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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.

SECTION - 2

2. Features and benefits
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Report requests and formats Dashboards

DE AN

[] =[]
Available 24/7 for one-time requests and Summarized data in dashboard format with
scheduled recurring reports (daily, weekly, the ability to drill down into details. Provides
monthly) with editing capabilities available summarized information of the shipment
for recurring reports. Provides report in trends and the charges of the account.

comma separated value (.csv) format.

Account selection Manage preferences

U

)

N>

Select the account type and get details of up to Choose your time and date format, units for

200 account numbers, options to select three weight and dimensions, decimal separator,

global entities and other sales entities. 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.

&8

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.

il
r— DF

New Users:

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

Step 1.
Step 2.
Step 3.
Step 4.
Step 5.

Bookmark the FedEx® Reporting landing page.

Register to the tool using the registration link and fill in all the relevant details.
Then, you will be re-directed to the FedEx home page.

Now, use the FedEx® Reporting landing page URL.

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.
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hid FedEx® Reporting Online ()
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LE] ( VIEW FEDEX REFORTING )
e ot

Clicking Use FedEx Reporting Online will take you to the legacy FRO application. Clicking View FedEx Reporting will open
the below window.

FedEx.

Welcome to the new FedEx® Reporting

P Iy e uierd b B P
Lndirem Wil D QECONTMUED N The COMNG MoNing

1
]
%
“
4
ad
¥
|.
]
¥
i*

notify you in advancs S0 you can Srepans

CLOSE

Click Continue or Close to continue using the improved FedEx® Reporting application.

SECTION -4

4. Short notes on menu
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Overview

Allows you to choose between legacy and modernized reporting tools.

Dashboard

@ OVERVIEW Provides details related to your shipments like transportation charges,
discounts applied by the accounts, total shipments, surcharges, net charges,
lfhy DAsHEOARD the shipping trends for the net charges, net transportation charges, and total
shipments and pieces.

El MY REPORTS ~

My reports

To view your reports, request for a new report, download reports and manage
{j} ADMINISTRATION R or schedule reports on a regular basis.

Administration
® HELP

Helps to manage the admin access, account preferences, and account groups.
<E% RETURN TO PREVIOUS VERSION HeIp

For extra guidance on the tool and new features.

ey
T

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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Manage preferences

Set your preferences for reports, including Dasics kike cate/time, units for weight and
dimensions, and currency, 85 well as reporting intérests and setup for your dashboard

& Date and time

Date format Time format

Weight and dimensions
Weight Dimensions
® Founds s ‘® ches an are

Decimal separator
(®

Dariad =arrma

Currency

Currency type
® UsS ¢

>

) 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.

ﬁf—} 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.

—

Motifications

When would you like to be notified? R

[£] Wren 2 remort Is avaliosie abexyz@fedex.com

[£] Wnen a report has anerms

. S CBN CRanGE U EMad ByTime
[2] Wnen arecurring report s expiring My Brofile

Dashboard settings

Dashboard acopunt detault: This is Eumaran testing CHANGE DEFAULT

—» [\ 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.

lli Dashboard settings

—p 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.

FedEx® Reporting — User Guide
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Manage accounts and groups

The list below contains the accounts you are currently registered for.
MNote: Groups from the previous versions will need to be recreated.

£l 314

ACCOUNTS

BB 79

v

GROUPS

v

Accounts
1917314

VIEW

FILTERS v Ssarch

Q, | recrsrer account

SEARCHED: ABC X

RESET

comMpaNY

[0 accounts i

ADDRESS ary

STATE  ZIF/POSTAL COUNTRY

CCOUNT SELECTED

[] 1234s6788  ABCDEF XYZ Tech ASUREF 10000 VN 4pD
[] 123456788 ABCInc. 123XYZSt  ASUREF 57808 » aop
»
»
[ ‘123456780  amcTech 567,MEFTUR  REFUTS 29432 =) 200
>
D 123456780 POR ABC 789, ADDRES UTVBER 3019 PH ADD
-
— — = -
SAVE AS GROUP
CLEAR ALL MOVE SELECTED
-~ B
= og =5
BLTOUNTS GROUFE
Decups i CHEATE GROWP L
ke ]
[ smcurwame MERITID BATE ACCOWNT TYRL ATENES ACCOUNTE I__»
] m=17e * G215 3038 Bt secounks Crasrote
|| = O 1R3! it BosounEr Fa—— o
(] at_g LRL P o] S BT Crowrap
O B0/ Sum-gen e
[ v %2eE o .

CLEAE ALL

Views, filters, and search

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 options are available to further customize your accounts table.

Search — To search any account, click the search icon, and
address of the account in the search text box. The account

FedEx® Reporting — User Guide

enter your account number, company name, or
table displays the results for the search keyword.
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The list below contains the accounts you are currently registered for.
Note: versions will need
=314 9879
ACCOUNTS GROUPS
Accounts
VIEW \ FITERS v sesrch REGISTER ACCOUNT
1 e
[ accounrs [OWAMY  aporess  cirv sTaTe  zimRoSTAL counTeY accounts sececten @)
123456789 m
O 123486789 ABCXYZ  ASUFER 0128 o 20DED
123456789 |
[ 123456780 ApDED
123456769 10000 wN apD
[] 123456789 DEFTech CBAZMX  REFUSA 57809 P aop
— — s )
SAVE AS GROUP
1 Accountselected CLEARALL MOVE sELECTED

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.

