Step 1: Log into Fedex.com and click on dropdown box with your name in the header. Select View
and Pay Bill
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Step 2: Click on the “Reporting” drop down box and select
“Create Report”
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Step 3: Click on “Apply new filters”. Click on “filter set” drop down box
and select “invoice”. Click on your account number. Choose the date
range you want to report on. Preferably at least 30-90 days
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Step 4: In the “Status” box, select “All” for all invoices
regardless of status in the date range. This just gives us a listing
of all shipments not any information on payment etc. Nextin
Saved custom columns click on “select”. Then select “Prepare
download” in the “All Columns” box.
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Step 5: This step shows all the parameters you selected
previously for the report; Data set: Invoice, Date Range, Invoice
status, payment status, and all columns. Next, key into the “File
Name” field the name you want for your file. Then in the “File
Type” field, select “Excel”. Then click on “Download”
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Step 6: You’ll be sent to the “Download Center” which shows the report
you just created and the status of the report. When the status changes
from “Pending” to “Complete” you can click on it and download it to your
computer.
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Step 7: Sometimes, it takes a while for the report to get created.
If so, you can leave the site and when you come back into the
site to retrieve your file, just repeat step 1 and select “View and
Pay Bill”. Thenin Step 2, click on “Reporting” and select
“Download Center”. You’ll see the report status and if it’s
“Complete”, you can download the report.
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