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1. Navigate to FedEx.com and login. €7 SPL GROUP
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2.0nce logged in, select “view & pay bill” from the €3 SPL GROUP
user dropdown.
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3. Select “reporting” on the billing menu, €"3 SPL GROUP
and click “create report”.
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Select the criteria and enter the content you'd like to search.
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4. Fill out the “create report” form with the following {:} SPL GROUP
information:
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55 MANAGEPAYMENTS 1. Filter your report data

To run a new report, start by filtering your report data. You can use a saved set of filters
or apply new filters.
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Select the account numbers/store ID you want to include in your report.

<—  selectall account numbers

% % % k % k%

Date range

Results will include only invoices up to 180 days from the paid/closed date
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5. Click “prepare download” ( you can leave the $ ‘3 SPLGROUP

“saving option” and “select your report
columns” sections blank.
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2. Select your report columns
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In earlier versions of FedEx Billing Online, this reporting feature was called Templates. We are now using Columns to identify this feature.
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These are saved column sets that you have already selected and ordered.
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6. Give your file a name. Select file type: “csv”. < ‘3 SPLEROUP

Click download and your report will download
immediately.
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Get your download a file name, then select a file type.
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