381 B0 206
ACCOUNTS GROUPS

Accounts

VIEW ~ FILTERS Search REGISTER ACCOUNT
Bt A

Standard views

f Account number {

: Subgroup

i Group

£ Country

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[ Jthe required country from the list of
options available.

Step 3.

FedEx®

Click Apply.

Reporting — User Guide
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Accounts
38

Country

VIEW v

State/Province

Q, REGISTER ACCOUNT

FILTERS search

Country

SEARCH

[ AU (Australia
[ === nes)

[ @8 unitec Kingcom)

appLY

CLEAR ALL

Accounts
381

search

q REGISTER ACCOUNT

VIEW ~ FILTERS ~

Country

Country

State/Province

sEaRcH

o

APPLY

CLEARALL

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.
g 314 B3 79
ACCOUNTS GROUPS
;:ZOUI‘I{S VIEW ~ FILTERS v Search O\
EI ACCOUNT # ;i:EA"Y ADDRESS CITY STATE ZIP/POSTAL COUNTRY ACCOUNTS SELECTEDO
123456789 @[
[ 123456780 ABCKYZ ASUFER s0148 2] ADDED
123456789 m
[ ‘123456780 L
123456789 10000 VN app
I:l 123456789 DEFTech. CBAZYX REFUSA 57809 JF ADD
e e - .

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

the Group Name text field.

FedEx® Reporting — User Guide
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Save as group

Save your account selections as an
account group for easy access later.

2 Account selected

ACCOUNT & comPaNY NAME
123456789 ABC/DEF
123456789 ABC Tech. Pyt

GROUP NAME

caNcEL

Step 5. Click Save and Finish, and you will get the below success message.

@)

saved

Your account group has been

X

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

group as your default dashboard account.

Groups
207

[[] crourmname

[ ‘=n27group 4
[ Test |5c-5
[ SushamasiTest §%

[ Sheshitestom §7

= 381 B8 207
ACCOUNTS GROUPS
MODIFIED DATE ACCOUNT TYPE ACCESS
041972023 9-digit accounts Owiner
10/19/2023 9-digit accounts Owner
10/18/2023 9-digit accounts Owner
10/18/2023 9-digit accounts Owiner

CREATE GROUP

ACCOUNTS

E

w

</ star icon to set any any of your

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.

FedEx® Reporting — User Guide
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CHANGE dashboard default?

You have selected the following group:

Test 1505

2 account(s)

Making this change will modify the default
account view for your dashboard.

CANCEL

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.

[
Test0608 2

Edit the details for your group. Select accounts to remove them or add new accounts.

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

iAccounts

p Click trash can icon to delete the group

COMPANY
[] accounts NAME ADDRESS Ty STATE ZIP/ROSTAL COUNTRY

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

[1 123456780 123,ABC TESRET 0148 -

[] 123456780

, 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.

ADD ACCOUNTS 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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t.
Manage users aceoun

You can manage user access here. Invite new to FedEx Reporting or edit
= - = INVITE USER
account access foract ers.

ECR Test 111000@fedex com & |||J

Invite new user:

To invite new user to your account,

Click Invite user to invite new user(s) to your

ly. Total number of active users of the account.

Active Users List of active users along with their information.
> Click pencil icon /to edit the account access.
Accounts Search accounts Q
2 . .
Click trash can icon [ to remove the user from
FIRST NAME LAST NAME EMAIL EDIT | REMOVE the account.
Test User 001122@fedex.com S W IS

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.

First, ¥ Reporting. Then, select the accounts you would like

FIRST NAME LAST NAME

EMAIL CONFIRM EMAIL
Available accounts
?ccounts search accounts Q

ACCOUNT
O NUMBER BILLING ADDRESS Ty STATE ZIP/POSTAL COUNTRY
[ 123456789 PH 4023 Fhilippines
1 Account selected. NEXT—
Step 5.

account details in the Invite Summary page and click Send invites.

FedEx® Reporting — User Guide

Review user information and
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Invite Summary

Test User| testuser@fedex.com

Wile will send this user separate email invites for each account. They will then need to accept the
invites to access FedEx Reporting and appear in your user list.

ACCOUNT

BILLING ADDRESS CITY STATE ZIP/POSTAL COUNTRY REMOVE
HUMEER
123456789 PH 4028 Philippines Tl

1 Account selected. BACK SEND INVITES

An invitation email will be sent to the invited users, and the below success message is displayed.

© %

You have successfully sent the
invite, invited user will not appear
in this list until they accept an
invite

Edit user access:

To edit user access, click the pencil icon V4 in the Active users table and the below page will display.
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Edit user access

Test user access 1234567 | 001122@fedex.com

has current access to. You can sele

r add accounts to share

Accounts assigned to Test user access 1234567

Accounts i
1 Search accountis

1 Account selected.

[] accounts COMPANY ADDRESS Ty STATE
MAME

1234-5678-9 PH 4028

REMOVE ACCESS——

ZIPJPOSTAL

ADD ACCOUNTS

+» Click Add accounts, to add more accounts to
the select user.

. Click Remove access, to remove access for the

Q

CHANGE ADMIN

COUNTRY

Philippines

L
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.

X

Are you sure you want to delete this
user?
Test 001122 @fedex.com
1 account
123455789

Once you delete this user, they wi

these accounts

ose acoess to
This change will be immediate.

N

SECTION -6

FedEx® Reporting — User Guide
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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.

Step 2.

Step 3.

Click the dashboard icon in the left navigation
menu.

