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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.

SECTION -2
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2. Features and benefits

Account summary

D
LT

il

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

Views and columns

E

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

Administration

&%

Manage primary and
secondary accounts and
control who can access your
accounts.
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Invoice table

NE
=0

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

invoice details information
in a tabulated format.

Payment flow

Seamless flow of payment from
adding to pay cart and
reviewing the pay cartitems to
checkout process.

Reporting

PDF

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

SECTION-3

Invoice filters & search

@)

AN

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

Managing payments

o @ o

il

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

Disputes

[123]
mamn
3

Dispute any
invoice/shipment prior to
payment and avoid paying

extra charges.

Page|5



3. Let’s begin!

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

Step 1.
Go to FedEx home page.
Login to the home page.

Step 2.
Select FedEx® Billing Online.

In the FedEx home page, click Account and select FedEx Billing Online.

Step 3.

Login to FedEx® Billing Online.
Click Go to FedEx Billing Online and login to your FBO account and you will land
in the below page.

FedEx® Billing Online

oo

a

g suMManry

1 iwvoices

ES mMaNAGEPAYMENTS ~

@ ADMINISTRATION

@ REPORTING ~
® HELP

{8 RETURNTOLEGACY

«

Fed LOGOUT
T 9%
ACCOUNT NUMBER .
(£] $38.35542 fly $0.00 A\ 52724627

Search

Select the criteria and enter the content you'd like to search. This

search will take to a specific page or allow you to view multiple

FedEx Billing Online — User Guide

esults.

Search for*

Select V‘
SECTION-4
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https://www.fedex.com/en-in/home.html

4. Short notes on menu

FedEx® Billing Online

EE SUMMARY
E INVOICES
] MANAGE PAYMENTS -~
{j} ADMINISTRATION
{j} REPORTING ~
@

HELP

‘:E:} RETURN TO LEGACY
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Summary

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

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 four categories Scheduled Payments,
Payment Profiles, Autopay, and Available Credits.

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 current FBO application.

SECTION-5
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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, dispute
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

FedBx® Billing Cnline L]

e J— account numbers you have
=P T M access for.

= HENTS Amounts are shos uso

& soumeriaron g ssesssaz @ S000 A\ 52724627 »Account Balance, Disputed, and
@ reormme ~ Past Due are three account
@ e summary tiles. Selecting any of
o remomoizes these account summary tiles, will
« direct you to the invoice table

filtered with invoices related to
the chosen summary tile.

Select v ‘

» Click View Invoices to go to your

-
Invoices page.

Mobile view:
Fed e =
FacEx® Bilkng Cndne
oo = & . .
25 = O 2 [ Access to navigation menu.
Summary
— .| T——® Account number drop-down provides you the list of all the account
numbers you have access for.
] $254.00
fiy $20000 T—»Account Balance, Disputed, and Past Due are three account summary
s tiles. Selecting any of these account summary tiles, will direct you to the
/N 510000 invoice table filtered with invoices related to the chosen summary tile.
m —»Click View Invoices to go to your Invoices page.
SECTION-6
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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 Shipping~  Tiacking v Printing Senvicas~ Locatlons v Supporta chissomwhite & Q
ine Invioices
= ACCOUNT MumBR
Invoices 1234-0000-3 Bt
Amcunts arw shown i USD
g s2s400 @ $20000 /M s100.00
ACCOUNT SALANCE DisFUTED PAST DUE
""""" FILTERS EDIT COLUMMNS ~ VIEWS Q
s0 Lo
uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu
3 1.3a5.5323 a2/10/2021 A Past due Aualable 02/28/2021  $50.00 $5000 Panding 30,00 USD 3000
¥ 1421432 0310/2021 M Pastdue Avnbabie 03/31/2021  §50.00 $5000 Pending $0.00 usD 3000
) 4131-4224 04/10/2021  Incispute Avabable 043002021 $100.00 510000 Pending $0.00 SO s0.00
» 2-432-1333 a5/10/2021 In dispute Avatable 05/31/2021  $100.00 $100.00 Pending 30,00 USD 30.00
¥ a-345-5745 0610/2021  Open Pending DEF/2021  $50.00 55000 Pending 3000 USD $000
¥ aa121867 07/10/2021  Open Pending 07312001 $50.00 $5000 Panding $000  UsD 3000
y 8-323-6723 08/10f2021  Open Pending DB/31/2021  $50.00 $5000 Panding $0.00  USD 3000
» 23338875 09/10/2021  Open Maotsupported  03/30/2021  $50.00 $5000 Pending $o00  usD $0.00
> a-333.7EE1 10/10/2021  Open Motsupported  10431/2021  $54.00 $10000 Pending s000  UsD 3000
¥ E33zT7a 11/10/2021  Open Avnbable 11/30/2021  §20.00 $100.00 Pending $0.00 USD $0.00
Subtotal
Criginal amount due $600.00
Current basance $s55400
QR COMPANY MORE FROM PEDEX LaNGUAGE
Aot Fuckix Facdix Bl FadEs Comoatisie
e Porttolls Corparmtu fsporalbity  Develoer feaourcs Ceter @ Ukt Seabna
[ —— oo Facs Logasa
Carwars Contact Us
Enginr v
rousnro @ @ ® @ ® @ ®

Skemap | TermsofUs | Priecy Polcy

Mobile view:
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Fed e =
FedEx® Bllkng Ordne | InWwoaoes
o » Access to navigation menu

BB E @ g J
S LAY (Ll s 2 HELP %‘b
Invoices

st e » Account number drop-down provides you the list of all the account numbers

you have access for.

Ao are stose ke LD

& $254.00

ACCOUNT BALANCE

$200.00

ASPUTED

&

"'[\1_

/A 10000

PAST DUE

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

Allirerchoes 50

Saarch by Ineodos number

£

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

INWCHCE HUMBER
1-345-5323

INWCHCE DATE
o271021

INWCHCE STATUWS

o Past dus

VIEW MORE

IMNWCHCE HUMBER

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

| 1-422-1432 i

INWCHCE DATE
o3s1o21

INWOICE STATUS
Ay Past cue

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

| VIEW MORE !

INVODICE HUMEER
4-131-4224

IHVOICE DATE
Da/10/2021

INWOICE STATUS
In cispate

WIEW MORE

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

Invoice table and its elements

FedEx Billing Online — User Guide Page| 10



| e e e AR o) I——>Th|s tab allows you to search and
customize your invoice table.
1-345-5323 02/10/2021 M Past due Aailanie D2/I8/2021  $50.00 S5000C Perding $000 uso $000
¥ Columns of the invoice table.
Inveoice summary
BILLING INFORMATION CHARGE SUMMARY o
Invcicepambar 13455323 Elpesincinmn) » Clicking the arrow, will give you
Account rumber 1234-0000-3 Special harding charges 5§ a639 . .
Store Drumbser Sase decourt s 2us the details of the corresponding
I —— 71-123-4567 Transportation charges 5 10751 inVOice number
Invoice date ozjToia0a1 Tkl § 13265 ’
Invoice status M Pastdue
Involce type Fraght Grourd charges
Due date 3/10/2021 Base dscount $ 2000
- don. $z0.00 Transportation charges 5 4000
Total § 2000 .
Coovorceperand] —® To get more details about the
Dither charges . . . . .
R s i invoice, either click Invoice
Tatal s 000 number or Invoice Details.
Total invoice amount $ 17285
Total payments and credits $-172.65
TOTAL BALANCE DUE 5 .00
[ N .
r —®To download the PDF version of
F 1-4z2-1432 231042021 A Pastdue Al D3/31/2021 $5000 $50,00 Perding $000 UsD $0.00 yOUr inVOice, Click shOW Invoice
¥ 1314224 D410 3021 in dispute Availanie 0a4/30)2021  $100.00 $100.00 Perding $0.00 uso S0.00 (PDF)'
¥ 24321333 5/10f2021 in dispute Availathe 05/31/2021  $100.00 $100.00 Ferding 000 USD $0.00

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.

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

nvol . :
nvoice status Dispute, Closed or Closed - In Dispute.

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

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

Payment status 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.

H Shipping~  Tracking~  PrintingSendices~  Locstions ~  Supports
lime Involces
- ACCOUNT MUMBER
Invoices 1234-0000-3 G
Amaunts sreibomn i U5
[ $25400 M $20000 M $10000
ACCOUNT BALANCE DisPUTED PAST DUE
e
ety O siurers ~ EDIT COLUMNS * VIEWS Q
G_’J Invoice details Invoice status
ﬁ ACCoUNt number opan
cumency Opsn—In dspute
Invalcs number Pastdue
Invoice status . Past due—In dispute
D Closed
T [ ciosec - cisputs
BaymEnt typs
Cnru
¥ E3337732 11/10/2021  Open Avallable 1302021 §20.00 $100.00 Ferding o0 usD 5000
Subtotal
Owiginal amount due $500.00
Current balsnce $55400
DUR COMPANY MORE PROM PEDEX LANGUAGE
Abat FadE FackEx Hiog Fedtt Lommatitie
oar Partiila ¥ oer Reairin Caritar @u..m:m-
RSy — Frewaszam Fackis Luggatics
Carsars Contact Us
Enghah \,
rousursn @ © © @ ® @ @

8 FadEx TS 2021 Shemap | TermsofLse | Privacy Pollcy

-
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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.

Fed Shipping  Tracking v  Design&Print>  Locations»  Support >
) ACCOUNT UMEER
N
Invoices 1055-0141-1 1234-5678-9
® $374,539.517 usp @ $0.00 uso A $208,238.59 usp
BALANCE DUE DISPUTE PAST DUE
INVOICE STATUS: PAST DUE | PAST DUE INDISPUTE RESET SAVE THIS VIEW
ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS INVOICE TYPE ORIGIN|
> 1055-0141-2 1234-5678-9 28759 9-999-99999 1022 09/09/2022 Past Due Express 546,66

6.3 Edit columns and views

Edit columns — Using the Edit columns feature; you can edit the columns available in the invoice
table.
Step 1. Click the Edit Columns drop-down.

Step 2. Select/unselect the options you wish to include in your invoice table.
Step3. Click Apply.

Fed Shipping  Tracking ™~  Design & Print ~*

Locations ~  Support

Viewing

Viewing © Fiters ~ EDIT COLUMNS A~ ViEWS ~ Q

Edit Columns
Account Numbet
nvoice Type

APPLY

FedEx Billing Online — User Guide Page |13



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

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

These three Standard Views are the three account summary tiles available in the Summary page.
To apply these Standard Views to your invoice table, follow the below mentioned steps:

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

Fed Shipping Tracking Design & Print Locations v Support

® $374,539.51 usp @, $0.00 usd A $208,238.59 uso

BALANCE DUE DISPUTE PAST DUE

Viewing
50 OF 897 © ruters EDIT COLUMNS v VIEWS A~ Q

Sarah, these are your views

Current default view: Fedex Default View

Standard Views Saved Views
¢ FEDEX DEFAULT VIEW (Default) ! CALEB'SVIEW
PAST DUE INVOICES  TEST SAVEVIEW
i INVOICES IN DISPUTE i TEST

i TEST

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

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

Step 2. Click Save this View.

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

-
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Shipping“  Tracking™  Design&Print ™/  Locations v

A
nvolices 1055-0141-2
Ameunts are shown inUSD
® $374,539.51 uso @ $0.00 usp A $208,238.59 usp
BALANCE DUE DISPUTE PAST DUE
INVOICE STATUS: PAST DUE RESET SAVE THIS VIEW
ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS INVOICE TYPE ORIGIN|
> 1055-0141-2 2 ( 09/09/2022 Past Due Express $45.66
> 1055-0141-2 ( 09/03/2022 Past Due $1,408,

Name your saved view

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.

FedEx Billing Online — User Guide Page| 15



@ $606,226.36 U @ $2,635.19 uso A $440,836.95 uso
BALANCE DUE DISPUTE PAST DUE
Viewing
1023 OF 1023 FILTERS v/ EDIT COLUMNS /" VIEWS /A Q
Sarah, these are your views
Current default view: Fedex Default View
Standard Views Saved Views
E FEDEX DEFAULT VIEW (Default) E OPEN & PAST DUES
. Set as default
: PASTDUEINVOICES
Rename
E INVOICES IN DISPUTE =10
Delete
1172172022 Upen Ground $4,38220 $4382.20 usL
11/ ‘ZW7 ODﬁ1 Frwt $23 548 27 3§23 548 07 LS

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.

T e
® $606,226.36 uso @ $2,635.19 uso A $440,836.95 uso
BALANCE DUE DISPUTE PAST DUE
Viewing
1023 OF 102} FILTERS EDIT COLUMNS VIEWS ~~ Q
Sarah, these are your views
Currant default view: Fedex Default View
Standard Views Saved Views
:  FEDEX DEFAULT VIEW (Default) i  OPEN & PAST DUES
Set as default .
- JICES i PASTDUEO-15
i INVOICES IN DISPUTE i CALEBVIEW TEST
112172022 Upen Ground $4,38220 $4,382.20 usL

FedEx Billing Online — User Guide Page| 16



SECTION -7
7. Invoice details

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

Sorma | rurEss ~ EDITcoLumns -~ wEws ~ (=}
- 33/10/2031 A Pactdue R ssa00 sso.00 Parsiing sooo  uso s0.00]
Invoice summary
BILLING INFORMATION CHARGE SUMMARY o
s ss3s
Store D numbar 2ace decount s 213
FodEx tax D number 71123458 raportation char rges s 10751
Invoice date o2410/202 Total s 13288
Invoice status. i Past due
Invoice tyee Freight Grourd charge:
o Fsfa0cr mcount s 2000
Batance dua ssa00 araportation charges s sono
Tatal s 2000
InvoIcE DETAILS
Othar charges
* cther crarge s 2000
Tota s 2000
Totad imvmice smoune 5 1728
Total payments and credns s 17288
roTaL BALANEE DuE s oo
SHOW INVOICE (PDF)

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.

