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Quick Reference Guide

1. Registration
2. Login

3. Account Level Information

Account Summary
Download PDF Invoice

Payment Options

Invoice Details / Dispute

4. Search /Download

« Invoice(s)

« Custom Documentation
5. My Options

« Account Settings

« Manage Users
«Manage Payment Preferences
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R e g I St r a t I O n Shipping ~  Tracking ~~  Support - [T sign Up/Log In (1)

Manage Billing Online

You will need a fedex.com User ID in order to register Where No ks
for FedEx Billing Online. Select the tab "Account" from

the drop down menu and click on option "Manage
Billing Online". s

My Profile

OPEN AN ACCOUNT

MULTIPLE TRACKING NUMBERS | NEED HELP?2

signUpiloghh () Q

Select "Go to FedEx Billing Online".

GO TO FEDEX BILLING ONLINE

Q Ask FedEx

If you are a registered fedex.com user, enter your User FedEx. | . e macom - cosomsroos -
ID and password to login. If you are a new fedex.com
user, click on Sign Up Now to register.

fedex.com Login
for access to FedEx Billing Online

+ Denotes required field.

Registered fedex.com Users New fedex.com Users

@ IMPORTANT Sign Up Now!

For best results, please disable your pop-up blocker. Access and customize many fedex.com online services with a
single user ID and password. Learn more...

Enter your user ID and password to login

* User ID [ |

+ Password | ‘

‘:] Remember my user ID on this computer.
Login Help Forgot/Reset your password or user ID? m

FedEx Billing Online (FBO) User guide



Registration

fedex.com Login Registration

* Required fields are in bold.

Login Information

Step 1. Register for User ID

1.1 Create your User ID and Password under ‘Login
Information’.

1.2 Select one of the Secret Questions and provide the

Your Secret Question

answer. This is an extra security measure used to access

your profile or to confirm your identity in case you forget
your password.

Please select a secret question

Contact Information

1.3 Provide the details of your contact information.

1.4 After you have read the terms and condition, click on the
‘l accept >>’ button.

‘South Africa

Terms and Conditions
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Registration

Step 2. FedEx Billing Online registration: Account Info

After you have obtained your fedex.com User ID, you will
need to provide your FedEx account number that will be
linked to FBO.

2.1 Enter your FedEx account number.

2.2 Click ‘Continue >>’ to move to the next page.

Step 3. FedEx Billing Online registration: Validation

3.1 Key in 2 invoice numbers billed to the account within
the last 120 days.

3.2 Click ‘Continue >>’ to move to the next page.
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fedex.com Login Registration

9 Account Info

This fedex.com service requires a nine-digit FedEx account number. Please indicate which FedEx
account you would like to use with this service.

Your FedEx account 2.1

Nickname this account (optional): l Enter Account Nickname ‘

(@ Enter a nine-digit FedEx account number:

Please provide your billing address

Enter the billing address associated with this account.

Cancel Continue >>

fedex.com Login Registration

9 Account Info

For security purposes, please enter two recent(last 120 days) invoice numbers for the account number
you are using to register.

Asterisk(*) indicates required field
FedEx account: My Account Change account

Enter Invoice Numbers

* Invoice A l ‘@

* Invoice B I ‘

Cance




Registration

Step 4. FedEx Billing Online registration: Paperless
confirmation

4.1 After the 2 invoices verification, you can either select
‘Electronic invoice only’ or ‘Electronic and Email invoice’™.

Step 5. FedEx Billing Online registration: Confirmation

You are now ready to use FBO and the benefits that it
offer.

*Available for Botswana, Namibia, South Africa, Swaziland and Zambia and Nigeria.
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FedEx.

FedEx’ Billing Online

FedEx Billing Online Registration

Your account currently receives paper invoices.