In Select Accounts window, select the account
numbers or groups for the dashboard view
from the list by clicking the checkbox.

Click Save [] changes.

|.L|.|.L‘.I. ACCOUNTS

Groups
19

GROUP NAME MODIFIED DATE

Dashboard_pujith

@ a +* 02/01/2024
Q C:. ship-local-edit 03/21/2024
O shippersummary 03/07/2024
() Global-test-edit 02/27/2024

Ly

Test-guru-local-
O edit 02/27/2024

1 Group selected

Select Account(s)

GROUPS

ACCOUNT TYPE

9-digit accounts

9-digit accounts

Country

Global Entity

9-digit accounts

ACCESS ACCOUNTS

Owner 14 :
Owner 2

Owner 15

Shared

Shared B =
CLEAR ALL

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.

FedEx® Reporting — User Guide

Page | 17



FedEx Reporting  Dashboard

Expense and Volume Ly | VIEWING: 1 ACCOUNT t CHANGElI

|||.|.|.l From/To Date /
1/1/2023 = 33172023 = | ImvekeDam VIEWING: 1 ACCOUNT

f Transportation Charges Discounts Surcharges

& $51.16 ($16.47) $695.57 $0.00 $730.20

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.

Expense and volume ~ VIEWING: 114 ACCOUNTS
From/To Date 32202022 ® VIAR4 w El  viewpata = Filters
Imwoice Data
Transportation Charges Discounts Surcharges Duty/Tax Mt Charges
$2.80K ($10.38) $441.09 $79.71 $3.31K
MNet Charges Transporiation Charges

SERVICE @ FedCx Dxpres:

Totzl Shipmenis & Pieces Average Met Charge per Plecs

6.3 Expense and volume paginated report

TOTAL SHIPMENTS
FIECES

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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Expense and volume ~ VIEWING: 114 ACCOUNTS
From/To Date [22/2022  © 131/2024 = View Dashboard "= Filters
[Tl How Do | Download?
SERVICE TRANSPORTATION CHARGES DISCOUNTS SURCHARGES DUTY/TAX NET CHARGES TOTAL SHIPMENTS PIECES AVG NETCHARGEPIECE POUNDS AVG NETCHARGE/
FedEx Express $279831  ($1038)  $44109  $7RT §3.30873 21 2 51575585 720.00 5453
B 0 (5000) 50 0 50 o 0 o ooo
Express Fraightsr 0 (5000) 50 0 50 o 0 o 0o
Express NonTrans 0 (5000] 50 50 50 o 0 50 000
FedEx 10ay Freight 0 (5000) 50 50 50 o 0 o ooo
FedEx 2Day 0 (5000) 50 50 50 o 0 o 0o
0 (5000) 50 50 50 o 0 50 000
0 (5000) 50 0 50 o 0 50 0o
0 (5000) 50 50 50 ] 0 0o
FadEx Economy $0 (5000] 50 50 50 o 0 50 oeo
FedEx Europe First 0 (s000) 50 50 50 o 0 0 ooo
FadEx First Ovemight 0 (5000) 50 50 50 o 0 50 000
Fagix First Ovamight EH 0 (5000] 50 50 50 o 0 50 oea
FadEx First Ovemight Freight 0 (5000) 50 50 50 o 0 0 ooo
FedEx IDD Surface Solution 0 (s000) 50 0 50 o 0 o oo
FadEx International Economy 0 (5000) 50 50 50 o 0 50 ooo
FedEx International Economy{R} 50 (5000) 5o 0 5o o 0 o 0o
Distribution
FadEx Intemations! Economy{R} 0 (5000) 50 50 50 o 0 50 000
Total 5279831 (S10.38)  S441.09  $79.71  $3308.73 21 2 S$157.5585 729.00 453

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.

Freight account summary VIEWING: 114 ACCOUNTS  ((CHANGE )

From,/To Date

Met Charges Total Shipments Total Weight (Ibs} On-Time Performance Late Tenders

$418.22M 1.52M 1.70bn 27% 1.50M

Total Spend and Volume

Shipments

Nt Charges

@ et Charges @ Shipment On-Time Performance @ Freight Cconamy @ Freight Friorit

Ower, Short and Damagad On-Tima Parformance

Shipments 1516770 H
Overages 335 H
Ovarratio 0% H
Shortages 2410 =
Short Ratio 0.2% s
Damages s

Demags Ratio 03% o

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

Group Shipment by

‘ Description

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.
Faom/Te Dubs Polirid woad fésults ¥
$51.16 ($16.47) $695.51 100 ==

&
.
- .

BT oot it

You can also customize the dashboards using the date range. Click theicon  and selec 1e from and to date in the

Dashboard page.
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From/To Date

1/1/2023 & 3/31/2023 e

January 2023 T
Sun Mon Tue Wed Thu Fri Sat

02345
g8 9

0 11 12 13 14 Net Ch
15 16 17 18 19 20 21

(=)
-~

i

22 23 24 25 26 27T 28
29 30 AN

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.