Ingices 3 Invalce oetals

INVOICE DETAILS [ES——
Invoice 4-345-6745

- B
||||| ~
BILLING INFORMATION CHARGE SUMMARY CUSTOMER INFORMATION
Inwcics numisar 4325675 Spacial handling charges sie3
Account umiser 1234-0000-3 Basediscount s212s
Store 0 umber ) Transportation charges s1aasa
FoclEx tax 0 nambber 711z ase Total axpresa harge: o
Irwcicn date 022872021 Total ground charges sa00
Inweicn statis Clased Total ather changes.
Inweica type Freight Total rweien eharges simzes
Bue dats oz/10/2021 Total paymants and eredits sim2es
Balance due s000
Total balance de 000
Bayer Summary
CHARGES BILLED TO SHIPPER CHARGES BILLED TO CONSIGNEE CHARGES BILLED TO THIRD PARTY
Standard charges oo ‘Standard charges so00 ‘Standard charges sao
Eiscourks 000 Discourts 3000 Discouts so00
Adavonsicharges 000 adaionsl charges soc0 addsenal charges sa00
Tanes 00 Tas 000 Taxes som
Subtotal 5000 Subtotal 000 Subtotal s000

{ sHow mvoice (por)

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

-
FedEx Billing Online — User Guide Page |17



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.

@] Shipments

i FILTERS EDIT COLUMMNS VIEWS Q
THACKINGID  bATE T PRODUCTGROUP REFHRENCE  PAYOR STATUS METER TOTALBILLED BALANCEDUE
TGN 1830 Gued  MPS PORASASID Shpner Cosed  SETSOIZE $5000 $:000
WBNTT BBJTI0N Grand MW PODISET  Shpper Cosed 620743610 §5000 $000
TR0 10/06/2021 Grourd  MWT DMAS40  Shpper Cosed  0917ER6S §5000 som
EIE4TTHEEIE0 10/07/2001 Express MPS N Reeference Shipper Closed  10B376598  §50.00 $0.00
ERSETTA0EAE4  10/09/2021 Express MWT PO-DIBTEO1E Shipper Chsed 198620608 §50.00 $000
139428421077 10/11/2021 Express MPS PO-R3861097 Shipper Oosed 458376098  §50.00 5000
43BT20964316  10/14/2021 Ground  MWT DMARATS Shipper Cwsed 875093854  §50.00 $000
SEMMTNIE 10100 Erem MWT PODOIEATE  Shpper Cosed 120340561 §50.00 fam0
ssrmevemnes nmeeen gewed s [ e i omee e e

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

= Paymienss and charges

Transaction history ~
Marchandise sale details ~
Miscellameows charges b al
Oither miscellanecus charges bt

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

L?\ Historical reference
Address cormection el

Approval and comments history e

Messages includes information and messages specific to your invoice.

[ Messages

Messages -~

hipments inchuded in this inveios received an carmed discount, If you would like to know hew it wes calculeted, picase go to the following URL: httes:/ fwnwefedex.com/TornedDiscounts/

UTher iScounts may appiy

To pay your FedEx invoice, please go to wwwifadex com/payment. 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
::]m FILTERS EDIT COLUMNS VIEWS q
TRACKINGID  DATE TYE  BoARic TaBAUF REFERENCE PAYOR  STATUS METER TOTAL BILLED  BALAMCE DUE
m 9/30/2021 Ground  MFS POMASA5Z330 Shpper Ciosed  GEVSOIZEE  §50.00 {5000
8413429077 DG/27/2021 Ground  MWT PO-D1105087 Shipper Closed 620740610 35000 $000
TI4B89606384  10/06/2021 Ground  MWT DMREE240 Shipper Cosed 091750265  $50.00 5000
GORATTAEENE0 IO/DT/0Z1 Express MRS MoReference  Shipper Closed 108376398 $5000 000
BESETTA0EIE4 10/09/2021 Express  MWT PO-D28TEIE Shipper  Cosod  19BE20G0B  $50.00 §0.00
139418429077 10112021 Express  MPS PO-RIBE1097 Shipper  Ciosed 458376098 35000 $000
43ETIOAE4S1E  10/14/2021 Ground  MWT DMREIETE Shipper Closed  B75093854 5000 §000
S543458TIHE  10/22/2021 Express MWT PO-DO1EZETE Shipper Closed 129340561  §50.00 $0.00

On clicking the Tracking ID, the Shipment details page is displayed.
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Shipping s Treddng v PristngSandess~  Loestionsw  Support Chits Jehn wiite (B) Q,
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SHIPMENT DETAILS Ammoursts are sk = LZD

Tracking 1D 7799242618

etz o~
BILLING INFORMATION TRANSACTION DETAILS
Tewching 10 sumber TTuATEE Sander information
[ —— 43458748 Ternk Design

14 Tybur Strwen

ezt mumsn A gAY
e Sormervilie, MA 02143

tevsice date a3tz i
Tt kilad 41508
Tewehing I balarsca dun sam Wedtpkamt Il ormiuitorn
atobes s rmmp—
4 Hargrove Road
S Cresk
Chmeralend, 4306
s

VIEW SIGMATURE PROOF OF DELIVERY  CUSTOMS DOCUMENTS
) Shipments
Shipment details g

=3 Payments and changes

Charges ~

[, Historical reference
Customs ~

Reference ~

D Messages

Messages 4
ouR compaNY MORE FROM FIDEX LakGuAGE
pree e FedsBiog Facta Corpaibia
Ourpzrtas Cormorate Ramcratstty  Developer Baource Carter @ R
imnmtr Snticn Hormerzern Faca Logurtics
Carman Cantactin
Eagten -

rouowrenex @ (D @ @ @ ®

 Facti 1905 201 Shemap | Termmofles | PrecyPolcy

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
Shipment details P
Ship date 08/22/2022
Tendered date 08/22/2022
Payment type Shipper
Service type FedEx 2Day
Zone 05
Package type Customer Packaging
Actual weight s
Rated weight Sls
Pieces 1
Rated metheod 1
Meter number 355682
Declared value
Delivery date and time
Service zip code Al
Name of signer

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

= Payments and charges
Charges A~
CHARGES
Transportation Charge $40.94
Discount -$25.97
Earned Discount -§3.89
Held for Pickup $0.00
Fuel Surcharge $0.00
Total

Historical reference provides details about customs and references.

& Historical Reference
Customs -~

Entry Date
Entry Number
Declared Value

Customs Value

Reference ~
ORIGINAL REFERENCE UPDATED REFERENCE COST ALLOCATION REFERENCE
Original Customer Reference Original Customer Reference Costallocation
Purchase order number Purchase order number Shipment Notes
Reference #3 Reference #3
Department number Department number

Messages includes information and messages related to your shipments.

L3 Messages

Messages —
Tha Smrmes Discount o tAIs SR Sats N3 Ba=n CalCUISTEE SESS SN & FEvEnUS tRrESRe IS of 2262651 1,29 2.2
st atternot Aug 31, 2022 ot 03:T7 PM
We calculated your charges based on a dimensional weight of 138.9F2using a dimensional factor of 5453
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SECTION-9

9. Payment reference

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

=l Payments and charges
Transaction history ~

ACTIVITY TRANSACTION DATE TRANSACTION AMOUNT CURRENCY TRACKING/TRANSACTION ID REFERENCE ID STATUS ORIGINAL

PAYMENT 10/21/2022 $278,781.78 UsD 999999999 99999999 Scheduled

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 CHK
Payment Date 2022-10-21T24:13:192
Payments
ACCOUNT NUMBER INVOICE NUMEER INVOICE DATE DUE DATE TRACKING/TRANSACTION ID TRAMSACTION AMOUNT STATUS
999999999 S4EEE Scheduled
999999999 £1,400.38 Schaduled
1234-5678-9 9-999-99999 09/08/2022 09/23/2022 999999999 £9,493.42 scheduled
1234-5678-9 9-999-99999 09/08/2022 08/23/2022 999999999 514.69 scheduled
1234-5678-9 9-999-99999 09/08/2022 09/23/2022 999999999 £1,562.94 Scheduled
1234-5678-9 9-999-99999 08/07/2022 08/22/2022 999999999 $26.16 Scheduled
1234-5678-9 9-999-99999 09/06/2022 09/21/2022 999999999 54,281.75 scheduled
SUBTOTAL
Payment Cart Total 5278.781.78
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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 Ampunts are shown in USD
Tracking ID 7799242618

Shipment

120f12 N
BILLING INFORMATION TRANSACTION DETAILS
Tracking I number 7799242618 Sendarinformation
Imveice numbar 4.345.6745 Tank Design
Account number 1234-0000-3 e

Somerville, MA 02143
Invoice date 09/30/2022 us
Total billed $254,00
Tracking ID balance cue $0.00 Reciiientinfimation
e Anthory Sparks

S = 74 Hargrove Road

Banks Creek

Queensland, 4206
ALIS

I I VIEW SIGNATURE PROCF OF DELIVERY CUSTOMS DOCUMENTS DISPUTE SHIPMENT ADD TO CART

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

e FedEx" Tracking Track Anocther Shipment Help

Obtain proof of delivery

For a detailed proof of delivery, enter the 9-digit
shipper or payer FedEx account number associated
with this shipment.

ACCOUNT NUMBER (OPTIONAL)

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

To view the complete tracking details of the shipments, click e— 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.

'@ CART
(x: 50.00 USD)
ACCOUNT NUMEER

Welcome, suha 7024-5347-0 ~

g $54,817.18 M $0.00 A $54,817.18

ACCOUNT BALANCE DISPUTED PAST DUE

OUR COMPANY MORE FROM FEDEX LANGUAGE

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. Intheinvoice 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.
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. CART
sices T SART o

ACCOUNT NUMBER

Invoices 7024-5347-0 ~

$54,817.18 $0.00 $54,817.18
E ACCOUNT BALANCE @ DISPUTED & PAST DUE
YBE}ME? 151 © FILTERS ~r EDIT COLUMNS .~ VIEWS ~r Q

INVOICE STATUS: OPEN 3  INVOICE STATUS: OPEN IN DISPUTE +2 FILTERS +

2 Selected |ADD TO CART]

| ACCOUNT MUMBER  INVOICE NUMBER  DUE DATE INVOICE DATE  INVOICE STATUS  PDF STATUS  INVOICE TYPE  ORIGINAL AMOUNT DUE. -
> 7024-5347-0 3-311-66559 08/24/2023 08/09/2023 A, PastDus Available Transportation $356.21
» 7024-5347-0 3-311-66576 08/24/2023 08/09/2023 A PastDue Available Transportation $290.80

O > 7024-5347-0 3-311-66558 08/24/2023 08/09/2023 A, PastDus Available Transportation $290.80

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

Step 1. Intheinvoice 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

70E7 ° FILTERS ™" EDIT COLUMNS ™ VIEWS ™ o\

INVOICE STATUS: OPEN INVOICE STATUS: OPEN IN DISPUTE +2 FILTERS +

-
|:| ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS
O v B093-88435-0 7-164-58779 08/24/2023 08/09/2023 /M Pastoue

Invoice Summary

BILLING INFORMATION CHARGE SUMMARY

Invoice number 7-164-58779 Total express charges $0.00

Account number 60093-9845-0 Transportation charges $63.12

store ID number other Handling Charges 574.94

FedEx tax ID number 71-0427007 Total ground charges 5138.06

Invoice date 08/08/2023 Total late fee charges $0.00

Invioice due date 08/24/2023 Total ether charges $0.00

Invoice status Past Dus Total Invoice amount 5138.06

Invizice balance $£130.06 Total Payments and Credits $0.00 v

Total balance dus 5132.06

INVOICE DETAILS

( ADD TO CART ) ( SHOW INVQICE {PDF) )

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

Step 1. Intheinvoice table, click the invoice number for which you wish to make payment.
Step 2. You will get the Invoice details page, here click Add to Cart.

S CART
invoices » Inuoice Details _@ $0.00 USD

INVOICE DETAILS

Invoice 3-311-66559

Invoice
€ Jofis1 A~
BILLING INFORMATION CHARGE SUMMARY CUSTOMER INFORMATION
Invoice number 3-311-66559 Transpertation charges $323.64
Account number 7024-5347-0 Special handling charges $32.57 GTM_CASH 65
Store ID number Total express charges $356.21 TO00 BURLESON RD
FedEx tax |ID number 71-0427007 Total ground charges $0.00 AUSTIN
Invoice date 08/09,/2023 Total late fee charges $0.00 ™
Invoice due date 08/24/2023 Total other charges $0.00 787443213
Invoice status Past Due Total Invoice Amount $356.21 us
Invoice balance $356.21 Total Payments and Credits 50.00
Total balance due $356.21

( ADD TO CART ) ( SHOW INVOICE (PDF) )

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 [-]of the respective shipment number.

