Haus

200 Southdale Center, Suite 162
Edina, MN 55433

Contact us at: 833-SHP-HAUS
or 833-747-4287

sales@shippinghaus.com

ANALYZE

Step-By-Step GUIDE to start
making “ship” happen!!

DOWNLOAD
COMMON
CARRIER

INVOICES

OVERVIEW

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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UPS INVOICES

1.Go to UPS.com and
login using your
username and
password.

2.Click on username
in upper, right B awe
corner of screen. il

3.Scroll down and

click on View & Pay

Bill.

Ups
QUICK START & Tracking

Shipping

- Ship just a few times a week?
< No Problem.

We took the guesswork out, and put the easy in.

4% Quantum View Manage

B view &PayBill

* 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

QUICK START ¥ Tracking
Payment page. Home > View & Pay i
Billing and Payment

o ¥ 7 UPS Billing Center
i " ‘ % For customers who generate lots of shipments,
\ j ) manage all of your UPS Involces In a single place.
. enpe )
4. Click on UPS Billing A i
Center

UPS Billing Center - United States
You will be directed to

a hew screen similar
to the one shown here.

Home Invoice Payment Reporting

Overview of royal heritage home duluth

; Current Balance: $162,493.44

r

> Setup Automatic Payments

Note: Balance may reflect more than one account

5. Hover the cursor over
the Invoice tab and click
Archive History.

United States - English 3
UPS Supply Chain Solutions® UPS Freight '® UPS Package

Shipping Services

View and Print Invoices

Use the View Bill tool (UPS Bllling Data) to view and
print billing Involces connected 1o an enrolled UPS
account

< Home

View & Pay B

Welcome, Nick Goldberg | B Live Chat | Logout |

Administration Support

B

Pay online.

Sawve stamps, save paper, and save time when you pay your UPS
invoices through the UPS Billing Center. Set up payments

Billing Center UPS.com
Quick Links Quick Links



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.

UPS Billing Center - United States Welcome, Nick Goldberg | T L

Home Invoice Payment Reporting Administration Support
Invoice

Archive History

Search Criteria

Invoice Date Range: Custom Date Range ¥

Invoice Date:

From 03/04/2019 | 5 o n/03/2000 | ED

Document Type: UPS Billing Data (.csv) %

|~ m— ]

Account Number:

Resct [ search|

ups.com | Home | UPS Global | UPS Corporate | Web Site Terms of Use | Privacy Policy | Protect Against Fraud |
Service Terms and Conditions

UPS Billing Center - United States Welcome, Nick Goldberg | W Live Chat | Logout |

Home Invoice Administration Support
Invoice

Archive History

Search Criteria

Invoice Date Range: Custom Date Range #

Invoice Date: From 030422009 | B

oSS D@

Document Type: POF Format

Account Number: 0
Invoice Information
? Date Account Number Invoice Number Original Billed Amount
” Mar 10, 2018

UPS Billing Center - United States Welcome, Nick Goldberg

Payment Reporting

Home Invoice

Administration Support
Invoice

Archive History

Search Criteria

Invoice Date Range: Custom Date Range ¥

“ﬁnm 03/04/2019
Document Type: UPS Billing Data {.csv) %

Account Number: v

To |04/03/2019

Resct [ search

Lmoeomion |



UPS INVOICES

9. Click the checkbox
in the header to select

ups Billing Center - United States Welcome, Nick Goldberg | . Live Chat | Logout |

Home Invoice Payment Reporting Administration Support
1 1 Invoice
all invoices. rrebive History
Search Criteria
Invoice Date Range: Custom Date Range #
Invoice Date: From 03/04/2019 L__I To 04/03/2019 EI
Document Type: UPS Billing Data (.csv) &
10_ Click the Account Number: [ Reset] Search]
vieW/Download Invoice Information
View/Download|
b u tto n to d OWh I oa d %] Date Account Number Invoice Number Original Billed Amount
and combine all S
. . e Mar 17, 2018
Invoices. el Mar 24, 2018
[ ]

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.

11. Change Document
Type from CSV to
PDF format.

Archive History

UPS Billing Center - United States

Welcome, Nick Goldberg | - Live Chat | Logout|

Home Invoice

Administration Support

Search Criteria

Invoice Date Range: Custom Date Range
Invoice Date: From 03/04/2019 D I03/2019 D
Document Type: PDF Format
12. Click the Search Aot e : e o
button

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

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

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



FEDEX INVOICES

1. Go to FedEx.com
and click Support in
the upper right corner
of the screen.

Shipping v Tracking Printing Services oca Support

EUSTOMER SUPPORT

TRACKING ID TRACK

2. Scroll down and
click on View & Pay
Bill.

MULTIPLETRACKING NUMBERS | JNEED HELP?

Shipping ~ Tracking v Printing Services ~ Locations ~ Support

3. Click FedEx BI"Ing FedEx® Billing Online

Online. T Efficient bill |ng
Efficient business.