Net Charges i Net Transportation Charges
Focus mode o meeneEE
&l Show =z = table
£

$400 Spaotiight
Sort @iz yoow Manth Yaar
4300 NET CHARGES
il Sortdescending
o ~ %l Sert ascending

Jan 2023 Feb 2023 Mar 2023 Service @FedEx Ground
Total Shipments & Pieces Average Net Charge per Piece

. 60 54

k]
H 10
5 10 § 40
G z
I
E . 5 31

20
0
Jan 2023 Feb 2023 Mar 2023
® Total Shipments —@— Pieces ; Jan 2023 Feb 2023 Mar 2023

Focus mode — On the top right corner of charts, click the focus mode icon to view the = chartin a full screen.
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< Backtoreport | NET CHARGES

Feb 2023

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.

| NET CHARGES

Month Year MET CHARGES
-

Jan 2023 $435.55
Feb 2023 3163
Mar 2023 3131.65

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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From/To Date
1/1/2023 5 3312023 o Invoice Date

Trangportation Charges

$51.16

Which data do you want to export?

ar
Wi s
Sommarized data
]
s
e formy
0t3!l Shipme
xsx (Excel 153.000-row max
i
’
b
- Mar
L e~ Sece

8o

Underiyng data

" SOt Uoe3 0

Filters

Net Charpes

$730.20

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.

Net Charges

Jun 2023 Jul 2023 Aug 2023 Sep 2023

oct

A 3092

2043

Transportation Charges

$21.86

£304.02

Service @ Fedtx Ground @ FedEx Express

SECTION -7

FedEx® Reporting — User Guide
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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

Select the data view for your report as either Payer
view or Shipper view.

Select how you wish to group your shipments,
either by Shipment date or by Invoice date.

FedEx Ground®.
Click Continue.
@ Report parameters
Report

Choose your senvice type:

AN fields marked with an asterisk (*) are required,

-:':" FasiEs Exprags? and Fadbs Grondt

() Paper view. inciuds all shiperents paid for by the secount. Inciudes shigping charges

() Shipper view., incliude sl shipmants shipgad by the soosunt Dot ot include sy his
Group shipments by

- Shigrent dats rrecion date

For FedEx Freight® services:

FedEx® Reporting — User Guide
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a. Enter the name of your report in the Report Title e. Select your shipment status as Delivered or Not
(mandatory field). delivered or All.
b. Select your service type as FedEx Freight®. f. Select how you wish to group your shipments,
c. Select your priority type as FedEx Freight Priority either by Shipment date or by Delivered date.
only or FedEx Freight Economy only or All. g. Click Continue.
d. Select the data view for your report as Payer view or
Shipper view (outbound) or Recipient view
(inbound).
@ Report parameters
REFORT TITLE*
Report
Choose your service type:
O FedEx Express® and FedEx Ground® -@ FedZx Fra znada, Me
Level of priority
@ A (O Fed=x Fraight Priority on (O Fed=x Freight Economy o
|:| Payer view. Include all shipments paid for by the account
includes shi 30 "" chain ==
~] Shlpper view (outbound). Include all shipments shipped by the account
oes not include sh D‘J".’O ch arges.
D Reuplentwew{mhound) ncluce 2 shipments re ved by the account.
Incluges snipping cnar ges farall collect shipments r ._CE-"."E'O.
Shipment status:
@ Al O Celivered O lot delivered
Group shipments by:
O Shipment date @ Celiverad date
All fields marked with an asterisk (*) are required.
GO TO MY REPORT 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

FedEx® Reporting — User Guide

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.

@ Select Account(s)
Select the groups you would like to include in this report.
ACCOUNTS GROUPS
Groups
79
E GROUP NAME MODIFIED DATE ACCOUNT TYPE ACCESS ACCOUNTS
TestO608 08/06/2024 9-digit accounts Qwiner 2
New_AG_AUGT4 08/14/2024 9-digit accounts Shared 1
[] KT_Session 08/12/2024 9-digit accounts Shared 1
[] FcROMs_AGS0 08/12/2024 9-digit accounts Shared 18
[ Fcroms_sauG 08/12/2024 9-digit accounts Snared 16 o
2 group(s) selected. CLEAR ALL m

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 sample report will be downloaded in excel format. Choose
FedEx Ground® services, see the below image. your preferred report type by clicking Select report option

) ) . ) and click Continue to proceed with the Delivery options.
To preview the columns available in each report, click

View report sample in the respective column and the
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@ Repart deta

Selectthe type o report you need. Choose Trom standand reports or CUStomize your own.

Detalled shipmant Information with charges, waight, pleces
Included, shipper/reciplent Information and mare. SELECT OFTIONS

Shipment S p—

rtamized operational/Tinandial details for cargo dalms
activity, Including status, updates, and settlement Infio from

cigim fle oate. SELECT OPTIONS

Summary of 2il Surchargas [e.0. fu2l or a0aress Correction)
and duty and tax charges. SELECT OPTIONS
surcharges e rwcrt samze
Shipments that have greater dimanslonal welght than
originalwelgnt Thisis Based onhalght, width, and lengtn.

Dimmed Packages Wieewr report sampele

Shipments that required 2n agdrass Correction. Contains
both the original and modiflad acidrass. SELECT REPORT

Address Correction e SRSt A

&

Itemized acoount data for 3 specific socount Including
revenue, tarritary, kst ship date, status and summarized
charge Info.

e

SELECT REPORT
Account Master

Il

SELECT REFORT

Shipper Summary

SUmmMary of expense and volume Sy snippar:

©

Summary of domestic days In ransit report.
) N SELECT REPORT

Diays in transit

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.