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

CART
Inwolces 1 Invoics Detalls Tﬂj $0.00 USD

INVOICE DETAILS

Invoice 7-164-50329
« BT ~

Shipments

viewing Furens o coLmns views Q
D ACCOUNT TRACKINGNUMBERS DATE TYPE PRODUCT GROUP REFERENCE PAYOR STATUS METER ORIGINAL CHARGE
6384-7588-0 794900332446 09/06/2023 Express AHS-NS 1 Day Freight0000146130 Recipient Closed 100433106 $314.05
D 6384-7528-0 794900626758 09/08/2023 Express AHS-NS 1 Day Freighto0o0146130 Recipient Past Due 100433106 $314.05
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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.

Once the invoices or shipments are added successfully to the pay cart, you will get the below
message.

Success #

‘temis) successfully added to the

cart

g

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.

. o cart
|meiees = £138.06 USD
. ACCOUNT NUMBER
Invoices 4504-6456-3 v
El $8,805.63 $2,667.80 AN $8,805.63
ACCOUNT BALANCE DisPUTED PAST DUE

Viewing
Jsor3s FILTERS EDIT COLUMNS ~~ VIEWS " Q
O ACCOUNTNUMBER  INVOICENUMBER  DUEDATE  INVOICEDATE  INVOICESTATUS  PDFSTATUS  INVOICETYPE  ORIGINAL AMOUNT
[l > 6384-7588-0 3-311-66026 08/24/2023  08/09/2023 Closed Available Transportation  $1,346.60
IH > 6093-9645-0 7-164-58779 08/24/2023  0B/09/2023 [\ PastDue Available Transportation  $138.06
D > 3195-0406-0 7-164-59419 08/24/2023 08/09/2023 A Past Due Available Combined $44764
O > 6384-7588-0 7-164-59056 08/24/2023  08/09/2023 /I PastDue Available Transportation  $314.05

-
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Error messages

Scenarios Error message

When you add any closed invoices, or invoices

submitted for payment, or invoices scheduled Error

fOI’ payment tO pay Ca rt, the beIOW error 1 inveices weren't added to your cart. For more information sbout
. . adding invoices to your cart, view the help page.

message is displayed.

When you add any disputed invoices to pay
cart, the below error message is displayed.

When you add any invoices or shipments Info »
which is already in pay cart, the below error
message is displayed. tem(s) already added to the cart

When you try to log out with the items in the Warning x
pay cart and not submitted for payment, the Vou hawe items in the oav cart.
below error message is displayed. agging out will remove all items

irorm the cart
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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.

__ CART
Inveices ‘@9 $647.01 USD
. AccounT wumeER
N
Invoices 7024-5347-0
Amounts are shown in USD
$54817.18 @ $0.00 554817.18
ACCOUNT BALANCE DisPuTED pastT DUE
Viewing
erof 151 € FILTERS .~ EDIT COLUMNS ~ VIEWS Q
INVOICE STATUS: OPEN < INVOICE STATUS: OPEN IN DISPUTE < +2 FILTERS +
D ACCOUNT NUMBER INVOICE NUMBER DUE DATE INVOICE DATE INVOICE STATUS PDF STATUS INVOICE TYPE ORIGINAL AMOUNT DU
O % » 702453470 3-311-66559 08/24/2023  08/09/2023 /A PastDue Available  Transportztion 335621
O % » 702653470 3-311-66576 08/24/2023  08/09/2023 /A PastDue Available  Transportstion  $290.80
O > 70245347-0 3-311-66558 08/24/2023  08/09/2023 /A PastDue Available  Transporiztion 529030

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

. CART
Invaices + Cart _@ $647.01 UsD

Cart

a ACCOUNT NUMBER

— 7024-5347-0
b otal (2 ltems) $647.01 !
ACCOUNT NUMBER INVOICE NUMBER TRACKING ID INVOICE DATE CURRENCY DUE DATE CURRENT BALANCE
C
7024-5347-0 3-311-66559 08/08,/2023 usD 08/24/2023 535521 il
7024-5347-0 3-311-66576 08/08,/2023 usD 08/24/2023 520030 il
1 3

Total (2 [tems) $647.01

FedEx Billing Online — User Guide Page| 29



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.

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.

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.

b4

Are you sure you want to remove these items from your payment cari? IF

50, the payment cart will be delete

HO

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

Toreturn 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.
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o CART
FedEx® Billing Online cart 'ED $356.21 USD
oo
B8 summsay
Cart ACCOUNTNUMBER
702252470
Total (1 ltem) $356.21
5 manace pavmenTs
ACCOUNT NUMBER INVOICE NUMBER TRACKING 1D INVOICE DATE CURRENCY. DUE DATE ‘CURRENT BALANCE
@ e
0253470 3-311-66559 oajoo/2023 = ospys swen @
& RETURNTOLEGACY
& Total (1 ltem) $356.21
EMPTY CART CHECKOUT

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.

CART

nvsices » Cart w2
Cart

AccounTHumBER

7024-5347-
Total (0 tem) $0.00 7024-5347-0

Your cart is empty.
To add itams to your cart, go to Invoicas.

INVOICES

Total (O ltem) $0.00

EMPTY CART CHECKOUT

11.3 Checkout process

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

Checkout
pply credit @
Summary
fou have $200.00 in credit Scnedule payment 10/06/2023
Apely $200.00 ta this payment
Subtotal (1 item) 529030
Credit Applied -5200.00
Select or Enter Payment Methed redit AppliE
Total $90.80

You can pay with a saved payment profile.

@ raymentoronie

NEXT —>
Select ~
EDIT CART
(O New Credit Card
QO newssT CANCEL
[Epaypal

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. @l

NOTE: If your pay cart has pay cart items of more than one account number, then apply credit

option will not be displayed.
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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 any new EFT or credit card or
PayPal account, select the relevant select icon © andfill in all the relevant details.

New Electronic Funds Transfer (EFT) method:

To add a new EFT bank account, follow the below steps:

Step 1. Click the icon, next to New EFT.

Step 2. Fill in the mandated input fields like Name on Account, Bank Routing Number, Bank
Account Number, and Confirm Bank Account Number (Re-enter for verification).

Step 3. Once the above-mentioned information is filled, the bank name will be auto populated
in the Bank Name field. Though it is auto populated, you can still manually edit the bank
name. If it is not auto populated, you can enter your bank name manually.

Step 4. Click the checkbox [ to accept the FedEx Biling Online terms and conditions.

“Requined fieids
Hame On Account*

Bank Routing Number

[ SAWE AS NEW PAYMENT PROFILE |

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

Payments made with an EFT profile must be within the FedEx threshold amount of $1-$999,999
New Credit Card:
To add a new credit card, follow the below steps:

Step 1. Click the icon, next to New Credit Card.

Step 2. Fill in 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
Wi BCCept thess credit caros

visa ¥ Emﬁ

“Required fickds
Hame On Card®

Credit Card Numbes

Expiration date
Maonth* Yeart o

Select

|| Selbect V|| |

Billimg address

Country/Teritary”

Address’

Apt/suite

City*

State/Provinde” T fPostal code®

Select

D i;;&_%;.:_:i_"“:.: E'? CE_"‘:__. ons Tor payments on FeaEx SMIng

{ SAVE A5 NEW PAYMEMNT FROFILE

Schedule a payment

Payment date®

/06,2023 =]

-
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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-$99,999
New PayPal account:
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.

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 =jin the
schedule a payment window. By default, the present day will be selected, and you can schedule the
payment date within 14days.

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

Schedule 2 payment

Payment date*

10/06/2023 £

October 2023 ~
CMPANY
Su Mo Tu We Th Fr Sa

n s

g 8 MW oM 12 13 18 |

15 18 17 18 19 20

e CH wFEDEX = F 9 B in & P

-
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“pply credit @

‘OU NaVe $200.001N Crecit

Bank account information

iame On Account®

ABCHYE

[2ans Fautiag Humber-

HxxA56

DEF oank

fgans Account Humsber

HHHNAHESO

wafivm Bani Account Humber"

e —

HHHNAHESO

ke

Tatal

| EDIT CART

CANCEL

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

displayed.

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

Payment Summary

Payment Details

Test123

Visa ending in 0002
Expires 12/2023

@ $200.00 credit applied
Scheduled payment date  10/06/2023

EDIT DETAILS

Cart

ACCOUNT NUMBER INVOICE NUMBER TRACKING ID INVOICE DATE DUE DATE

702453470 3-311-66576 08/08/2023

CURRENT BALANCE

§200.80

CURRENCY

uso

Summary
Schedule payment 10/06/2023

Subtotal (1 item)

Credit Applied

Total

$290.80

-$200.00

$90.80

EDIT CART

CANCEL

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.
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Your unsaved changes will be lost

fyou leave this page, any changes you have made will be lost.

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.

X

Your unsaved changes will be lost

Are you sure you want to cancel without completing checkout

LEAVE PAGE

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.

You have scheduled a payment

Payment Total

Total (1 item) $200.80

Payment Reference

95097752

Payment Detail
Payment method

Payment date 10/06/2023

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.”
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» 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.”

» If you get three returned payments on a single EFT profile, a notification will be sent to you
about the failed payments and the profile will be removed automatically from the account.

-
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SECTION-12

12. Manage payments

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

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.

<~ FedEx®B ||il"§; Online  Invoices > Manage payments
Manage payments @ sutcPacon
Scheduled payments Payment profiles AutoPay Available Credit

Your scheduled payments

These are your scheduled payments. You can edit or cancel any scheduled payments that have not yet been processed.
SCHEDULED DATE PAYMENT PROFILE PAYMEMNT TYPE REFERENCE ID CART TOTAL CURRENCY
2023-10-22 EFT345 Manually scheduled 70639012 1491 usD

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.

Your scheduled payments

These are your scheduled payments. You can edit or cancel any scheduled payments that have not yet been processed
SCHEDULED DATE PAYMENT PROFILE PAYMENT TYPE REFERENCE ID CART TOTAL CURRENCY
2023-10-22 EFT345 Manually scheduled 70639012 1491 uso

Cancel Payment

OUR COMPANY MORE FROM FEDEX LANGUAGE

@ United States

Edit Payment
Details

View Payment
Summary

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

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

X

Cancel scheduled payment

Are you sure you want to cancel this payment?

Payment Total (1 item) 1491
Currency Uso
Scheduled Date 10/22/2023
Payment Profile Test123
Payment Reference 70639012
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 to agree to the FedEx Billing Online terms and conditions, then the Next option will be

enabled.
Checkout
Apply credit @
summary
“You have $200.00 in credit Scheduls payment 10/19/2023

) ) Apply $200.00 to this payment
subtotal (1 item) $356.21

Select or Enter Payment Method Total 535621

“Vou £3n B3y with & SEUed paYmENt profi & or 300 8 nEw pEVMER mEthed
NEXT —~
@ Fayment proie

v CANCEL

Test123

) newerecit care

O weweer

Eipaypal
Test123

Credit card information

VisA
Visa ending in 0002
Expires 12/2023
chr
107
5

e
us

EDIT PAYMENT PROFILE

sgree to Terms and conditions for payments on Fed=x Siling Online. | certify

-
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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.

Payment Summary

Payment Details
summary
TEST123 Schecule payment 10/19/2023
VIsA . .
peeEae ubtotal( fem)

Exp! oan
Total 535621

Scheduled paymentdate  10/19/2023

EDIT DETAILS N
SAVE CHANGES

Cart CANCEL
ACCOUNT NUMBER INVOICE NUMEER TRACKING 1D INVOICE DATE DUE DATE CURRENT BALANCE CurRENCY
702453470 3-311-66559 08/08/2023 535621 uso

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® Billing Online lnvoices » Manage payments » Summary

Payment Details
Summary
TEST123 Schedule payment 10/19/2023

Visa ending in 0002 )
i ’ Subtotal (1item) $356.21

Expires 12/2023
Total $356.21

Scheduled payment date  10/19/2023

Cart EDIT PAYMENT

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

702453470 3-311-66550 08/00/2023 535621 uso 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.

@ AutoPay On

Manage payments

Scheduled payments Payment profiles AutoPay Available Credit

Your scheduled payments

You do not have any scheduled payments.

To schedule a payment, go to Inveices to get started.

INVOICES
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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:

« FedEx® Billing Online  Manage payments

AutoPay: Off SET UP AUTOPAY

Manage payments
Scheduled payments Payment profiles AutoPay Available Credit

Your saved payment profiles

These are your saved methods of payment. You can view your saved payment profiles,

wisa o123 TEST123

Visaendingin 0118

TEST345 Visa endingin 0119

VISA I Expires 12/2040
o VISA For standard user, only back
. sersoehemers hiaaians ]
E 678 permers M option is displayed, which
g TesTo0rEFTACCOUNT denotes that you can only

a5 somaion o 07 view your saved profiles.

< BACK
A

For admin user:

& FedEx® Biling Online Inusices } Manage payments

Manage payments autosay O | SET UP AUTORAY

Scheduled payments payment profiles autapay available Credit

Your saved payment profiles

VISA TEST123
Whereas, for admin users,
VisA TEST456

Visa enging In 0602

TE

. VISA there is an option to edit or
E ©° U'mj e delete the existing profile,

P —— Cmem set the default profile and an
sank o Automaton engn 752 option to add a new payment

Gl [P
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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:

TEST123

saved Dayrment

VisA
Visa enging In0119
TEST345
VIsA
53 endiing In 0002
@ TEST678
3] AMEX endingIn 0005
° Used for AutoPay

TEST901 EFT ACCOUNT

Eank of Automation ending in 3768

TEST678

AMEX ending in 0005

EDIT DELETE

AM
EX

sef as Defauk

BACK ADD NEW PAYMENT PROFILE

v

YV VYV

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

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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Edit your payment profile, then update to save any changes.

