, and you will get the Select Accounts page. 
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In the Select Accounts page, you can add or remove your account number(s), by selecting/ unselecting the account 

number(s) checkbox. Once changes are made, click Continue. 

 

 

 

 

 

 

➢ You will get the Report detail page, here you can see your selected report type, if you wish to change your type of 

report, select the relevant report, and click Continue. 
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➢ Then, you will get the delivery options, here you can change your delivery preferences (if required) and once you 

complete changing your preferences, click Review and Finish. 

 

➢ If you wish to make changes on any one preference, click Edit on the respective preference and edit your changes. 
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➢ On clicking Review and Finish, Confirm your request page is displayed, if you wish to make any changes, click Make 

Changes, or click Submit.  

 

 

7.3.2 Extend expiring recurring reports 

In Manage and schedule reports page, if any of the recurring reports are due to expire within the next 30 days, you can 

view the status of those reports as expiring.  

Note: The reports which are about to expire will display at the top of the table followed by the reports which are 

scheduled.  

If you have one or more reports which are about to expire, you can view the warning message at the top of the table 

stating, “You have N recurring report(s) that is/are expiring within the next 30 days.” Along with this message, you can 

view Extend these reports option. 
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Extend reports option can also be selected in the following ways: 

• Click three dots of an expiring report and select Extend.  

 
 

• Click the checkbox  of an expiring report and select Extend reports at the bottom of the table. 
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Clicking any of the above options will display Extend recurring report schedule page. 

 

In this page, you can view the list of reports selected along with following details: Report name, Report type, Service, 

Frequency, and Current expiration date. You also have the option to remove or extend the expiration date of the 

report.  

Clicking the trash can icon  next to report name will remove that report from extend recurring report schedule page. 

To extend the expiration date of the report, click extension date range drop-down and choose the date range option 

from the list. 



 
 

 
FedEx® Reporting – User Guide                                                                                                                     Page | 47  
 
 

 

Once the preferred date range option is selected, click Extend. Then, the expiration date will be extended, the status 

of the report will be changed to submitted and below success message will be displayed. 

 

Virtual assistant 

Virtual assistant understands and responds to your commands and questions. In the bottom right corner of each page, 

you will have a FedEx Virtual Assistant window, to use virtual assistant, type in your questions in Ask a Question text box 

and click Submit. Then, virtual assistant will provide you the answer relevant to your questions. 

 