@ Custom report options

Please use the checkboxes to select the columns for your custom report.

|E| AVAILABLE COLUMNS

3

Payer Account

Global Entity Number

Division Number

o ®

Country Number

[

Group Number

|

Subgroup Number

Facility Number

[

Domestic/intl

|

]

5 account selected. CLEARALL CONTINUE

I 4
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For FedEx Freight® services:

To view the reports available for FedEx Freight® service, Choose your preferred report type by clicking Select
see the below image. Report option.

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.

@ Rzport geta

ST INe Type OF Treignt report yOou Need. CNOOSE rom $3aNaarg reports or Customize your own

Cumay SELECT REPORT

Shipment Detail

Shipment Breakdown

Confirm Report Oets
what types of shipments do you want 2o include?
-
o P
O
O

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.

@ Delivery options

Delivery date
Report frequency: *

'©,. One-Tima

START DATE*

09/01/2023

EMD DATE

09/30/2023

Delivery format

@ CSV (Open in Microsoft Excel)

Date ranges are based on your bill cycle for the accounts you selected. For more up-
to-date information, please contact your sales representative.

REVIEW AND FINISH

Then, you will get the Confirm your request page.

Confirm your request

Test
One-Time report 07/01/2024- 07/31/2C
Report parameters Accounts
Service type Account type
F2aSi Sroress® 3nd Fecix 9-digit accounts

Accounts selected

Data view for report 123456780

Ezyervisn

Group shipments by

rvoics date

MAKE CHANGES

Report detail &
delivery options
Custom Shipment Detail
Customi ent

ng the cata

Delivery format

C.

d.

For Recurring reports, select the Date Range as Daily,
Weekly or Monthly from the drop-down.

For weekly or monthly date range, select delivery day
or date from the Deliver On drop-down.

Click Review and Finish.

very options

b

Delivery date
Report frequency: *

O Ore-Tima © Recurring

DATE RANGE®

Weekly (last week)

DELIVER OM *

Sunday

Date ranges are based on your bill gycle for the accounts you selected. For more up-to-
date information, please contact your sales representative.

Delivery format

@ CSV (Opan in Microsoft Excel)

REVIEW AND FINISH

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.

FedEx® Reporting — User Guide
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Test

What's next

- You will be notified by email when your reportis ready for
review.
Report parameters Accounts
Service type Account type
FadEx Express® and FedEx GQround® S-ciigit accournts
Data view for report Accounts selected
Fayer e 123456789

Group shipments by

rvoice date

GO TO MY REPORT

Your request has been submitted

Cne-Time report 07/01,/2024- 07,/31,/2024

CREATE ANOTHER REPORT

O,

In Progress

Report detail & delivery
options

shipment information including the data
fizlds selectes by vou

Delivery format
S

Click Go to My Report to view the status of the requested
report or click Create Another Report to request for
another new report.

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.

FedEx® Reporting — User Guide

You can also click View and download reports in the left
navigation menu to view the status of your 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.

Reports are available for 90 days.

WHERE ARE MY REPORTS?

View and download reports

Check report status or download your detail report in Excel or CSV format.

REQUEST REPORT

All Reports
FILTERS Searc
2305 A earch Q
D REPORT TITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS
Shipment Details  16/08/2024 Address FedEx 15/08/2024 - 50 accounts
: D 2 13:48 Correction  Express®an... 15/08/2024
: [ test 16/08/2024  Custom FedEx 15/08/2024- .
= : 13:44 Shipment... Express®an... 15/08/2024
16/08/2024  Custom FedEx 15/08/2024 -
: Test-Rec-Custs 3a it
P[] TestRecCustom o, Shipment. Express®an . 15/08/2024 secounts
. 16/08/2024  Custom FedEx 15/08/2024 -
H test 50 t:
P[] ot 13:41 Shipment.. Express®an.. 15/08/2024 secounts
a 7127 08/20. E 04/08/2024 -
. D T_stpr_o_rtI. 127 1?;38;&:24 Address. FedEx i 34;38jfc24 43 accounts
* 53807255 12:38 Correction  Express®an... 10/08/2024

FORMAT STATUS

£

Ls=4n) .
No Data

sV o
No Data
csv A
No Data
sV &
No Data
csv &
No Data

DELETE REPORTS

View and download reports

q REQUEST REPORT

AlRsperts
. O Frens searcn

1)
-/
Mo reports have been created.
Create your first report to get started.

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.

FedEx® Reporting — User Guide

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

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.

Days in FedEx 01,08/2022 - 11 "
transit Express®an... 31/07/2024 aceounts
M o wane | 12/08/2024  Account  Fedx 01/08/2022- .
Sfmany frans 4557 Master Express®an.. 31/07/2024 accounts
[ Osysimransis  07/08/2024 Daysin FedEx 01/07/2022- .
aysintransit 7.4 transit Express®an..  31/07/2024 secounts
] shet 07/08/2024  Shipment  FedEx 30/06/2022- .
snein 15:41 Detail Expresstan.. 31/07/2024 secounts

sV

csv

csv

Csv

@
Ready

@]

Ready

@
Ready

|G
Ready

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

Report details

Dayschec

01/07/2022 - 30/06/2024 (One-Time)

csv

Group shipments by:

rvoice date

DOWNLOAD

CLOSE

Report delivery &

Days in transit - Surmmary of
domestic days in transit report.

Report parameters Accounts

Service type Account type del very options
FedEx Express® and FedEx Ground® S-digit accounts

Data view for report Groups selected

Payer view Days_9digit_AG

Delivery format

X

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.

FedEx® Reporting — User Guide

» 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 any report.