Credit card Infermation
We accent thess credit cans

via @9 B )

“Required ficlds

TEST |

Profile Hame®

Mame On Card

Credit Card Nusnbes*

OO X0119 |

Expiration date
Mantr* Year* o

1z ~ || 2020 V|

Billing address
Country/Teritory*
United States N

naoress

3614 Delverne Rd |

AptSuite

city*

Baltimore |

State/Pravince® Zip/Pastal code*

|| 21218 |

CANCEL 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.

X

Delete payment profile
-

Are you sure you want to delete this payment profile

TEST123
Visa ending in 0002

Expires 12/2023

CAMCEL

VisA

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

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

@ TEST123

PREMIER CREDIT UNION ending in 3800

TEST123

EFT123

[ TESTXYZ@FEDEX.COM
ting erendingin 3548
S, Routing number ending in 3843
PREMIER CREDIT UNION ending in 3800
@ ° Used for AutoPay -
EDIT DELETE

[ ] setasDefuit

BACK ADD NEW PAYMENT PROFILE

» > Generic bankicon.

» Name of the financial institution.
» Last four digits of the account number.

—L Clicking any EFT profile in the list display this
additional information:

YV V V V

A4

Generic bank icon.

Profile name.

Name on bank account.

Name of the financial institution along with
the last four digits of the account number.
Last four digits of the bank routing number.

To edit the selected profile, click Edit and you will get the Edit Payment Method page. Here, you
can edit any of your EFT account details.

Edit Payment Method

Bank account information

Profile Name*

Edit your method of payment, then update to save any changes

-Required fields

Name on Account*

Bank Routing Number*

HHAHHKDAT

Bank Name*

CITIZENS COMMUNITY CREDIT UNIO

Bank account Number-

KRR OO XX D00

confirm Bank Account Number+

FHAFH IR H I KOO0

O

CANCEL UPDATE

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

To update the changes made to the EFT account details, click Update, and to discard the changes
made click Cancel.

To delete the selected profile, click Delete and you will get the below window.
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Delete payment profile
Are you sure you want to delete this payment profile?

ﬁ TEST901 EFT ACCOUNT

Bank of Autcmation ending in 3768

CANCEL

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

PayPal profile:

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

& FedEx® Biling Online  Manage payments

Your saved payment profiles > Profile name (which is an email id

These are your saved methods of payment. You can view, edit, or delete your saved payment

: : > linked with PayPal account).
profiles or add a new payment profile . .
» Payment type (i.e., PayPal profile)
@ TEST901
PREMIER CREDIT UNION ending in 3800 TESTXYZ@FEDEX'COM
J—— PayPal Profile _ Cll.cklng‘P.ayPa‘I profile |‘n the list display
M paypal ot P PayPal * this additional information:
DELETE .
CED O vowcrrniors > PayPallogoicon
[ ] sesas petaun » Profile name (which is an email id

linked with PayPal account).
» Payment type (i.e., PayPal profile)

NOTE: In PayPal Edit option will not be available.

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

X

Delete payment profile
Are you sure you want to delete this payment profile?

» TESTXYZ@FEDEX.COM

™ PayPal Profile

CANCEL
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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.

« FedEx®Billing Online | Manage payments
Manage payments AutoPay; OFF  SET UP AUTOPAY

Scheduled payments Payment profiles AutoPay Available Credit

Your saved payment profiles

You do not have any payment profiles

To get started, add a new payment profile.

ADD 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.

& FedEx® Billing Online | Manage payments ? Add profile

Add New Payment Profile

Select the type of payment prefile you would like to add, then enter your payment details.
(@ New Credit Card

() NewesT

L PayPal
If you want to add a PayPal account, legin or create a new account

To add a New EFT account, select New EFT, and fill in all the relevant information. For more details

on how to create a new EFT profile, please refer to New Electronic Funds Transfer (EFT) method
topic.
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@

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

Bank account information

*Required fields

Profila Name*

Name On Account*

Bank Routing Number*

Bank Name*

Bank Account Numbers

‘Confirm Bank Account Number®

ve & debit block on yor
07 inorder to auth
son “Corporste Customer

BACK ADD NEW PAYMENT PROFILE

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.

Credit card Information
‘W 3ccept these credit caros

vt @9 [E =)

“Required ficlds

PrafileMame®

Mame On Card*

Credit Card Humber*

|| seect v‘ | |

Billing address

Country/Temitary”

ity

State Province® Zip/Pestal cads®

Seect v|

BACK ADD NEW PAYMENT PROFILE
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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.

& FedEx® Billing Onling | Manage payments
Manage payments ® sutoraon
Scheduled payments Payment profiles AutoPay Available Credit

If you are not currently enrolled for AutoPay, then in the Manage payments page, at the top of all
tabsagrey dot  indicator with the message “AutoPay: Off” will be displayed. Next to the message,
Set up AutoPay hyperlink is displayed.

Ma nage payments AutoPay: Off SET UP AUTOPAY

Scheduled payments Payment profiles AutoPay Available Credit

Click Set up AutoPay hyperlink to view the AutoPay tab.

Manage payments

AAAAAAA

(((((( SET UP AUTOPAY
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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 EFT accountitis $1 - $999,999 and for Credit card and PayPal profile itis $1
- $99,999).

Step 3. Select the Payment date, i.e., the number of days after which the payment has to be
made, once is invoice is issued. The number of days can be between 0 and 14.

Step 4. Once the above information is entered, Set up AutoPay option will be enabled. Click Set
up AutoPay.

Manage payments

Your AutoPay details

CCCCCC SET UP AUTOPAY

In the AutoPay tab below information will be displayed.

& FedEx® Billing COnline | Manags payments

@ AutcPay: On

Manage payments
Scheduled payments Payment profiles AutoPay Awvailable Credit

Your AutoPay details

With AutoPay, you can automatically pay invoices once they are issued. Any changes you make wil
take effect in the next billing cycle.

»
= TESTXYZ@FEDEX.COM

Profile Name
TESTXYZ@FEDEX.COM
Maximum payrment amourn i

$115.00

Payrent date

4 days after your invoice is issued

EDIT 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.

-
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¢ FedEx® Billing Online Manage payments
Manage payments @ autopazon
Scheduledpayments  Payment profiles Autopay Availabe Crecit

Your AutoPay details

Wit hey are Any changes you m: 1]
take

Payment profile name*

TESTXYZ@FEDEX.COM ~

Maximum payment amount*

s ‘o|

Payment date”

CANCEL UPDATE AUTOPAY

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

Your AutoPay details

WWith AutoPay, you can automatically pay invoices once they are issued. Any changes you

mizke will take effect in the next killing cycle.

Payment profile name*

AMEXZ s

Maximum payment amount*

299991 ‘ (&)

Please enter amount between $1 and $29999.99 to complete AutoPay Setup.

Payment dater

14 ~ | days after yvour invoice isissusd

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.

If you wish to stop AutoPay, in the AutoPay details page, click Stop AutoPay. The below window is
displayed.

X

Are you sure you want to stop AutoPay?

T you stop AutoPay, this payment profile will ne leng

automatically pay inveices after they are issued. This change wi

er be used to

take effectin the naxt billing

2. Any currently scheduled
payments wi

STOP AUTOPAY

CANCEL

till be applisd.

Click Stop AutoPay to opt out for AutoPay and click Cancel to close the window.
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12.4 Available credit

When any overpayment is made on a payment item, the extra funds will be credited to the account,
and this will be shown as available credit in the Manage payments section.

NOTE: You cannot use credit amount while making a payment for multiple accounts.

& FedEx® Billing Online | Ivoices > Manage payments

@  AutoPay:On

Manage payments

Scheduled payments Payment profiles AutoPay Available Credit

Your avallable credit
Thisis all of your available credit, along with the accounts that the creditis tied to

Note: When paying with credit, you can only make a payment for ane account at a time.
You cannot use credit while making a payment for multiple accounts.

Allaccount numbers
1 Q

Account-numpER 7 AvAILABLE-CREDIT

> o2ss3470 s20000

In the Available Credit tab, you can view additional information of the credit amount in a tabular
format, in two columns: Account Number and Available Credit along with three dots : and caret
arrow icon. >

Clicking the caret arrow icon, > will show the Credit summary view along with the Confirmation
number, Credit Date, and Credit Amount. Click three dots : to view the Review Open Invoices
option.

& FedEx® Billing Online | Invoices » Manage payments

@  AutoPay:On

Manage payments

Scheduled payments Payment profiles AutoPay Available Credit

Your available credit

This s all of your available credit, along with the accounts that the crediitis tied to
Note: When paying with crediit, you can only make a payment for one account at a time.
You cannot use credit while making a payment for multiple accounts

All account numbers
1 Q

ACCOUNT-NUMBER ™ AVAILABLE-CREDIT

~ 702453470 s20000

Review Open Invoices Y
eoi7 oaTE crepIT aMouNT

2023-08-07 $200.00

REVIEW OPEN INVOICES

Click Review Open Invoices to view the invoice table which displays all the open invoices which can
be selected for payment.

FedEx Billing Online — User Guide Page| 51



SECTION-13

13. EZ-Debit, Electronic Data Interchange, and 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. They are EZ-Debit account, Electronic Data Interchange (EDI)
account, and Credit Card Billed account (CCA).

13.1 EZ-Debit

EZ-Debit accounts use Electronic Funds Transfer (EFT) payment methods. EZ-Debit customers link
their account with their bank and payments will be automatically paid (debited) from the bank.

Login and payment process:

After completing the registration and logging into the FBO application for the first time, you will
be directed to the create Payment profile page.

After successful registration, you should login to the application within 24 hours and create a new
profile, if it is missed the account will be cashed and you will also receive an email notification about
the same.

The payment profile creation will be same as creating new EFT account, please refer to New
Electronic Funds Transfer (EFT) method (In those steps mentioned, skip step 1) for more
information. After entering the details click Save New Payment Profile.

NOTE: EZ-Debit users can add only EFT profiles as their payment method, and they must have one
single EFT profile in the account.

EFT details

B

XYZ
Rowuting number ending in 4984
CITIZENS COMMUNITY CREDIT U

ZENS COMMUNITY CREDIT

EDIT PAYMENT PROFILE

After adding the payment profile, you will not be able to delete or create any new payment profiles
and can only the edit the existing payment profile.
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Unlike other users, you will have only Payment profiles tab under Manage payments page. So, you
cannot set up AutoPay for the account. Instead, the account will automatically have a threshold
value as $999,999, payment date as Invoice date +14 days, and all the invoices will be paid
automatically once the invoices are issued.

Manage payments

Payment profiles

Your saved payment method

Vou can use 3 bank account as your saved method of payment

@ EESHI2S) TEST123

CITIZENS COMMUNITY CREDIT UNIO endingin 4800
TEST123 /\

Routing number ending in 4947
CITIZENS COMMUNITY CREDIT UNIO ending in

4900 =1=T=

EDIT

BACK

Also, under payment profiles, you will have only single EFT payment profile, with the option to edit.

To edit the profile, click Edit and you will get the Edit Payment Method page. Here, you can edit any
of your EFT account details.

Edit Payment Method
Edit your method of payment, then update to save any changes.

Bank account information

*Required fields

Profile Name*

Name On Account*

Bank Routing Number-

KKK KDAT |

Bank Name*

CITIZENS COMMUNITY CREDIT UNIO |

Bank Account Mumber®

R R A M XX KK D00 |

confirm Bank account Number-

R R A M XX KK D00 |

O

cancer UPDATE

Once you complete making the updates, click the checkbox :’“:to agree to the FedEx Billing Online
terms and conditions, and Update option will be enabled.
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Click Update to update the changes made to the EFT account details and click Cancel to discard
the changes made.

EZ-Debit account will also have an Add to Cart option similar to other standard and admin users,
and if there are any invoices in past due (These are invoices which are available in the account
before it is being converted to EZ-Debit) or any outstanding items which is not paid automatically
(e.g., late fee) can be added to pay cart manually and payment can be made.

w o
I ooouso
. pr—
Invoices 609428970 ~
El $6,146.05 @ $0.00 $6,146.05
ACCOUNT BaLANCE bispuTED AN
Viewing
s @ Frers EoIT coLuMNS ViEws Q,
INVOICE STATUS: OFEN 3 INVOICE STATUS: OFENINDISPUTE % -2 FILTERS +
Iselectes ADD TO CART
ACCOUNTNUMBER  INVOICENUMEER  DUEDATE  INVOICEDATE  INVOICESTATUS  PDFSTATUS  INVOICETYPE  ORIGINALAMOUNTDUE  CURRENT BALANCE
Icf B » sosa2es70 7-164-62517 08/26/2025  08/11/2023 /N PastDue Available Transportation  §6,146.05 $5,12605

Procedure for adding items to pay cart and reviewing the pay cart items will be the same as it is for
standard and admin users.

Click Checkout will display the Payment Method page. Here you can only edit existing profile (if
required) and click the checkbox [-[to agree to the FedEx Billing Online terms and conditions,
then Next option will be enabled. You can also schedule the payment by selecting the payment

Checkout
Your Payment Method
Summary
You can enly pay with your current payment method. schedule payment 10/10/2023
EFT details Subtotal (1 item) $6,146.05
f  TEST123
Total $6,146.05
Routing number ending in 4547
CITIZENS COMMUNITY CREDIT UNIO ending in 4800
EDIT PAYMENT PROFILE NEXT >
O EDIT CART
CANCEL

Schedule a payment
Payment date”

10/2023 =] |

If you wish to make any changes to payment profile, click Edit Payment Profile.