Register for FedEx Billing Online

1 would like to register to receive:
(® Electronic invoice only
() Electronic and Email invoice

FedEx Billing OnlineThe FedEx Billing Orline service enables you to receive your digitally
signed invoices securely through fedex com. Invaices issued to your account will no longer

be sent to you by mail. You will receive an email notifying you when new invoices are ready
to be viewed
With FedEx Billing Online:

* View and manage invoices faster!

* Print and save your invoices in XLS, XML, GSV and ﬂlgﬁal@PDF
* Monitor the payments and credit activity against your invoi

* Question or Dispute charges online

* |nvite others to view and manage your invoices

* And much more

Electronic and Email invoice

Enables all the features of Electronic Invoice Only plus it enables you to receive your invoice
as a PDF attachment via email. By signing up for this option you agree to receive your PDF
email invoice in our Email specific layout.

Register my account for FedEx Billing Online and change my billing method. |
understand I will ne longer receive invoices by mail

fedex.com Login Registration

Your Registration is Complete! Thank you for registering an account with FedEx Billing
Online on fedex.com.

DT [senusing

online FedEx Billing Online

Account Number
za-
Account Nickname Billing Address

Sign up for FedEx InSight® to monitor all your shipping and receiving activity

For Your Reference
You can access and update your profile information at any time by clicking on My
Profile on the site at any time.




Login
Once you have your fedex.com login, select ‘Billing
Options’ from the drop down list under ‘Support’.

Step 1. Login to FedEx Billing Online: Existing Users
1.1 Click on the ‘Go To FedEx Billing Online’ button.

Step 2. Login to FedEx Billing Online: Access to FBO

2.1 Enter your User ID and Password.

2.2 Click on the ‘Login’ button.

FedEx Billing Online (FBO) User guide

Sign Up/Log In {;J)

GO TO FEDEX BILLING ONLINE

fedex.com Login
for access to FedEx Billing Online

* Denotes required field.

Registered fedex.com Users

® IMPORTANT

For best results, please disable your pop-up blocker.

Enter your user ID and password to login

= User ID | @

= Password |

|:] Remember my user |ID on this computer.

Login Help Forgot/Reset your password or user 1D?

22




Account Level Information

After you have logged into FBO, you will be able to view the
Account Summary page.

1. Account Summary
Display the overview of your account balance due.

2. Invoice list

Invoices are grouped according to the current invoice status.
You can view invoices by selecting from the grouping tabs
displayed.

* All-Open: This is the default view and shows all invoices that are
currently open, including those that are Past Due or In Dispute.

 Past Due: This view will only show those invoices that have a Past Due
status.

e Paid/Closed: This view will show invoices for which there is currently
no outstanding balance.

* In Dispute: This view shows those invoices for which you have raised a
dispute of the charges, either for the entire invoice or one or more
shipments linked to the invoice.

FedEx Billing Online (FBO) User guide

Account Summary ‘ ‘Search/Download v|| My Options v|
——

Welcome, 0

Account Summary @ Help
Primary Account B an ey o

[Currency Original Charges Fayments or credits Total due FasiDue

|USD 203,50064 31,380.05 182 553.35 79&]9732'

m‘ Past Due H Eaid/Closed H In Dispute |e Seachal
Invoice List (All-Open) @ Help
Resulis perpage 10 ¥
Fiterby  None selected W

Previous ERENEREA e |

% Invoice no. Viwprnl lovocefyge ivoioe dole  Ousdole Aacount oo, lvooe sfaus Orginal Charges Belance due Payment Cureny

status

u] ﬂ Dutyltzx 25-Jan-2021  24Feb-2021 Ogen 18140 18140 usD
O a Dutyfizx 22-Jan2021  21Feb-2021 Open 2oy Azt usD
u] n Freight 21-Jan2021  28Feb-2021 Open 1064624 10,846.24 usD
O n Dutyftzx 21-Jan2021  20Feb-2021 Ogen 270478 270478 uzD
u] n Dutylizx 20-Jan2021 102021 Open 230803 230803 usD
O n Dutyftzx 18-0an-2021  17-Feb-2021 Ogen 5.0 850 uzD
u] n Freight 140202021 28-Feb-2021 Open 817882 817882 usD
D n Dutyitax 13-Jan-2021 12-Feb-2021 Open gk 2723 usD
u] n Dutyliex f1-lan-2021  10-Feb-2021 Open 15.70 1570 usD
D n Dutyitax 08-Jan-2021 07-Feb-2021 Open 1,382 35 1,382 35 usD

