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1. Navigate to FedEx.com and log in.



2. Once logged in, select “view & pay bill” from the 
user dropdown.



 3. Select “reporting” on the billing menu,
and click “create report”. 

*******



4. Fill out the “create report” form with the following 
information:

select “invoice” for filter set.

select all account numbers

set date range 3-6 months back

Status: select all

Select “apply new filters”

*******



5. Click “prepare download” ( you can leave the 
“saving option” and “select your report 
columns” sections blank.)



6. Give your file a name. Select file type: “csv”. 
Click download and your report will download 
immediately. 

*******