-
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Checkout

NEXT

EDIT CART

After making the necessary changes, click Next. You can view the Payment Summary page.

Payment Summary

Payment Details Summary

schedula peyrmert 10/10/2023
f§ TEST123
Subtotal (1 item) $6,146.05

<ing in 4947

MUNITY CREDIT UNIO anding in 4900 Total $6,146.05

Scheduled payment cst= 10/10/2023

A
EDIT CART
Cart | |
ace bucoste  cusmenT saLaNce

CANCEL

In Payment Summary page, you can review your payment details, pay cart items, and total pay cart
value. Click Edit details to go back to the Checkout page and click Edit Cart to view the Pay cart

page.
To continue with your payment, click Pay. Then your payment is submitted and below page is

displayed.

You have scheduled a payment

Payment Total

Total (1 item) $6,146.05
Payment Reference

25093508

Payment Detail
Paymentmethod  TEST123

Payment date 10/10/2023

If the submitted payment is cancelled and if EZ-Debit account receives three returned EFT
payments, the account will be cashed, and a notification will be triggered informing about this

charge.
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13.2 Electronic Data Interchange (EDI)

EDI (Electronic Data Interchange) is the electronic exchange of data between entities using a
standardized format. Typically, this is for larger companies with established accounts payable
procedures. Available in US, CA, and few other regions. EDI accounts will not be able to make any
payments.

With US EDI accounts, you will have only summary, invoices, help and return to legacy options in
the navigation menu. Manage payments sections and all the tabs associated with this section will
not be available, also add to cart option and shopping icon and the cart will not be available at the
top right corner.

If there are any funds available on this account, you cannot directly use them, instead you will be
provided with the message informing what funds on account are, also the message should direct
the user to contact billing support through Help page and submit a request to use the funds
available.

13.3 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. And they cannot delete, nor edit it unless it has expired, and the user
needs to update it using “Update and Pay” option.

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.

Invoices 131183479 he

776067372

O0O0o00ooogao

-
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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.

& Fedex® Billing Online | lovoices > Manage payments

Manage payments

Your saved payment method

Mastercard ending in 4444
Expires 8/2026 . 1

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.

Edit Payment Method
ot your matned of pEyment, then Updlste to s3ue 3ny changeEs

Credit card Information
e accent thess credt caros

visa @D E

nnnnnnnnnnnnnn

nnnnnnnnnnn

o v| ‘ 2026 v| | |

UPDATE CARD

Once you complete making the updates, click the checkbox ;'";to agree to the FedEx Billing Online
terms and conditions, and the Update option will be enabled.

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

Invoices 1311-8347-9 ™

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 1Tmonth 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.

Edit Payment Method
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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.

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.

Also, in the invoice table, you can see a banner with the following message A\ vourcresitcardisnolonger vaict Updsts card & paypast due tems

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.

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.
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Summary on different user capabilities

Add to Cart, EFT and CC Editing saved
Users View pay Manage payments | for one-time | PayPal profile | EFT and CC
cart payment profiles
View-only NA NA NA NA NA
users
. Canview and Canview and add | Cannot add, edit,
Can only view the add account for .
. . new profile but or delete saved
Standard . profiles and scheduled | one-time -
Applicable cannot delete and | profiles, or set
users payments but cannot | payment but . ) .
: , edit saved profile. | default profiles.
edit any of them. can’t save
profiles.
Can view and .
Can view and edit add account for |[Can view, add, Can add, edit, or
. . ) delete saved
. . profiles, scheduled one-time and delete profile )
Admin users Applicable . profiles, or set
payments and canset | paymentand but cannot edit .
. default profiles.
up AutoPay. can save profile.
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

You are the administrator for these primary accounts.

C _\
ADD PRIMARY ACCOUNT
_/

Primary accounts

Primary accounts

5 FILTER ~~ Search primary account Q
l:l ACCOUNT NUMBER SECONDARY ACCOUNTS CITY STATE/PROVINCE ZIPfPOSTAL COUNTRY ROLE
.
H l:l 2590-4588-0 - MEMPHIS T™ 381203334 us Admin
.
H l:l 6077-2226-9 1 accounts COLLIERVILLE TH 380178711 us Admin

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

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

@ AccountInfo .0
Important Information

This fedex.com service requires a nine-digit FedEx account number. Please indicate which FedEx
account you would like to use with this senvice.
Wiy do | need sn account

[ J

' Enter a nine-digit FedEx account number:

Nickname this account {optienal: [Ertter Account Nicknams: |

Please provide your billing address

Enter the billing address associsted with this sccount.

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.

Reguest Access from the Account Administrator

An administrator already exists for this account. To request access 1o 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 invitation email
once access has been granted.

Contact name | |

Company name | |

Email address | |

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
You are the administrator for these primary accounts.
Primary accounts

Primary accounts

1 FILTER ™~

ACCOUNT NUMBER SECOMDARY ACCOUNTS
1 2194-9346-0 1 accounts

Manage

secondary

account

Link secondary
account

Remowve from
killing

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

Manage secondary accounts

These accounts are linked to primary account number 6077-2226-9

Secondary accounts linked to 6077-2226-9

Secondary accounts
; 2 FILTER Search secondary accounts Q
[] Account numeer arr STATE/PROVINGE 2ip/posTAL COUNTRY/TERRITORY
i [ sw0r-eec2s COLLIERVILLE ™ 380178711 us

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

To link an acocount to this primary account, emter the account numiber and

zip/postal code. This action will make this account a secondary account.

Account number*

Zip/postal Code*

CANCEL
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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.

Are you sure want to remove this primary
account from Billing?

1 account

NO

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

billing.

Manage primary accounts

You are the administrator for these primary accounts

ADD PRIMARY ACCOUNT

Primary accounts

Primary accounts
1

t5saecies [neMove rom e

ACCOUNT NUMBER

FILTER

SECONDARY ACCOUNTS

2194-9346-0 1accounts

Search primary account

aTy

GOODE

STATE/PROVINCE

ZIP/POSTAL

245562678

COUNTRY

us

ROLE

Admin

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

account number.

Manage primary accounts

You are the administrator for these primary accounts.

ADD PRIMARY ACCOUNT

Primary accounts

Primary accounts
2

FILTER ~~

I:‘ ACCOUNT MUMEER SECONDARY ACCOUNTS

[ 28%0-2588-0

[ |e077-2226-9

1 accounts

Search primary account

Ty

MEMPHIS

COLLIERVILLE

STATE/PROVINCE

™™

™™

ZIPfPOSTAL

381203334

380173711

COUNTRY ROLE
us Admin
us Admin

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

Thesze accounts are linked to primary account number 6077-2226-9

LINK ACCOUNT

Secondary accounts linked to 6077-2226-9

Secondary accounts

] FILTER ~~ Search secondary accounts Q
D ACCOUNT NUMBER Ty STATE/PROVINCE ZIP/POSTAL COUNTRY/TERRITORY
[J st07-8322-3 COLLIZRVILLE T 380178711 us

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; 1 both the options allow you to unlink from primary account. You can use either of
them to unlink the selected account(s) from the primary account.

Manage secondary accounts

These accounts are linked to primary account number 2194-9346-0

LINK ACCOUNT

Secondary accounts linked to 2194-9346-0

?econdary accounts FILTER ~ Search secondary accounts Q

1 selected UNLINK FROM PRIMARY ACCOUNT

I:‘ ACCOUNT NUMEBER aTv STATE/PROVINCE ZIPfPOSTAL COUNTRY/TERRITORY
7102-3850-0 GOODE WA 245562678 us

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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Link an account to primary account
2194-9346-0

To link an account to this primary account, enter the account number and

Account number®

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

You are the administrator for these primary accounts
ADD PRIMARY ACCOUNT
Primary accounts

"’"ma"' accounts FILTER ~ Search primary account

Country Country

State/Province [ us

APPLY

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

number, and click Enter.

Manage primary accounts

You are the administrator for these primary accounts

Primary accounts

Primary accounts

1 FILTER 219493460 a
219493460 X COUNTRY:us X
ACCOUNT NUMBER SECONDARY ACCOUNTS ary STATE/PROVINCE ZIF/POSTAL
O 2194-9346-0 1 accounts GOODE VA 245562678

COUNTRY

us

RESET

ROLE

Admin

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.

ACCOUNT NUMBER

Manage users
iy 6096-7461-0 ~

I Admin: Unnati Varur cHANGE ADMIN

Active users INVITE USER

Users

l:l FIRST NAME LAST NAME EMAIL ROLE

[0 maddi venakat Puneredex_ @ standard O View only ]E]
[ negersiy chinnz nagarsjuchinnz @ swndard (O viewony ]
O ehie shis punsfedex O Standard @ iew Only @

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

Change Admin

CBS_Test_Email_Motification@cor

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

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

Active users®

Select e

Maddi VenakatVijayalaxmi | PuneFedex_
Magaraju 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.

FedEx Billing Online — User Guide Page | 67



Change Admin

CBS_Test_Email_Motification@cor

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

Cnce 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*

MNagaraju Chinna | nagaraju.chinna

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 NUMBER

Manage users

6096-7461-0 ~

|Fvite mEw Lser f

=dEx Billing online or edi

ctive users. Usersin

le can view, pay and dispute inv

cont W an only visw invoices 173006144
Admin: Unnati Varur CHANGE ADMIN =LY
Active users INVITE USER

Users

D FIRST NAME LAST NAME EMAIL ROLE

[0 Madsi Venakat FunsFedex_ Q) standard @ Viewonly  [ii]
|:| Nagaraju Chinna nagaraju.chinna @ Standard O View Only @
O ehie Phis punefedex: () standard @ Viewonly  [i]
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If you wish to remove any of the standard and view only users from the account, you can either click
the trash can iconiijor click the checkbox[]Jcorresponding to the respective user(s) and click

Remove user.

1 Selected REMOVE USER

[[] FIRSTHAME LaST HAME EMAIL
[~  Maddi Venakat PuneFeder_
b

|:| Nagaraju Chinna nagaraju.chinna

[] ehip Phis punefedex

ROLE

O Standard @ View Only
@ Standard O View Only
O Standard @ View Only

(@
@
@

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

2 users

FIRST HAME LAST NAME EMAIL
Maddi venakat PuneFedex_
Magarzju chinna nagarajuchinna

MO

Are you sure want to remove these users?

x

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.

Manage users

Invite new user for FedEx Billing enline or edi ss to active users. Usersin

contributor role can view, pay and dispute inv

Admin: Unnati Varur CHANGE ADMIN

Active users

. Viewers can only view invoices

ACCOUNT NUMEER

6096-7461-0

INVITE USER

Clicking Invite user will display the below page.
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Invite user
Provide some contact informatien for the user you want to invite to FedEx billing
online:
First name*
Last name*
Emiail™
Role*
Select '

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 FIRST HAME LAST HAME EMAIL ROLE

[] Maddi Venakat PuneFedex_ () standara @) viewony  [ii]
I:‘ MNagaraju Chinna nagaraju.chinna @ Standard O View Only @
] ehie Phis punefedex () stancard @) viewonly  [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.

Primary Account Number

Application settings

6096-7461-0 ~ (D

Ay of the changes you make to these application settings will be applied to the primary account.

Update application settings

Ml 2pproval buttons

Edit store ID

If you want to update & store ID, first select the account number for

[that store

laccount number* 609674610

Store ID”

SAVE SETTINGS

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

Approval buttons:

Select this option if you want to make the approval and notify features available for both FBO
administrators and other users specified in the Manage users’ page. This feature helps users to post
their approvals and comments online, as well as send email notifications with comments to other
users.

NOTE: The Approve/Notify function is covered in the upcoming sections.

The approval button allows you to toggle on and off.

Application settings

2y of the changes you make to these application settings will be applied to the primary account.

Update application settings
@) zporoval buttons
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If the approval button is toggled ON, the approval functionality will be enabled in the application.

Approve invoices and notify users

Invoices or Shipments.
These are your selected items.
Items
1

INVOICE NUMEER TRACKING ID ACCOUNT INVOICE DATE DUE DATE ORIGINAL CHARGES BALANCE DUE

7-164-24803 1739-9614-4 01/05/2024 11/24/2023 $1,645,752.33 $1,645,752.33

Select users

from. You will be able to add additional comments about t
choose to notify or request.Note: You cannot request approva

users.

Users
2

1 Selected INOTIFY APPROVE APPROVE & NOTIFY I

D FIRST NAME LAST NAME EMAIL ROLE
.
: Unnati Varur CBS_Test_ ADMIN
.
I:‘ : Tejal Chikhale SOasyn VIEWONLY

Ifitis toggle OFF the Approve/Notify option and feature will not be available for the account until
it is toggled ON by an admin user.

Approve invoices and notify users

Invoices or Shipments.
These are your selected items.

Items
1

INVOICE NUMEER TRACKING ID ACCOUNT INVOICE DATE DUE DATE ORIGINAL CHARGES BALANCE DUE

9-600-76120 2194-9346-0 11/09/2023 11/24/2023 $1,233.02 $1,233.02

Select users

cho

users.

Users
1
1 Selected | NOTIFY
FIRST NAME LAST NAME EMAIL ROLE
. . -
: Deepthi Vilasagaram CBS_Test_ ADMIN

-
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Edit Store ID:

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

text box.

Editstore ID
If you want to update & store IC, first select the account number for

‘that store

Account number®

2194-9346-0

Store IO

123456789

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

Edit store ID
If you want to update & store ID, first select the account number for

that store

Account number* 609674610

Store D™

01234567

Receive invoice summary via email:

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

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

summary via email toggle bar.