DownloadiPrint/Save || Pay

Icon Legend

Account Aging Summary @ Help

Primary Account:

| Currenc 0-15days 16 - 30 days 31-60days £1 -390 days 91+ days Total |
usD 33,456.40 16,020.28 55,481.05 63,430 61 13,218.13 |E2,553.35‘




Account Summary — Download PDF Invoice

You can select to Print / Save multiple PDF invoices in the
format that you prefer.

1. Select the corresponding grouping tabs.
2. Select those invoices that you would like to Print / Save.

3. Select the preferred format and click on the ‘Submit’
button.

*You may select up to 10 invoices at a time for the Print / Save action.

FedEx Billing Online (FBO) User guide

All-Open ‘ Past Due 0 H Paid/Closed H In Dispute Search all

Invoice List (All-Open) Help

Results perpage 10 v

previous [l 2 5+ 5 [

Filterby  None selected v

Selectall Invoice no. Viewiprint Invoicetype Invoicedate  Due date Accountno. Invoice status Original Charges Balance due Payment Currency.
[m] status

O Dutyltax 25-Jan-2021  24-Feb-2021 Open 181.40 181.40 UsD)|
O H Dutyltax 22.Jan-2021  21-Feb-2021 Open 32021 32021 UsD)|
O Freight 21-Jan-2021  28-Feb-2021 Open 1964624  19,846.24 UsD)|
O Duty/tax 21-Jan-2021  20-Feb-2021 Open 276478  2,764.78 UsD)|
O Dutyltax 20-Jan-2021  19-Feb-2021 Open 230803  2,308.03 UsD)|
O Dutyltax 18-Jan-2021  17-Feb-2021 Open 6.89 6.89 UsD)|
O Freight 14-Jan-2021  28-Feb-2021 Open 817692  8,176.92 UsD)|
O Dutyltax 13-Jan-2021  12-Feb-2021 Open 27.23 27.23 UsD)|
Dutyltax 11-Jan-2021 10-Feb-2021 Open 15.70 15.70 UsD)|
O Dutyltax 08-Jan-2021  07-Feb-2021 Open 139235 139235 UsD)|

*You may select up to 10 invoices at a time for the Download/Print/Save action Download/PrintSave | Pay |

*File type PDF (.pdf)
Please note: One or more of your selected invoices has been digitally signed. To maintain compliance () Print: Create one PDF of all your selected invoices.
with your local tax laws please ensure that you use the Save option to download and archive your c *
invoices with their digital signatures. You may also use the Print option to print these documents for @® Download/Save: Create a zip file containing individual PDFs for your
your convenience. selected invoices.

Download/Print/Save

* File type PDF (.pdf) v

() Print: Create one PDF of all your selected invoices.

(® Download/Save: Create a zip file containing individual PDFs for your
selected invoices.




Account Summary — Payment Options

Payment options are available for South Africa only

You can simply select multiple invoices for payment under
‘Account Summary’.

1. Select the invoice(s) that you would like pay.
2. Click on the ‘Pay’ button.

3. It will re-direct to My Payment Cart page, from where you
can remove / add invoices.

4. Select the respective payment method*.

5.You can either ‘Create one time payment’ or ‘Pay with
Payment Profile’**.

*FedEx offer convenient payment methods such as Direct debit and Credit card.

Regardless of how you choose to pay your invoice, you are always eligible to sign up to receive
your invoices electronically via FedEx Billing Online.