Delete to
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2309 FILTERS SEATCT = REGUEST REFURT
|:| REPORT TITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS FORMAT STATUS
0] :
16/08/2024 Cust FedE 01,/07/2024 -
H |:| Test 108/ u.s o FOEX 197 Jaccounts  CSV @
b 19:09 Shipment... Express®an... 31/07/2024 Im Progress
1l DELETE
= Shipment Details 16/08/2024 Address FedEx 15/08/2024 - M

» 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.

Viewing
FILTERS v~ Search REQUEST REPORT
59/2073 o ==ar Q
READY RESET
|E| REPORT TITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS FORMAT STATUS
Fs
. 07/26/2024 Days in FedEx a7/01/2022 - Days_9digit_ =)
: Dayscheck sV =
: Fysen=s 2:44 PM transit Express?an.. 06/20/2024  AG Ready
. Days_9digit_Recu 07/23/2024 Days in FedEx Q7,01/2022 - =
E ) . 114 ts  CSV
] rring 4:46 PM transit Express®an... 06/30/2024 BECEHMS Ready
. Days_Sdigit_Recu 0772372024 Daysin FedEx Q7012022 - [
: |:| - . - 5 accounts S -
rring 4:12 PM transit Express®an... 06/30/2024 Ready
. Days_9digit_Recu 07/22/2024 Daysin FedEx Q7,01/2022 - @]
b | | . . - 113 accounts C5V
rring 5:07 PM transit Express®an... 06/30/2024 Ready
. I:‘ hi t Detai 0771972024 Days in FedEx a7/01/2022 - wtest cov =)
i IPmEnt DEtals 040 pM transit Expressan._. 06/30/2024 o0 Readv 7
2 report(s) selected 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.
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';‘g?R;P‘:”ts FILTERS ~ Search REQUEST REPORT

|:| REPORT TITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS FORMAT STATUS
e
07/29/2024 Dimmed FedEx 07/28/2024 - @

H Test test C5W
* D == 8:01 PM Packages Express®an... 07/2B8j2024 nEwEs In Progress
. Shipment Details 07/29/2024 Address FedEx 07/28/2024 - iy
: 50 it C5V

(. 1:47 PM Correction  Express®an..  07/28/2024 sreounts No Data

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

Check report status or download your detail report in Excel or C5V format.
Reports are available for 90 days.
WHERE ARE MY REPORTS?
AllReports FILTERS Test Q X' | REQUESTREPORT
R rt titl
[] mEl ~CPOTRREE @D \ccounts rormar sTaTus
Account Mumber .
P[] Test 16/08/2024  Custom FedEx 01/07/2024- 133456789 oy ®
19:09 Shipment... Express®an... 31/07/2024 In Progress
Shi t Detail 16/08/2024 Add FedE 15/08/2024 -
H |:| e /08/ ressl, . 108/ 50 accounts  CSV A,
2 13:48 Correction  Express®an... 15/08/2024 Mo Data
Test-surcharge- 16/08/2024 Surcharge FedEx 15/08/2024 - ,
i . .g 1981 = 108/ 123456789  CSV i~
recurring-edit 1244 Detail Express®an... 15/08/2024 No Data
18/NRIINTA Cuctam EedFy 15/0RIN0A -

Then, the View and download report page will display the reports based on your search filter.



View and download reports

Check report status or download your detail report in Excel or CSV format.
Reports are available for 90 days.

WHERE ARE MY REPORTS?

Viewing

1589/2309 FILTERS ~ Search O\ REQUEST REPORT

SEARCHED: TEST

|:| REPORT TITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS FORMAT STATUS
a
l:‘ Tect 16/08/2024 Custom FedEx 01/07/2024 - cav @
== 19:09 Shipment... Express®an... 31/07/2024 123456789 In Progress
Test-surcharge- 16/08/2024 Surcharge FedEx 15/08/2024 -
] : 9 08/ — ~ d 123456789  CSV &
recurring-edit 13:44 Detail Express®an... 15/08/2024 No Data
16/08/2024 Custom FedEx 15/08/2024 - i
t O[] test 1951 _ . 1951 efef sV &
13:44 Shipment... Express®an... 15/08/2024 Mo Data

If you do not have any results for your keyword, then the below error page is displayed.

View and download reports

Wiawirg
8/ 00 © rurens - searcn o} REGUEST REPORT
SEARCHED: 154088 = RESET

T
U,

Mo results were found for that search.
Change the keywords and try again.

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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Viewing R
2394260 FILTERS Searc Q.| REQUESTREPORT
t -
= Date range created
[Q report format Choose the date range when you first created the report
FROM DATE TO DATE
Report stat
@ eport status enen/Sdyyyy &5 To R £

APPLY

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.

Viewing
239/260 FILTERS ~ Search Q.| REQUEST REPORT
Dat
o e Report format
D Report format D csv @
[] =xcel a

® Report status

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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Viewing
239/260 FILTERS ~ Search Q.| REQUEST REPORT
Dat
Sl Report status
D Report format |:| Srror
Progress
@ Report status D i E
[] Mo Data
[] ready

APPLY

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

Viewing -
7/260 €@ riLeERs ~ Search Q REQUEST REPORT
READY X SEARCHED: REPORT X

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

View and download reports

Vimwirg
& /100 @ rurers - Searen 3, REGUEST REPORT
CREATED: 11/01/2021 - T2/I8fBOI1 RESET

Mo results were found for the criteria you selected.
Change or reset your filters and try again.
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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.