Receive invoice summary via emai
C = i =5 through FedEx Billing
& PDF invoice summary

]

emall.

‘:ﬂ Invoice summary via email

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

Application settings

2y of the changes you make to these application settings will be applied to the primary account.

Update application settings

: | approval buttons

Ediit store ID
If you want to update a store ID, first select the account number for
[that store

ccount number®

2194-93456-0 N

Store ID™

123456789

Receive invoice summary via email
fou are currently receiving electronic invoices through FedEx Billing

Online. If you'd like, you can optin to receive a PDF invoice summary

via email.
SAVE SETTINGS

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

WD) invoice summary via email

rrmeefylhe podated Hhe cattimas

QU SUCCEEETUlY UpGaTed T

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

Email notifications

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

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

* Account: Status changes

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

Email notifications

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

9

|:| Invoices: Mew or past dus inveices and credit notes

Payments: Changes, declines, and cancellations
e

.
Disputes: Resolutions and credit notes

==

|:| Account: Status changes

Once the preferences are saved, the below success message will be displayed.
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SECTION - 15

15. Approve/Notify items

Approve/Notify feature allows you to select invoices/shipments for approving the charges of the
invoice, notify other users of the account regarding the charges and add comments (if any) related
to charges.

NOTE: Approve/Notify functionality is available to Admin and standard user for US FBO+ accounts.

15.1. Adding invoices/shipments for approvals

To select invoices for approval/notify, in the Summary page, select any of the account summary
tiles or click View all Invoices option to go to the Invoices page.

In the Invoices page, invoices or shipments can be selected for approve/notify in following ways.
To select invoices directly from the invoice table:

Step 1. In the invoice table, select the invoices you wish to add for approve/notify by clicking
checkbox [ of the respective invoice number.

Step 2. Once itisselected, Approve/Notify option will be enabled, Click Approve/Notify.

accounT meER
. A
Invoices £096-7461-0
+ ADD ACCOUNT
E] $6,392.90 @ $205.20 A $6,392.90
ACCOUNT BALANCE DispuTED PasT DUE
© FITERS EDIT COLUMNS v’ VIEWS ~ Q
INVOICE STATUS: OPEN X INVOICE STATUS: OPEN INDISPUTE X +2 FILTERS |-
2Selected  DOWNLOAD (UP TO 10) APPROVE/NOTIFY ADD TO CART
0 ACCOUNTNUMBER  INVOICENUMBER  DUEDATE  INVOICEDATE  INVOICE STATUS POFSTATUS  INVOICETYPE  ORIGINAL AMOUNT DU
Y 609674510 7-164-84461 11/22/2023  12/20/2023 /) PastDue Available  Combined 594095
=M > soverae10 7-164-81353 112172023 12/20/2023 W pastouemoiseure  Available  Combined $12508.46
O ® » 09674610 7-164-74588 112172023 12/20/2023 W pastouemoiseute  Available  Transportstion  $85328

To select invoices in the invoice summary expanded view:

Step 1. Inthe invoice table, expand any invoice you wish to add for approve/notify by clicking
the caret arrow icon » of the respective invoice number.
Step 2. Scroll down through the invoice summary information and click Approve/Notify.
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DISPUTE INVOICE

© FILTERS EDIT COLUMNS “/ VIEWS Q

INVOICE STATUS: OPEN 3 INVOICE STATUS: OPEN IN DISPUTE X +2 FILTERS +
O ACCOUNT NUMBER  INVOICE NUMBER  DUE DATE INVOICE DATE  INVOICE STATUS PDFSTATUS  INVOICETYPE  ORIGINAL AMOUNT DU
O ~ B09E-7451-0 7-164-84461 11/22/2023  12/20/2023 A\ Past Due Available Combined $94095

Invoice Summary

BILLING INFORMATION CHARGE SUMMARY

Invoice number 7-164-34461 Total express charges $0.00

Account number 6096-7461-0 Transportation charges £22999

Store ID number Other Handling Charges $62329

FedEx tax ID number 71-0427007 Total ground charges £353.28

Invoice type Combined Total late fee charges 38767

Invoice date 12/20/2023 Total other charges £0.00

Invoice due date 11/22/2023 Total Invoice Amount $940.95

Invoice status Past Due Total Payments and Credits 3000 -

Invice balance $240.95 Total balance dus $940.95

APPROVE/NOTIFY (ADD TO (ART) (SHOW INVOICE EPDF))

To select invoices in the Invoice details page:

Step 1. Intheinvoice table, click the invoice number you wish to add for approve/notify.

Step 2. You will get the Invoice details page, here click Approve/Notify.

INVOICE DETAILS

Invoice 7-164-84461
« mEE S

BILLING INFORMATION

Invoice number 7-164-84451
Account number 6096-7461-0
Store ID number

FedEx tax ID number 71-0427007
Invoice type Combined
Invoice date 12/20/2023
Invoice due date 11/22/2023
Invoice status Past Due
Invoice balance $940.95

DISPUTE INVOICE

CHARGE SUMMARY

Total express charges
Transportation charges
Other Handling Charges
Total ground charges

Total late fee charges

Total other charges

Total Invoice Amount

Total Payments and Credits

Total balance due

$0.00
$22999
$62329
$85328
$87.67
3000
£94095
5000

394095

CUSTOMER INFORMATION

ANTILLES
700 E DIMON
ANCHORAGE
AR
935152003
us

D BLYD 700 E DIMOND BLVD

| APPROVE/NOTIFY I (ADD TO (ART) CSHDW INVOICE EPDF))

To select any specific shipments of invoice in the Invoice details page:

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

Step 2. Inthe Invoice details page, scroll down through the Shipments module.

Step 3. In the Shipments module, select any shipment you wish to add for approve/notify by

clicking checkbox ] of the respective shipment number.

Step 4. Once itisselected, Approve/Notify option will be enabled, Click Approve/Notify.
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INVOICE DETAILS
Invoice 7-164-74588

Invgice
e 253“(‘2E5 9
Shipments
Viewing
5OF5 FILTERS ™" EDIT COLUMNS " WVIEWS Q

1Selected |APPROVE/NOTIFY| ADD TO CART

D ACCOUNT TRACKINGID DATE TYPE PRODUCT GROUP REFERENCE PAYOR STATUS
609674610 705947497280  11/20/2023  Ground 152800 Shipper  PastDue

[l 6096-7461-0 705947497291  11/20/2023  Ground Print Return0000137827  Shipper  PastDue

l:‘ @ 6096-7461-0 795065440870 11/20/2023 Ground 0000114174 Recipient @' PAST DUE IN DISI
O 609674610 795065441534  11/17/2023  Ground 152800 Shipper  PastDue

[l 6096-7461-0 795065444625 11/17/2023  Ground Print Return0000137827  Shipper  PastDue

To select any specific shipments of invoice in the Shipment details page:

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

Step 2. Inthe Invoice details page, scroll down through the Shipments module.

Step 3. In the shipments table, select the shipment you wish to add for approve/notify by
clicking the tracking number.

Step 4. In the Shipment details page, here click Approve/Notify.

SHIPMENT DETAILS
Tracking ID 795070978361

Shipment
&« T
-~

BILLING INFORMATION TRANSACTION DETAILS
Tracking ID number 795070378361 sender information
Invoice number 3-312-02073 ANDERSON
Account number 2194-9346-0 IRVDAILY BILLED CA

1900 SUMMIT TOWER BLVD
Invoice date 11/09/2023 MISSISSAUGA ON LAWSKE
Due date 11/24/2023 CA
Total billed 54318 Recipient information
Tracking ID balance due $43.18 CHIP FROEHLICH
Status post Due BOOK WAREHOUSE

35S WILLOWDALEDR

GRT TEST ACCOUNT- DO NOT TOUCH
LANCASTER PA 17602

us

VIEW SIGNATURE PROOF OF DELIVERY  DISPUTE CHARGES CUSTOM DOCUMENT APPROVE/NOTIFY ADD TO CART

15.2. Approve invoices and notify users

Once you select the invoice(s)/shipment(s) and click Approve/Notify, you will be directed to the
Approve invoices and notify users’ page.
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Approve invoices and notify users
Invoices or Shipments.
Thase are your selacted tems.
Itomws
INVDICE NUMBER TRACKIMNG 1D ACCOURT IRVDICE DATE ouE DATE TRIGIKAL CHARGES BALAMCE DUE

2194-5346-0 17032023 172472023 5116835 $1.158.35

Select users

D FIRST NAME LAST MAME EMARL ROLE

Daaptt Vilasagaram CES_Test_ ADMIM

Add comments only

<.'.nncom-|5ur5\1
S

In Approve invoices and notify users page, you can view Invoices or shipments table, Select users
table, and Add comments text box.

The Invoices or Shipments table provides the list of all the invoices and shipments added for
approvals and notifications.

pTotal number of items selected for
approvals/notify.

P Invoice number and tracking number comes with
a hyperlink, clicking the hyperlink will direct you

o to the Invoice and Shipment details page,

1 respectively.

Invoices or Shipments.

These are your selected items.

["voice numeer TRACKING 1D ACCOUNT TNVOICE DATE DUE DATE ORIGINAL CHARGES BALANCE DUI

Details of the selected invoices/ shipmentsina
tabulated format.

-600-76120 000000070866 |~ 2194-9346-0 11/09/2023 11/24/2023 $1,16835 $1,168.35

Select users table provides the list of all the users who has access to the selected account. You can
select the users, from whom you want to request approval for the charges or to whom you wish to
notify about the charges.

Note: You cannot request approval from View only user.

-
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Select users

»
" Total number of users who have access to the
account.

Users

ISe\sccT_Nﬁmva APPROVE _APPROVE & NOTIFY —————————

" Once the checkbox of admin or standard
users is selected these three options will be
displayed. For view only user, clicking
checkbox will only display Notify option.

FIRST NAME LAST NAME EMAIL

Urnati Varur CBS_Test_

Maddi Venakat PuneFedex_

Notify

i}
miH Chinna nagaraju.chinng
1

¢ approve Phis punefedex

Approve & Notift
[Add | AP )on

ROLE

ADMIN

STANDART

STANDARD

VIEWONLY

" Clicking the three dots of admin or standard
users will display these three options. For view
only user, clicking three dots will only display
Notify option.

—»List of all the users having access to the

account along with their first name, last name,

email, and their current role information.

In the above table, clicking Notify, Approve, or Approve/Notify will perform the below functions:

Action \ Response

page.

Notify An email notification will be sent to the selected user notifying them about the charges of the
selected invoice(s)/shipment(s). This will serve as a request for approval.

Approve Approve the charges of the selected invoice(s)/shipment(s) and status will be changed to
Approved. This will reflect in the Approval and comment history table in the Invoice details
page.

Approve/Notify Approve the charges of the selected invoice(s)/shipment(s) and status will be changed to

Approved and also an email notification will be sent to the selected user notifying them about
the charges. This will also reflect in the Approval and comment history table in the Invoice details

After clicking any of the three options explained above, you will be directed to the below window.

Do you want to add additional comments?

Approval and Comments
ticn of the Invoice Details page for your selected items

If you wish to add any comments regarding the charges, you can add (this is an optional step) and
click Submit, and you will receive the below success message
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NOtIfy vou have successtully
Approve I
Approve/Notify

You can view the approved, notified, and approved/notified entries in the Approval and comments
history section of the Invoice details page.

& Historical Reference

Approval and comments history
DATE NAME TYPE COMMENTS
2024-01-24 Unnati Varur NVOICE
2024-01-24 Unnati Varur NVOICE
2024-01-24 Unnati Varur NVOICE
2024-01-24 Unnati Warur NWOICE This is an optional
2024-01-24 Unnati Varur NVOICE

NOTIFICATION TYPE

NOTIFY_ONLY

NOTIFY_APPROVE

NOTIFY_ONLY

APPROVE_OMLY

APPROVE_OMNLY

ACTION

SENT

CANCEL_APPROVAL

SENT

CANCEL_APPROVAL

CAMNCEL_APPROVAL

Add comments text box allows you to add any comments about the charges. This is an optional
step. The comments should not exceed 250 characters.

Add comments only

Any comments that you add here will be saved in the Approval and comment
histor
will not

Invoice details or Shipment details page. These comments

to any

This step is optiona|

21/250 character

ADD COMMENTS

After adding the comments in the text box, click Add comments, and the below success message

will be displayed.
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el e e

The added comments will be displayed in the Approval and comments history table of the Invoice
details page.

& Historical Reference

Approval and comments history N

DATE NAME TYPE COMMENTS MNOTIFICATION TYPE ACTION

2024-01-24 Unnati Varur NVOICE This step is optional COMMENTS_OMLY

15.3. Cancel approvals

The approval and comments history table provides details on the date on which the approvals are
created, name of the user, type of the item (invoice/shipment), comments (If any), notification type,
and action column.

Gl Histarical Reference
Approval and comments history A
DATE NAME TYPE COMMENTS NOTIFICATION TYPE ACTION
2024-01-24 Unnati Varur NVOICE NCTIFY_ ONLY SENT
2024-01-24 Unnati Varur MNVOICE NOTIFY_APPROVE CAMNCEL_APPROVAL
2024-01-24 Unnati Varur NVOICE NOTIFY_ ONLY SENT
2024-01-24 Unnati Varur NVOICE This is an optional APPROVE_ONLY CAMCEL_APPROVAL
2024-01-24 Unnati Varur NVOICE APPROVE_ONLY CAMCEL_APPROVAL

In the action column, clicking Cancel_Approval hyperlink to view the Cancel approval page.
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Cancel approval
Select items from the list for which you want to cancel the approval. You may also select users to notify of the cancellation.