**You can setup multiple Payment Profiles under Manage Payment Preferences to enable you
to quickly choose different payment methods with which to pay your invoices.

FedEx Billing Online (FBO) User guide

o —

Paid/Closed

H In Dispute

Search all

Invoice List (All-Open)

@Help

Filterby  Noneselected v

Results per page 10 v

Previous PRERERERN -~ |

Selectall Invoice no. Viewlprint Invoice type Invoice date Due date Accountno.  Invoice status Original Charges Balance due Payment Currency.
O status
D Duty/tax 25-Jan-2021 24-Feb-2021 Open 181.40 181.40 USD|
0 ' Duty/tax 22-Jan-2021  21-Feb-2021 Open 32921 32921 UsD|
m] Freight 21-Jan-2021  28-Feb-2021 Open 1964624 1964624 UsD|
0 l Duty/tax 21-Jan-2021  20-Feb-2021 Open 276478 276478 usD|
0 Duty/tax 20-Jan-2021  19-Feb-2021 Open 230803 230803 UsD|
m] Duty/tax 18-Jan-2021  17-Feb-2021 Open 689 689 UsD|
0 Freight 14-Jan-2021  28-Feb-2021 Open 817692 817692 uUsD|
0 Duty/tax 13-Jan-2021  12-Feb-2021 Open 2123 2723 UsD|
a Duty/tax 11-Jan-2021  10-Feb-2021 Open 15.70 15.70 UsD|
. Duty/tax 08-Jan-2021  07-Feb-2021 Open 139235 1,302.35 uUsD|
*You may select up to 10 invoices at a time for the Download/Print/Save action
X Billing Onlin s
FedEx Billing Online View Cart anrrmenjl)( @Lgm @ -Jﬂﬁ -
USD 1,408.05
SearchiDownload | My Oplions
My Payment Cart
1. SelectPayment 2. Review Payment 3. Payment Confirmation
@ Help
Primary account number : 6536-7189-0
Amount to pay : UsSD 1,408.05
View items in payment cart e )
Accountno.  Invoice no. Invoice date Due date Currency, B B Action
6536-7188-0  2-101-53425 11-Jan-2021 10-Feb-2021 usp Invaice Payment 15.70 1570 Remove
6536-7188-0  2-101-52939 08-Jan-2021 07-Feb-2021 usD Invaice Payment 138235 139235 Remove
Payment cart total: USD 1,408.05
Add items
Mail Check / Remittance Advice A
i @ o v
Credit Card VISA
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Account Summary — Invoice details
and dispute

You can select the invoice under ‘Account Summary’ screen to
view the details.

1. Click on the Invoice no. that you would like to check.

2. It will re-direct to invoice details view page. You may also
click on the Air waybill no. for further details.

3. It will re-direct to shipment details page. You may view the
related information.

4. You may click on the ‘Dispute’ button if you would like to
dispute part or all amounts on the invoice.

5. Please select the dispute type and provide the additional
dispute comments. Click on the ‘Submit dispute’ button.

Dispute Tracking ID
Piaase anter any partinent details balow. To ensuire your displta s processed in a timely manner, please do not Usa this form for support requests.

Dispute Information @ Help

‘Additional Dispute Comments.

Account no. 0
Invoica no. 8

Ainwaybill no 5

Disputa type Please Select v

Maxdmum character limit is 1000.

FedEx Billing Online (FBO) User guide

o

|| PaiCiosed

|| 1nDispute

Search all

Involce List (All-Open)

@Help

Filterby  None sdected v

Results perpage 10 v

previous [l 2 3 ¢+ s [0

|iﬁ.m Invoics no. Viewlprint Invoice type Invoicedste  Dusdats Accountno.  Invoice status Orignal Charges Bslance dus Payment Currency.

@ . Dutytax

181.40 181.40 usD|

26-Jan-2021 24-F Open
Wiy Option=.

