
Carrier invoices are required to perform

analysis for purposes of carrier agreement

optimizations and other evaluations of

shipping data.  This guide will take you

through the steps to download recent invoices

for common carriers.
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  Step-By-Step GUIDE to start 
making “ship” happen!!



There are likely multiple user accounts associated with your login. 

 The objective is to get recent invoices from each account. 

Too many accounts? Our team can download these invoices for you. 

 Contact us for more information on how to get this done.

You should now see

the Billing and

Payment page.

UPS INVOICES
Go to UPS.com and

login using your

username and

password.

Click on username

in upper, right

corner of screen.

Scroll down and

click on View & Pay

Bill.

1.

2.

3.

4. Click on UPS Billing

Center

You will be directed to  

a new screen similar

to the one shown here.

5. Hover the cursor over

the Invoice tab and click

Archive History.



UPS INVOICES
Note: Perform the

follow steps for each

account number,

included within

the Account Number

drop down list.

6. Under Search

Criteria select an

invoice date range

covering 13 weeks.

Begin search on a

Sunday and end on a

Saturday.

7. Select UPS Billing

Data (.csv) from the

Document Type drop

down menu.

8. Click Search button.



10. Click the

View/Download

button to download

and combine all

invoices.

UPS INVOICES

11. Change Document

Type from CSV to

PDF format.

 

 
 

 

12. Click the Search

button.

13. Click the View/Download button to view and download the .PDF file.

9. Click the checkbox

in the header to select

all invoices.

If multiple .PDF invoices are selected, the downloaded file will be a ZIP file that

contains the individual invoices.

If multiple .CSV files are selected, the downloaded file will be a single CSV file

containing all consolidated invoices.

If multiple .XML invoices are selected, the downloaded file will be a ZIP file that

contains the individual invoices.

A .PDF version of a single invoice is required. In order to obtain this .PDF, follow the

steps below.

14. Send all .CSV and .PDF documents back to us.

DO NOT open or re-save the downloaded invoices before emailing them to us.



FEDEX INVOICES

2. Scroll down and

click on View & Pay

Bill.

5. Click on the

Search/Download tab.

7. Locate the Search

For field and choose

Invoices.

1. Go to FedEx.com

and click Support in

the upper right corner

of the screen.

3. Click FedEx Billing

Online.

4. Login with your User

ID and Password.

6. Select New Search

or Download.

8. Check the Select All

box.

9.  Select a date range

covering 13 weeks.

Begin search on a

Sunday and end on a

Saturday.



FEDEX INVOICES

11. A single .PDF file is

needed. Click on the

purple PDF icon to

save.

10. Click Search to

populate the report.

12. Name the file.

13. From the Template

drop-down menu,

select FedEx Standard

Template.

14. Select CSV as the

File Type.

15. Click Create

Download File.

16. Send files back to

us so we can get to

work saving you

money!



DHL INVOICES

2. Click on the Search

tab.

1. Login to the DHL

MyBill system using

your username and

password.

3. Under Search

Parameters, select all

in the Account,

Invoice Type, Status

and Summary Posting

fields.

4. Set Invoice Date

range for 13 weeks,

beginning on a

Sunday and ending on

a Saturday.

5. Click the checkbox

in the header to select

all invoices.

6. Click

the Download button

to download and

combine all invoices.



9. Send the .ZIP file folder over to us so we can begin your cost savings analysis!

DHL INVOICES

7. Click the Download

button on the right

side.

6. Check the PDF

Invoice and Standard

CSV boxes.

8. Click Download Zip

File button to

download both .PDF

and .CSV files.