Items
1

O INVOICE NUMBER TRACKING 1D ACCOUNT INVOICE DATE DUE DATE ORIGINAL CHARGES BALANCE DUE
9-600-76120 2194-3346-0 11/08/2023 11/24/2023 $1,233.02 $1,23302

Select users

Select the users that ke to notify of this cancellation:

Users
1

D FIRST NAME LAST NAME EMAIL ROLE

|:| Deepthi Wilasagaram CBS_Test_ ADMIN

Your comments

0/100 caracters

BACK |: CANCEL APPROVAL :| CANCEL & NOTIFY

Similar to Approve invoices and notify users page, Cancel approval page also has Invoices/
Shipments table, Select users table, and Comments text box.

In the Invoice/Shipments table, you can select only the invoice(s)/shipment(s) for which you need
to cancel the approval.

In the Select users table, select the users you wish to notify of the cancelled approval.

And in the Comments text box, enter your comments (if any). Once the preferences are made, if
you wish to cancel the approval without notifying other users click Cancel approval or if you wish
to cancel the approval and notify the selected user(s) click Cancel & Notify.

Once the approval is cancelled, the below success message will be displayed, and you will be
directed to the Invoice details page.

In the Invoice details page, the approval and comments history table will be updated with the
cancelled status in the action column.
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& Historical Reference
approval and comments history "
HAME TYPE COMMENTS NOTIFICATION TYPE ACTION
2024-01-24 Uninati varur NVOICE NOTIFY_ ONLY SENT
2024-07-24 Umnati varur NVOICE NOTIFY_APPROVE CANCEL_APPROVAL
2024-01-24 Umnnati varur NVOICE NOTIF_ONLY SENT
2024-01-24 Unnati Varur NVOICE This is an cptional APPROVE_OHNLY CANCELLED
2024-01-24 Umnnati varur NVOICE APPROVE_ONLY CANCELLED
2024-01-24 Uninati varur NVOICE CAMCEL_APPROVAL CAMCELLED
2024-07-24 Umnati varur NVOICE CANCEL_APPROVAL CANCELLED

-
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SECTION-16

16. 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.

16.1. Dispute shipments

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

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

Tracking ID 7799242618

Shipment
12012

EILLING INFORMATION

Tracking ID rumber 7799242618
Invoice rumbar 4-345.6745
Account number 1234-0000-3
Invoice date 08/30/2022
Total billed $254.00
Tracking ID balance due $0.00
Status Paicl CC

Amounts are shewn in USD

TRANSACTION DETAILS

Sendarinformation
Tank Design

14 Tyler Street
Somerville, MA 02143
us

Recipient information
Anthony Sparks

74 Hargrove Road
Banks Creek
Queensiand, 4306

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

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

Invoice number
Balance due

Dispute amount*

1 25400
|

Dispute shipment

Enter your shipment dispute detalls

DISPUTE INFORMATION

Total original charges $25400

7799242618
1234-0000-3

4-345-6745

$25400

~ ‘

Step 6.

Step 7.

Step 8.

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

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.

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.

Tracking ID

Balance due

Dispute shipment

Enter your shipment dispute details.

DISPUTE INFORMATION
Account number 1234-0000-3

Invoice number 4-345-6745

Total eriginal charges $254.00

Dispute amount*

7799242618

$254.00

25400

Dispute type*

Service failure ~ ‘

Dispute reasorn™

Delivered late o ‘

©/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. X

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

16.2. 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. Inthe Invoice details page, under Payments and charges, in the miscellaneous charges
table, you can view the late fee charges.

B3 Payments and charges

nnnnnn
ssssss

o1azmee 050 s3700

01072 som sdm

o1/10/2002 s0s0 sam

oasmz sas0 s

Step 4. Inthe 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.
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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 upto $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.”

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

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

Step 3. In the 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 Amounts are shown in USD

Tracking 1D 7799242618

Shipment

€ etz .
BILLING INFORMATION TRANSACTION DETAILS
Tracking ID numiser 7799242618 Senderinformation
Invaice number 4-345-6745 Tank Design
Account number 1234-0000-3 b
Somerville, MA 02143
Invaice date 09/20/2022 %
Total billed $1,254.00
Tracking ID balance due $0.00 Recipient information
Status Paid CC Anthony Sparks

1 Rue des Carrieres
Quebec City, QC, G1R 4P5.
Canada

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

Step 5. Inthe 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 details.

SHIPMENT INFORMATION

Tracking ID 7799242618
IAccount number 1234-0000-3
nvoice number 4-345-6745
hip date 8/22/2022
Entry number 55514610015

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

Dispute type*

Select ~

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 directs 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 ciisoute details

DISPUTE INFORMATION
Tracking ID 7799242618
Aceount number 123400003
Involee number 4-345-6745
Ship date 8/22/2022
Entry number 55514610015

Total dutles, taxes, customs,  $39.17

and other fees

Dispute information

Dispute type*

Cuty 2nd tax rekil notification

Relationship to the shipment*

Origin country/territory*

us

T

Destination countryfterritory*

CA

Ameunt of rebillr

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

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

$3917

|

Reason for rebill*

Seleet

Rebill comments

0/250 characters

populated)

_p 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.

Contact information

Wil use this informatian to contact you if we have
additianal questions about your dispute

&

Company name*

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

» Contactinformation: Provide your contact information so FedEx can contact you

Country/temitory”

Select

Address*

Apt/suite

City*

State/Province® Zip/postal code*

Select ~ 000K

Contact phone*

Faxnumber

Orige you susmil Lis dispule, il wil Be sent o a specialst
for review. In 48 hours, you can then check an the status of

your dispute.

SUBMIT DISPUTE

if they need 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.

@ Yiou 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 dispuce detalls

DISPUTE INFORMATION
Tracking B 7799242619
Account number 1234-0000-3
Invalee number 4-345-6745
shipaate 8/22/2022
Entry number 55514610015

Total duties, taxes, customs,  $38.17
and other fees

Dispute information

Dispute typa*

Clearante cranges cispute

Relationship to the shipment*

Sefect

Shipment sent from (origin country/tentory}*

1

us

Reason for resqarch raquast®

N —

Vehst s wrong with the entry?

»Dispute type: Duty and tax rebill notification.

—»Relationship to the shipment: Select Shipper, Consignee, or Third party from the
drop-down.

—»Shipment sent from (origin country/territory): HK (Pre-populated)
—»Shipment sent to (destination country/territory): US (Pre-populated)
—pReason for research request: Select the relevant one from the following options:

Aircraft Parts, Antiques/Artwork, Classification (Harmonized Tariff Code), Currency
Conversion Error, Declared Value Error, GSP Eligible, Merchandise Processing Fee,

Ozs0chamctars

What information should the entry reflect?

250 charscters

NAFTA, Personal/Gift/Religious Items, Samples, VAT (Value Added Tax), Warranty/
Repair/Return Shipment, and Other.

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

—

—»What information should the entry reflect?: Text input field for additional

Contact information

Well use this infarmation to contact you i we have

additionsl quastions 300Ut your o spute

Contact name”

Company nams*

ciy

Email adeirass

information.

—» Contact information: Provide your contact information so that, FedEx can contact
you if they need 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 successTully submitted your dispube. x

Qince you subit this dispute, 't wil e sent to 2 specialis:

SUBMIT DISPUTE
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16.4. Dispute Multi Package Shipments (MPS)

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

Step 1. Intheleft navigation menu, click Invoices orin the Summary page, click View 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 ars shawn in USD
Tracking ID 7799242618
Stipment
< ety 7 N
BILLING INFORMATION TRANSACTION DETAILS
Tracking ID numbar 7796242618 (Master) Sender information
. 1of7shipments Tl D gy
14 Tyler Straet
Product group MPS ;
Somerville, MA 02143
Mastar tracking I number 7799242780 us
ovolcg nifier) Camihoiod Recipientinformation
Account humber 6835-9349-4 Anthany Sparks
Invoice date 09/30/2021 i3 Nt o)
) Banks Cresk
Total biled $158.45 et d30e
Tracking ID balence due 000 AUS
Status PaidCC
VIEW SIGNATURE PROOF OF DELIVERY  CUSTOMS DOCUMENTS
ADD TO CART
@ Shipments
Shipment details e
MPS details ~

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

MPS details ~
TRAEKING 1D DIMENEIGNS ACTUAL WEIGHT ACTUAL WEIGKT  RATED WEIGHT RATED WEIGHT P
UNIT OF MEASURE UNIT OF MEASURE
Y 7remazstB(Mastery  BxENE 155 LBS 170 Les 4 527
Dispute Y 284130421077 [ 155 LBS 200 LBS 3 567.50
) 7ramessossss EuEE" 155 Les 200 18§ 5 3189
698477188960 B 155 1S 170 Las § e555
Charges
Addtional hendiing -DIM % 1350
Drylee $ 555
Dangereus goods 5 4650
ToTAL $ e855

DISPUTE

) Be967740064 e 155 L8s 160 Las $ 350
) 13sasannery B hER] Les 170 Las. $ 7279
HE U R Bxws 155 Las 0 as $ 12
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Step 6. In the Dispute shipment page, you can view tracking ID, account number, invoice
number, total original charges, and balance due amount.

Dispute shipment

Enter your shipment dispute details.

DISPUTE INFORMATION

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

Dispute amount*

254.00 ‘

Dispute type®

Selact ~ ‘

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

Step 8. 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 9. 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
Involce number 4-345-6745
Total original charges $254.00
Balance due $254.00

Dispute amount*

25400 ‘

Dispute type*

Incorrect charge ~ ‘

Dispute reason™

Dimensions ~ ‘

Corract dimensions (length X width x haight)*

cm v‘

SUBMIT PISPUTE

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.
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Step 10.0Once all the required information is filled, click Submit dispute.
Now, the MPS shipment is submitted for dispute.

16.5. View dispute items

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

1. Inthe Summary page, click Dispute tile and the Invoice table displays the list of all the items
currently in Dispute.

Account number

Summa ry 1234-0000-3 ~

+ ADD ACCOUNT

Amounts ara shown in USD

@ $254.00 $200.00 /A $100.00

ACCOUNT BALANCE DISPUTED PAST DUE

Account number
Invoices 1234-0000-3 ~
+ ADD ACCOUNT
Amounts are shown in USD
El $254.00 @ $200.00 & $100.00
ACCOUNT BALANCE DISPUTED PAST DUE
Allinvoices
& FILTERS EDIT COLUMNS VIEWS ~ Q
D INVOICE NUMBER INVOICE DATE INVOICE STATUS PDF STATUS DUE DATE CURRENT BALANCE ORIGINAL AMOUNT DUE PAYMENT STATUS PAID <l
[0 » 13455323 o2/10/2022 (@ Open-indispute Available 02/28/2022 $ 5000 $ 5000 - $000 U
O > 14221432 03/10/2022 M open-Indispute Avallable 03/31/2022 $ 50,00 $5000 - $000 U
O » #131-4024 04/10/2022 M Open-Indispute  Available 04/30/2022 $ 25.00 $ 2500 - $000 U
O » 24213 05/10/2022 M open-Indispute  Available 05/31/2022 $75.00 $7500 - $000 U

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

3. If the dispute is created at the invoice level, the status of the invoice is provided with the
hyperlink.
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Invoices 1234-0000-3 ~
+ ADD ACCOUNT
Amounts are shown In USD
E' $254.00 @ $254.00 & $100.00
ACCOUNT BALANCE DISPUTED PAST DUE
i 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 cl
O » asasems 02/10/2022 W Open-Indispute  Available 02/28/2022 $ 32465 $ 32465 - 5000 W
[ > 14224s2 03/10/2022 Open Available 03/31/2022 $10000 $ 5000 - 5000 W
OO > a4 04/10/2022 Open Available 04/30/2022 $10000 $10000  Scheduled $000 U
O > 243213 05/10/2022 Open Avallable 05/31/2022 $ 5000 $10000  Pending $006 U
O ) 4234695 06/10/2022 Open pending 06/30/2022 $ 50.00 § 5000 Addedtocart $000 U
D ) 3-112-1867 07/10/2022 Open Pending 07/31/2022 $ 5000 $ 5000 - $000 U
|:| ) 8-323-6723 08/10/2022 Open Pending 08/31/2022 $ 5000 $ s000 - $000 U
|:| ) 2-333-9875 08/10/2022 Open Not supported  09/30/2022 $ 5000 $ 5000 - $0.00 W
D ) 2-112-3277 10/10/2022 Open Not supported  10/31/2022 $ 5400 $100.00  Addedtocart $000 U
O » 1-eso-ssos 11/10/2022 Open Avallable 11/30/2022 $ 2000 $100.00  Addedtocart 5000 W

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

DISPUTE DETAILS Amaunts are shown in USD

Dispute 5300684

DISPUTE INFORMATION

Account number 1234-0000-3
Invoice number 1-345-5323
Tracking ID 091782759264
Dispute date 06/15/2023
Dispute type Service failure:
Dispute reason Delivered late
Comments -

Disputte status Submitted
Total original charges $61.88
Requested amount $31.09
Credited -

4. 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 disputeicon @ will direct
you to the Dispute details page.