Forgot your passward of D7

4. Login with your User

New Customer? Register Now »
ID and Password.
© Billing Home A billing solution designed to help you do business better.
FedEx Billing Online Give yourself the insight and control you need, when you need it, with FedEx® Billing Online.
© Tools This powerful online billing solution provides total transparency and confrol, meaning you not

only know what went where and how much it cost, but also have the ability to customize
invoicing data to meet your company's requirements. It doesn't matter if you handle 1,000
© Payment Options shipments a day or 10; FedEx Billing Online is an asset for every business.

© Resources

5. Click on the
Search/Download tab.

Shipping v Tracking v Printing Services v Locations v Support v

FedEx Billing Online

(@) Printer-friendly (@) Logout  (7) Help

Account Summary

6. Select New Search Waoorme,
or Download. (i) Dren

Primary Account 3

Search/Download My Options = Message Center

Original Charges —

Past Due (@) You have 1 download file(s) ready in the download center.
In dispute o

Payments o credits

Balance due -

7. Locate the Search
For field and choose
Invoices.

Shipping v Tracking v Printing Services v Locations v Support v

8. Check the Select All Search
b 1 Enter Search Criteria 2 View/Download Search Results
* Denotes required 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 create a new search ‘You must execute a search to generate a download file. Select the
9 s I d that you have the option to save. Note: Results will not include "non-standard” invoices. information you want to search on and enter a specific value to find.
Select a saved search Change values as needed in the fields below. ~ Search for
covering 13 weeks. elet Saved Search Please scled :
Select values to search Quick Search
.
Beg|n sea rch on a * Search fo v Plaase select
. Invoices
Account n Tracking | sarch multiple accounts)
Sunday and end on a Tensacton Ds
Ground Multiweight shipmi ht No - Store ID
s t d Payment Reference




FEDEX INVOICES

10. Click Search to
populate the report.

11. A single .PDF file is

needed. Click on the
purple PDF icon to
save.

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!

Shipping v Tracking v

Printing Services v

Locations v Support v

Search Criteria

Search for Invoices
Search accounts
Date

Relurn 1o search criteria

Status

Al

Search results

Seloct all Invoice Number Viewlprint

Results per page 10 ¢

‘Account no. Invoice status Original Charges  Balance due

[ |con Legend

Download All Search Results

[ Nama o it e uemeeie

searcn Lriteria

Search for Invoices
Search accounts
Date

Return to search criteria

Status

Al

Search results

Results per page 104

Select all Invoico Number View/print

Invoice date

Dus date

Accountno. Invoice status  Original Charges  Balance due

Open

Open

Open

[ Icon Legend

A

nload All Search Results

@ Help

whioad file Example

Create new custom template
*Template FedEx Standard Template
“File Type| CSV (csv) %

Place Surcharges in fixed columns (3

Search Criteria

@ Help

Search for Invoices
Search accounts
Date

Return lo search crilerla

Status

All

Search results

@ Help

Results per page 10 §

Select all Invoice Number View/print

Invoice date

Due date

Account no, Invoice status  Original Charges  Balance due

Open

Qpen

Qpen

B lcon Legend

Download All Search Results

* Name of download file Example
Creale new custom template
* Template FedEx Standard Template
*File Type CSV (.csv)

Place Surcharges in fixed columns (3




DHL INVOICES

1. Login to the DHL
MyBill system using
your username and

i
password. New to MyBill?

nail address Our MyBill website is easy to use and
requires no training. You can use it to

view and pay nev

i through archi

» Forgotten password?

2. Click on the Search
tab.

> Sign-up to MyBill

3. Under Search
Parameters, select all
in the Account,

InVOice Type' Status Dashboard Archive Downloads Reports My Account
and Summary Posting
fields. Search Invoices

W Saved Searches

4, Set Invoice Date

range for 13 weeks, ;

beginning on a
Sunday and ending on
a Satu rd ay. Invoice Date

(% 7 Apr2019

5. Click the checkbox
in the header to select
all invoices.

Dashboard Archive Downloads Reports My Account Help

Search Results

N | © oeoue .m:c--«.-..mK

6. Click

the Download button | v A ACCOUNT NE ACCOUNT NAME INVOICE NO. INVOICE TYPE  INVOICE DATE (3)  DUE DATE

Account Receivable No.

to download and
combine all invoices.

End Date

[ 7 may 2019



DHL INVOICES

6. Check the PDF
Invoice and Standard
CSV boxes.

7. Click the Download
button on the right
side.

8. Click Download Zip
File button to
download both .PDF
and .CSV files.

9. Send the .ZIP file folder over to

_arrre

Dashboard  Archive WIIUALYT 8 Reports MyAccount Search Help

Download Selection

< Goback a page

= Download Preferences

the Transaction Report

No backup document can be retrieved in MyBill for

Select DHL Express Downloads

P i
[v]

Concatenated |/ Customize Format

) 7/ 4

el i o ———

Dashboard Archive Downloads Reports My Account

Active Downloads

st downloads are building.

Total records: 1

20 per page v

STARTED TO; FILES RETRIEVED FILES

Total records: 1 20 per page v

= zip file Summary

10 files in total
PDF Invoice

approx

sy

approx.
Total Download Size
approx.

/ s

Search Help

« Previous Page 10f 1 Next> | Last»

e

« Previous Page 10f 1 Next> | Last»

us so we canh begin your cost savings analysis!



