[bookmark: _GoBack]Direct Billing Purchasing Card Instructions – Federal Express
WSU personnel may create a FedEx shipper account and attach the purchasing card to all account shipments.  To setup this direct-charge method of payment, call FedEx at 800-622-1147 and request “credit card updates.”  After this process is established with FedEx, the associated purchasing card will automatically be charged for each shipment processed on the FedEx account. 
Copies of the invoices and detailed shipping information can be accessed by logging in to FedEx Billing Online.  This will allow you to print and retain copies of the invoices for your purchasing card reconciliation.
Once logged in to FedEx Billing Online, locate the “Invoice List.”  Below is a screenshot:
[image: http://dev.acctspay.wsu.edu/FedEx1.jpg]
After FedEx charges the associated purchasing card, the transaction will be available for reconciliation in PNet4. 
If you have multiple charges for multiple shipments, it can be easily deciphered in PNet4 by using the customer code field.  FedEx inputs the invoice number in this field.  See the following screenshot: 
[image: http://dev.acctspay.wsu.edu/FedEx2.png]
Once the charges are identified, the reconciler can proceed with standard protocol in transaction reconciliation.
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‘Settiement Method Commercial Card
Transaction Type Purchase
Account Number *#++w1x+1807
Transaction Date 09/16/14
Post Date 09/17/14
nec 4215
Merchant FEDEX
8004633339 TN, US
Original Merchant FEDEX 135899460
Parent Merchant FEDEX 801112603504

Exported

Customer Coce 354884801

Micro Reference 2416407425974105 1871204
uthorization Number 054457
Transacton ID 1503745120001

Original Curency USD
Original Amount 539,06
Tax 50.00

Settiement Cunency USD
Total $39.06