Customize report(s) with the information you need and schedule them to recur daily, weekly, or momnthly.

‘& You have 1 recurring report(s) that are expiring within the next 30 days EXTEND THESE REPORTS

Recurring reports will expire after one year.
WHERE ARE MY REPORTS?
\&ll Reports EILTERS ~v Search
39
REPORT NEXT RUN
] TITLE TYPE SERVICE FREQ DATE
Shi FedE 07/30/2024
i || Plo2 Test4 pper e Daily /=00
o= Summary Express®a_.. 5:30 AM
. | | Shipment Freight FedEx Daily 07/29/2024
- Details Shipme... Freight® (U.... v 5:30 AM
Daysi FedE Q7/29/2024
i [] Days_rec .:_.fs_m _e . Daily /23/2
b transit Express®a... 5:30 AM
Daysi FedE 07/29/2024
: [] Days_Rec_1 a_.fs.m _e . Daily /29/2
transit Express®a... 5:30 AM
Days in FedEx Q7/29/2024
i [] Days3 - _ Daily /2302
transit Express®a... 5:30 AM

O\ REQUEST REPORT

EXPIRES ACCOUNTS FORMAT STATUS

08/11/2024 2 accounts  CSV :
4:02 PM Expiring
061172025 )
11/ 50 accounts CSV (f
9:07 PM Submitted
1227 =
07/22/2025 50 accounts CSV (-‘
£8:39 PM Submitted
0772372025 Days_9digit cav ()
1:33 PM _AG Submitted
07/2372025 111 7
e csv @
4:45 PM accounts Submitted

DELETE REPORTS

FedEx® Reporting — User Guide
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7.3.1 Edit recurring reports

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

*;!:REP‘:’”S FILTERS ~ Search Q| REQUEST REPORT
REPORT NEXT RUN
TILE TYPE SERVICE FREQ DATE EXPIRES ACCOUNTS FORMAT STATUS
Y
. Daysin  FedEx _ 16/08/2024  22/07/2025 @
; [Days rec] Dail 50 £ Csv :
b EI =lieilins transit Express®a... el 0530 18:39 aecounts Submitted
Daysin  FedEx _ 16/08/2024  23/07/2025 Days_S9digit @
: Days_Rec_1 Dail csv
i [ DaysRecd it Expressia . oY 05:30 13:33 AG Submitted

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.

Report details

Days_Rec_1

Daily Recurring report

Report parameters

Service type

FedEx Express® and FedEx
Ground®

Data view for report
Payer view

Group shipments by

nvoice date

Accounts
Account type

9-digit accounts

Groups selected
Days_9digit_AG

EDIT

CLOSE

Report detail &
delivery options

Days in transit Summary of
domestic days in transit report.

Delivery format

Csv

Then, you will get the Edit Report page.

FedEx® Reporting — User Guide
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Edit Report

In four simple steps, specify the parameters for your detailed report, including accounts and report detail. Reports are generally
reacly for review within 24-48 hours.

Q Report parameters
Report title EDIT
report

Service type
FedEx Express and FedEx Ground

Report view
Payar view

Group shipments by

Shipment date

0 Select Accounts

Account type EDIT
9-digit accounts

Accounts selected

@ R=port detai

Report type selected EDIT
Shipment detail Detailed shipment level information with charges, weight, pieces in
shipments, shipper and recipient information and additional data

Q Delivery options

Delivery date EDIT
Recurring, Weekly (Sunday)

Delivery format
CEY

MANAGE REPORTS

> Inthe 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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@ Report parameters

REPORT TITLE®
Report

Choose your service type:

FedEx Express® and FedEx Ground®

@ Payer view. Include all shipments paid for by the account. Includes shipping charges.
O Shipper view. Include all shipments shipped by the account. Dioes not include any shipping charges

Group shipments by:
@ Shipment date O Invoice date

All fields marked with an asterisk (*) are required.
CONTINUE

GO TO MY REPORT

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.
WHERE ARE MY REPORTS?
All Reports FILTERS ~ Search Q| REQUEST REPORT
2305
[] REPORTTITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS FORMAT STATUS
. Shipment Details 16/08/2024 Address FedEx 15/08/2024 - iy
N I e 13:48 Correction  ExpressSan.. 15/08/2024 - occounts SV No Data
. 16/08/2024  Custom FedEx 15/08/2024 - A
2O test 13:44 Shipment.. Express®an.. 15/08/2024 O eV No Dats
o 16/08/2024  Custom FedEx 15/08,2024 - A
P[] TestRecCustom o Shipment.. ExpressSan.. 15/08/2024 - 2ccounts G5V No Data
. 16/08/2024  Custom FedEx 15/08/2024 - A
P[0 test 13:41 Shipment.. Express®an.. 15/08/2024 -0 occounts G5V No Data
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.

@ Select Account(s)
Select the groups you would like to include in this report.
ACCOUNTS GROUPS

Groups

79

El GROUP MAME MODIFIED DATE ACCOUNT TYPE ACCESS ACCOUNTS
i

Test0602 08/06/2024 9-digit accounts Owiner z

Mew_AG_AUGT4 08/14/2024 9-digit accounts Shared 1

El KT_Session 081272024 9-digit accounts Shared 1

[] FcROMS_AGSD 081242024 9-digit accounts Shared 18

D FCROMG_SAUG 08/12/2024 9-digit accounts Shared 16 -

: grnup(s}l selectec. e m

> 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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@ Report dets

Select the type of report you nead. Choose from standard raports or customize your own.

rEVEnUE, T2rTitary, st ship date, Status and summarized
cnargeInro.
account Master ¥ S

= Itemized acoount data for a specific account Including
2 :

OO0 RCHRCRREE

CONTINUE

» 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.