-
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MPS details -~
TRACKING 1D DIMENSIONS ~ACTUAL WEIGHT ~ACTUALWEIGHT  RATED WEIGHT RATED WEIGHT s
UNIT OF MEASURE UHIT OF MEASURE
Y 7795242618 (Master) 668" 155 16S 17.0 LBS $ 527
Disputs Y 284139421077 EX6'N6" 155 LBS 200 L8s $ 56750
) 774880606984 6%6'%6" 155 Les. 200 LBS $ 33.89
N G9B47748ES60 6'x6"xE" 155 LS 17.0 Les $ 6555
Charges
Additiang! handling - DIM $ 1350
Dryles $ 558
Dangerous goods $ 4650
aRzaL $ 6555
DISPUTE
Y Bavs77406984 [ 155 L8s 60 Las 5 350
) 139428421077 et 1535 LBS 17.0 Las 5778
: @ Y 298720054915 6%6'x6" 155 Las 170 Les $ 14221

5. 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.

Account number
Invoices 1234-0000-3 ~ ‘
+ ADD ACCOUNT
Amaunts ane shown in WSD
g $25400 M $2c0.00 A\ $10000
ACCOUNT BALANGE DISPUTED PAST DUE
i FILTERS EDIT COLUMNS VIEWS ~ Q
D INVOICE NUMBER INVOICE DATE INVOICE STATUS PDF STATUS DUE DATE CURRENT BALANCE QORIGINAL AMOUNT DUE PAYMENT STATUS PAID <l
[0 > 13ass3s 02/10/2022 @ open-mdispute  Availanie 02/28/2022 § 50,00 $ 5000 - $000 U
O > 14212 03/10/2022 M Open-indispute  Available 03/31/2022 § 50.00 $5000 - $000 U
O > sz 04/10/2022 B open-mdispute  Available 04/30/2022 $ 25.00 $2500 - $0.00 U
[0 > 2432133 05/10/2022 [ open-hndispute  Available 05/31/2022 $75.00 $7500 - so00 U

6. 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-17

17. 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.

17.1. 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.

Fedex® Billing Online 1@ EQT usD

EE SUMMARY

Create report
I invoices To create a report, first filter your report data, then select your report columns.
1. Filter your report data
Torun a new repart, start by filtering your report data. You can use a saved set of
filters or apply new filters.

[ES MANAGE PAYMENTS -~

@ ADMINISTRATION
O Use saved filter set

@ REPORTING ~ @ Apply new filters

@ HELP

Filter Set*

Select ~ ‘

€& RETURN TOLEGACY

£

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

5 MANAGEPAYMENTS 1. Filter your report data

tart by filtering your report data. You can use 3 saved set of
iters

& rovmsTanon

O usesaved filterset
& reronmie h @ Aopy newiters
Fifter Set*
@
Inveics ~
& RETURNTOLEGACY
Account Number
« Select the account numbersfstore ID you want ta includs in your report

Account Number and Store ID
219493480 / 123456789
710236500

Date range

Results wil include only invoices up to 160 days from the paid/ciosed date

FROM T
01/01/2024 a 01/24/2024 =]
Status®
Select N
saving Option

[] sove Fiter set

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

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

Save filter set checkbox

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

Saving Option
Save Fittar Set

Fiter Set Name*

el ‘

SAVE FILTER SET

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

You made changes to your saved filter set. Would you like to update this filter set or save itasa
new filter set

SAVE AS NEW UPDATE FILTER SET
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If you click Save as new option, then you will get the below window. Enter the filter name in the
filter set name text box and click Save.

x
Save new filter set
Give your filter set a name before saving
FILTER 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

PN =

2. Select your report columns

@ “Templates® is now “Columns® X

In earlier versions of FedEx Billing Online, this reporting feature was called Templates. We are now using Celumns to identify this
feature.

)
Saved custom columns

These are saved column sets that you have already selected and ordered.

Saved custom columns*

Select Y4

MANAGE CUSTOM COLUMN SETS

=

= =
All columns Invoice columns New custom column
Include all available columns in your report. Calumns include detailed account-based Select and order the columns you want to

invoice information, charges, balance due include in a new report.

and due date.
PREPARE DOWNLOAD
SELECT COLUMNS
PREPARE DOWNLOAD

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

2. Select your report columns

ling, this reparting Templates. \We lumns o identify this feature.

These. you have and ordered.

Saved custom columns™

My Columns v

» 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.

Manage custom column sets

1 Selected REMOVE
0 name
m} Custom

Wy Cotumns Ivotes cotumns

» Edit columns: To further modify the columns in the report. Click here to know more about
editing the columns in the report.
» Prepare Download: To download the report, follow the below steps:
Step 1. Click Prepare download and it will direct you to the Prepare download page.
Step 2. Enter file name in file name text box.
Step 3. Select file type using the file type drop-down.
Step 4. Click Download, and you will be directed to the Download center page.

Report Details EDIT
Data Set nvoice
Account number(s) 219493460,710236500
Date 2022-12-06-2023-12-26
Invoice Status All
Payment Status Al
Column Set nvoice columns
Prepare your report for download
Get your download a file name, then select a file type.
File name*
| Test 129 |
File type®
Select |
DOWNLOAD

In the Download center page, if the file status is completed, click the file name to download the
report.
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2. Allcolumns
This option automatically includes all the columns available in the system into your report.

=

All columns

Include all available columns in your report.

C PREPARE DOWNLOAD )

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

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

=

Invoice columns

Columns include detailed account-based imvoice
information, charges, balance dus 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.

=

New custom column

Select and order the columns you want to include in a
new report.

( 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.

Y

FedEx Billing Online — User Guide Page| 101



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.

- = N CART
FedEx® Billing Cnline o T e
BB summary
Manage Filter Set
E INVOICES
— 1Selected REMOVE
(55 MANAGE PAYMENTS - NAME  FILTER SET ACCOUNT NUMBER DATE RANGE STATUS
@ 1": nvoice nvoice 219493460 2023-01-18-2023-12-26 fieldDisplay.invoiceStatus.options. ALL
ADMINISTRATION ~ =
@ [ sure |
@ wer

<€ RETURNTOLEGACY

&

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

Edit columns/ New custom column:

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

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

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

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

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

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

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

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

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

¢ Remove: To remove the respective column from the report, click Remove.

-
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e Remove all: To remove all the selected columns from the list, click Remove all.

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

5 manacepavMEnTs

& sommsanon

& reporrine
@ wae

<E RETURN TO LEGACY

«

Report Details EDIT
Data Set Invoice

Account number(s) 219493460,710236500

Date 2023-01-18-2023-12-26

Invoice Status All

Payment Status All

Column Set Invoice columns.

‘ou can search for columns by name or

Add columns to report

Search ‘ Q)

column categories.

All categories o ‘

Available Columns ADD ALL
97 items,

8ill to Account Number ADD
Invoice Number ADD
Griginal Amount Due ADD
Payor ADD
Express or Ground Tracking ID ADD
Transportation Charge Amount ADD
Net Charge Amount ADD -

Saving Options

You made changes to your saved column set or save it s a new column set?

SAVE AS NEW UPDATE COLUMNSET

Prepare your report for download
Get your download a file name, thenselect a file type
File name

File type”

‘ Select ‘

DOWNLOAD

Edit column page

Arrange columns

Once you add columns to your report, you can then drag and drop them into

the order you want them to appear in your report

Q
Selected Columns REMOVE ALL
5 items
i Consoligated Account Number REMOVE
Invoice Date REMOVE
# StorelD REMOVE
# CurrentBalance REMOVE
Ground Tracking ID Prefix REMOVE

[] sert columns in standard order

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.
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After selecting the required columns for the report, to prepare your report for download, enter a
file name, select the file type from the drop-down, and click Download.

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

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

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

5 3, . CART
FedEx® Billing Online T S
88 sumuser
uuuuuuuuu
‘ 2194-9346-0 ~
e s
[==— nvoices

+ ADD ACCOUNT

5 manAGE PAYMENTS ~

@ sownsranon

El $236,782.80 @ $1,212.19 A $236,782.80
& werormne . ACCOUNT BALANCE DisPuTED PASTDUE
@ v
- @ FuTers EDIT COLUMNS VIEWS Q
2> RETURNTOLEGACY
« INVOICE STATUS: OPEN > INVOICE STATUS: OPEN INDISPUTE X =2 FILTERS +
25electad [DOWNLOAD (UP T0 10)] apPROVE/NOTIFY  ADD TO CART
0 ACCOUNTNUMBER  INVOICENUMBER DUEDATE  INVOICEDATE  INVOICE STATUS PuF sTATUS.
= > 219493460 $-600-76120 11/24/2023  11/09/2023 /i PastDue Available
= > 219493480 3-312-02073 11/24/2023  11/09/2023 A\ PastDue Available

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

Prepare your report for download

2files
Select a file typs
File type*

Select

II

Select
File name*

FedEx_invoice_2024-01-1

CREATE
DOWNLOAD

CANCEL

Step 3. Therearefive different file types available: PDF, Excel, CSV, Txt, XML. Select the required
file type from the drop-down.
a) If you select file type as PDF, you will have below two options:
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i.  Print: Create one PDF of all your selected invoices — A single PDF will be
created with all the selected invoices.

ii. Download/Save: Create a zip file containing individual PDFs for your

selected invoices- A zip file will be created containing a group of PDFs
which includes individual invoices in it.

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

%
Prepare your report for download

2 files
Selectafile type..

File type*

PDF(pdif) v‘

File name’

FedEx_invoice_2024-01-10_19_46 ‘

(@ Print: Create one PDF of all your selectad inveices.
O Download/Save: Create a zip file containing individual PDFs
for your selected invoices.

CREATE DOWNLOAD

CANCEL

b) If youselectfile type as CSV/ Excel/ Txt/ XML, column set option will be available.
Select the required column set from the drop-down, the drop-down displays the
FedEx preset columns (invoice columns, all columns), and the saved column sets
for the account.

Note: A single file will be downloaded with all the invoices (Zip file cannot be
created) when you select the file type as CSV/ Excel/ Txt/ XML.

X

Prepare your report for download

2files
Select a file type.

File type*

Excel(.xls) g
set*

Custom
ALL COLUMNS

INVOICE COLUMNS
FedEX_INVeIce_2UZ4-UT-T(,

CREATE
DOWNLOAD

Step 4. The file name will be pre-populated. You can modify it if required, but the file name
should not exceed more than 30 characters.

Step 5. Click Create Download, and it will direct you to the Download Center page.
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Step 6. The Download Center page displays the list of all the files which are downloaded. Here,
you can perform the following actions:

a) Select the account number from the account number drop-down, for which you
want to view the downloaded report.

b) Inthe table, click file name to download the report.

c) Click Refresh button at the bottom, to load the latest results in the table.

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

FedEx® Billing Online Invoices -@ ;g:‘o-usn
ACCOUNT NUMBER
29 suumary Download centre
These fi e ready for download. Click on any 2194-9346-0 v
filename the file
= wvoices '

5 manaGEPATMENTS -

& aoumsmaanon

Downloads
&35 reporTING — Downloads
@) wee Files
3
<2 RETURN TOLEGACY
FILE NAME FILE STATUS REPORT COLUMNS GENERATED BY CREATED EXPIRES

<< TYPE
., FEDEX_INVOICE_2024-01-
: 08_09.47 XLS ~ COMPLETED INVOICECOLUMNS DeepthiVilasagaram  01/08/2024  01/22/20.
FEDEX_INVOICE_2024-01-
101758 XLS ~ COMPLETED INVOICECOLUMNS Deepthi Vilasagaram  01/10/2024  01/24/20

! FedExinvoice_2024-01-10_19.46  XLS  PENDING INVOICE COLUMNS  Deepthi Vilasagaram ~ 01/10/2024  01/24/20,

17.3. Automated settings

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

»|f the toggle bar is Off the Auto download feature will be disabled

Automated settings and if the toggle bar is On the Auto download feature will be
Turn on automated settings to streamline your billing enabled
work flow :

Autodownloads

e Biling Online can 2utomatically generate s report »|f the Auto downloads bar is toggled on, then you will be provided
of your invoiced data sach time a new invoice is created H H - H H
e e e e Doarniand with Column set and Filter type drop-down option. Filter type
center. drop-down is a mandatory field.
@ Autodownioads If no option is selected from column set option, then by default,
Columnsets all the columns will be included in the report.
\ v
File type*

Csv v |
Note: if you do not select a column set, all column will be »Once the necessa ry changes are made in the Automated settings

included in your report

page, click Save settings.

SAVE SETTINGS
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SECTION-18

18. Quick search

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

page.

oo

Summary

N IIE

E

4

«

Search
=

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. Enterthevalidvalueinthe 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
Invoice PDF Enter the specific invoice number | Invoice PDF will be downloaded
Tracking ID/ Enter the tracking/ transaction ID. | Redirect to Shipment details page

Transaction ID

Payment reference

Enter the Payment reference

Redirect to Payment details page

number number
Express reference | Enter the Express Reference Redirect to Invoice or Shipment
number Number details page

Reference #2

Enter the Reference #2

Search results

Reference #3

Enter the Reference #3

Search results

-
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Enter the Express department
number

Express department
number

Search Results

Ground PO number Enter the Ground PO number

Search results

Enter the Ground reference
number

Ground reference
number

Search results

Ground dept number | Enter the Ground dept number

Search Results

Enter the Dispute reference
number

Dispute reference
number

Redirect to Dispute details page

Cost allocation Enter the Cost allocation

Search Results

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.

> 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.

FedEx® Biling Online I

Search results

TS

B

oF

vvvvvvvvvvvvv

«

r report for download
e name, then select a file

-]

CREATE DOWNLOAD
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