11111

nnnnnnnn

FedEx Invoice Details

Filterby  Nons sslected

( na.

. 07-Jan-
o 3 2021

r - 14-Jan-
o : I 2021

oT

Express Duty/Tax Shipment Detail

Tracking ID Summary

Messages.

Air waybill na <Prev

5 v Next>

[}
07-JAN-2021

25-Jan-2021
24-FEB-2021
USDI71.85
Open

Duty/Tax Shipment Information

@Help EHide

Sender Information

Recipient Information

Charges.

09-Jan-2021 12,00

HST Tax Duty
Total charges

i




Search / Download - Invoice(s)

You can search and download the invoices / tracking
ID / payment reference by the preferred file type under
‘Search / Download’ option.

1. Click on the ‘New Search or download’ under
‘Search / Download’ and provide the values for search.

2. Click on the ‘Search’ button.

3. It will re-direct to the View / Download Search Results

page.
Please select the result(s) and click on the ‘Create
Download File’.

4. It will re-direct to download centre page, your download
file will be prepared.

5. Once thefile is ready, you can click and download.

Account Summary | Search/Download | My Options |

Search

1 Enter Search Criteria 2 View/Download Search Results

* Denotes required field

Search Help

You must execute a search to generate a download file. Use a previously saved search or create a new search
that you have the option to save. Note: Results will not include "non-standard" invoices.

Select values to search Search results will be limited to 10000 Invoices or Tracking IDs per search.
* Search for  Please select v

* Account number and Store ID (CTRL + select to search multiple accounts)
Select Al

Account No - Store ID ~

* Select date range

From | 12/27/2020 ‘ @ T |01i26i2021 |

Only invoices viewable in FedEx Billing Online are available for download.

Download data || Search

* Status Al v

1 Enter Search Criteria 2 View/Download Search Results

Back
Search Crit @ Help
Search for Invoice number Status Al
aaaaaaaaaaaaa
Date 12-Jan-2021 - 26-Jan-2021
eeeeeeeeeeeeeeeeee
Search results @Help

My Options  ¥|

Download Center o
Download Results

My Files Ready for Download or Viewing

Files will expire 14 days after creation date.
The following files have been created for download. Click on the file name to save it to your system
Please click refresh list to see the files Ifthey do not appear please wat a fer and try again

Name of download file __File type. Status Generated by Created on Expires on Action|
There are currently no download files to process

Dutyltax 21-Jan-2021 20.FEB-2021 Open 276478 276478

Dutyltax 20-Jan-2021 19-FEB-2021 Open 230803 2,308.03|

FedEx Billing Online (FBO) User guide
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Search / Download -
Custom Documentation

You can search and download your customs document
(paperwork) for your duty / tax shipments.

1. Click on the ‘New Search or download’ under
Search / Download’, select ‘Tracking ID’ as the search
criteria and key in the air waybill number and click ‘Quick
Search’.

2. Select the duty / tax shipment record and you will be
re-directed to the Express Duty / Tax Shipment Detail
screen. Click on the ‘Download Custom Documentation’
link.

3. It will re-direct to download centre page, your download
file will be prepared.

4. Once the file is ready, you can click on it and download.

FedEx Billing Online (FBO) User guide

FedEx Billing Online View Cart Printer-friendly @ Logout ® Help

0.00
Account Summary My Options |

Search

Search/Download

New Search or Download

Download Center

1 Enter Search Criteria 2 View/Download Search Reslts

* Denctes recuired field Clear all fields|
Search @ Help || Quick Search @ Help
You must execute a search to generate a download file. Use a previously saved search or creafe a new search ‘You must execute a search to generate a cownload file. Select the
that you have the ootion ta save. Note: Results will not incluce "non-standarc" invoices. informaton you want to search on and enter a specific value to find.