@ Delivery options

Delivery date
Report frequency: *
O DreTms @ Recurring
DATE RANGE® v
Weekly (last week)
DELIVER OM *
b4

Sunday

Date ranges are based on your bill cycle for the accounts you selected. For more up-to-
date information, please contact your sales representative.

Delivery format

@ CEV (Open in Microsoft Excel)

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.

Confirm your request

Test
One-Tim: port 07, 24- 2024
Report parameters Accounts
Service type Account type
eIy Sxoress® and FecE 9-digit accounts
) Accounts selected
Data view for report 123456789

Delivery format

Group shipments by

MAKE CHANGES

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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il Reports
39
I:l REPORT
TITLE

: 'D: P102_Test4

|:| Shipment
Details

i [] Days_rec

L]

Days_Rec_1

i [] Days3

Manage and schedule reports

Recurring reports will expire after one year.

FILTERS -~ Search

TYPE SERVICE

Shipper FedEx
Summary Express®a...

Freight FedEx
Shipme... Freight® (U....

Days in FedEx
transit Express®a...

Days in FedEx
transit Express®a...

Days in FedEx
transit Express®a...

WHERE ARE MY REPORTS?

FREQ

Doaily

Draily

Craily

Draily

Draily

NEXT RUN
DATE

07/30/2024
5:30 AM

07,/29/2024
5:30 AM

07/29/2024
5:30 AM

07/29/2024
5:30 AM

07/29/2024
5:30 AM

& You have 1 recurring report(s) that are expiring within the next 30 days

EXPIRES

08/11/2024
4:02 PM

06/11/2025
9:07 PM

07/22/2025
:39 PM

07/23/2025
1:33PM

07/23/2025
4:45 PM

Customize report(s) with the information you need and schedule them to recur daily, weekly, or monthly.

EXTEND THESE REPORTS

Q REQUEST REPORT

ACCOUNTS FORMAT S5TATUS

=
2 accounts CS5V -
Expiring
S0 accounts CSV 'I‘-JJ_
Submitted
S0accounts CSV @
Submitted
o - .
ays_9digit cov )
_AG Submitted
111 ”
Csv @ -
accounts Submitted

DELETE REPORTS

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

e Click three dots : of an expiring report and select Extend.

4 Extend
Z Edit

lil DELETE

i [] PlO2_Test4

Shipper FedEx
Summary Express®a...

Freight FedEx

Shipme... Freight® (U....

Daily

Daily

07/30/2024
5:30 AM

07/29/2024
5:30 AM

08/11/2024
4:02 PM

06/11/2025
9:07 PM

2accounts CSV f‘?"‘.
Expiring

@

50 accounts  CSV Submitted

e Click the checkbox | of an expiring report and select Extend reports at the bottom of the table.
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REPORT
E TITLE TYRE
: PIOZ Testa PP
- Summary
. | | Shipment Freight
- Details Shipme. ..
. Daysin
i [] Days_rec .
transit
Days in
: [] Days_Rec_1 o
transit
H D Days3 Days .in
- transit
1 report(s) selected

SERVICE

FedEx

FREQ

Draily

Express®a...

FedEx

Draily

Freight® (U.._.

FedEx

Draily

Express®a...

FedEx

Draily

Express®a...

FedEx

Draily

Express®a...

NEXT RUN
DATE

07/30/2024
5:30 AM

07/29/2024
5:30 AM

07/29/2024
5:30 AM

07/29/2024
5:30 AM

07/29/2024
5:30 AM

EXPIRES ACCOUNTS
AR 2 accounts
4:02 PM
06/11/2025

11/ 50 accounts
9:07 PM

122/
07/22/2025 50 accounts
6:39 PM
07/23/2025 Days_9digit
133 PM _AG
07/23/2025 111
4:45 FM accounts

EXTEND REPORTS

FORMAT STATUS

csv

Csv

csv

csv

csv

DELETE REPORTS

Expiring

%]

Submitted

Submitted

]

Submitted

Submitted ¥

Clicking any of the above options will display Extend recurring report schedule page.

PI02_Test4 [il
REPORT TYPE SERVICE
shipperSummaryDaily FedEx Express® and

FedEx Ground®

1 report(s) selected

FREQUENCY  CURRENT EXPIRATION DATE

Daily

08/11/2024

EXTEND

CANCEL

Extend recurring report schedule

Extend your recurring reports. You can choose to extend between 1 and 12 months.

New Expiration date:11/11/2024

EXTENSION DATE RANGE *

3 menths

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.
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EXTENSION DATE RAMGE *

3 months

1 month

6 months
12 months

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.

wrrectid
© X

Your recurring report has been rrectid
extended for 12 months.

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.

@
L View and download reports
» Chick portstati o ekaad your etor CoV formt
@
0 | e .
® [] REPORTTITLE CREATED TYPE SERVICE DATE RANGE ACCOUNTS FORMAT STATUS
10 Detal | Expresstan.
: Shipment FedEx
1Q p
. Shipment FedEx
g t shipment  FedEx WAV/2023- . i sy A -
10, Detal | Expresten.. t0n1y20zs  'OISSATOR OV O
EO TeAN ke et s d0nnom 3R SV (S
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