Select values to search Search results will be limited to 10000 Invoices or Tracking IDs per search. * Search for

* Search for  Please select v Please select ¥

* Account number and Store ID (CTRL + select to search multiple accounts) Quick Search
Select Al Q

Account Summary | Search/Download | My Options | ’

Express Duty/Tax Shipment Detail Back

Tracking ID Summary @ Help [ Hide
Billing Information Messages
Air waybill no <Prev 5 v Next>
Invoice no. 8
Account no. 0
Ship date 07-JAN-2021
Control no. 8
Invoice date 25-Jan-2021
Due date 24-FEB-2021

Tracking ID Balance due USD171.85

Status e Open
View Invoice History

View signature proof of delivery.

Download Custom Documentation ‘

Download Center
Download Results @Help
My Files Ready for Download or Viewing e @ Help

Files will expire 14 days after creation date.
The following files have been created for download. Click on the file name to save it to your systam.
Please click refresh list 1o see the files you selected. If they do not appear immediately, please wait a few minutes and try again.

Name of download file Eile type Status Generated by, Created on Expires on  Action
CustomsDocument PDF Pending 07-Dec-2020 22-Dec-2020 Remove

9 [Remove i [ reresn
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My Options — Manage Account Settings

You can add a primary account via ‘Manage Account Settings’
under ‘My options’.

Once you have successfully added an account, you will be able
to use the same login to manage multiple accounts in FBO.

My Options — Manage Users

You can either invite new users or change administrator via
‘Manage User’ under ‘My options’.

To invite a new user,

1. Click on the ‘Invite new user’ button

2. Provide the details of the invited new user.

3. Click on the ‘Continue’ button.

4. The invited user will receive an email to register
for the fedex.com login.

Note: Once user has been invited as a secondary user, they are able to login to FBO and
manage the notifications that they want to receive under ‘Manage User Settings’.

FedEx Billing Online (FBO) User guide

wwwwwwwwwwwwww

il be redirected to the FedEx account login screen.

Manage Users

Existing Users

Selectall Hame
O

L Thera i3 curmently no data

Invite New User

Dhelp

“First name
“Last Name

“E-mail address

“Users. Select v e

FedEx Billing Online

Aoy | cemioorion <D

Manage User Settings

) Imvoice (new, past due, credit notes)

| Payment (changes. deciines, cancellasions)

14



My Options — Manage Payment Preferences

You can create a payment profile and enrol in autopay via
‘Manage Payment Preferences’ under ‘My Options’.

To add a payment profile,

1. Click the ‘Add Payment Profile’ button and select the
respective payment method*.

2. Provide the relevant details.

3. If itis credit card, click on the ‘Add credit card profile’
button.

*FedEx offer convenient payment methods such as Direct debit and Credit card.

Customer Support

Need further information, check out our Frequently Asked Questions section online.

Click here for FAQs or contact your FedEx account representative.

To find out more about the FedEx Billing Online features you can view the
Interactive Demo by clicking here.

FedEx Billing Online (FBO) User guide

More info

« Gotofedex.com

« Contact your Sales Representative
« Call FedEx Customer Service

Your Current Payment Profiles

[Profile name

Profile type

There is currently no data \

Add Payment Profile  w

Account Summary H Search/Download /|

Credit Card Payment Profile

* Denotes required field

—4

clear all fields

Credit card Billing Information

@ Help

FedEx Account number 0

Country/Territory SOUTHAFRICA

*Profile name

*Cardholder name.

*Address

*City

State/Province

*Postal code

() 1 agree to the Terms and Conditions for payments.

on FedEx Billing Online

*Card type Select Cardtype v

*Card number

*Expiration date Month v Year v

four card may be eligible for enrollment or is enrolled in an authentication program.
After clicking the Submit button, your card issuer may prompt you for your password.

VEn @

oW

Botswana +267 369 5500/1 / Malawi +265 1812672 / Namibia +264 61264 777 | South Africa +27 8000 33339 / Swaziland +268 2422 0961/2 [ Zambia + 260211252 191/89 / Nigeria + 2347080601198
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