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Scheduling Weekly List Billing Report

Login to your account at Itl.xpo.com.

= Find Reports on the top navigation bar.
= Click on Create Report to schedule your weekly report.
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Complete the information requested on the screen.

= You will choose a name for your report, the account, day and time you want the report delivered, as well as,
what emails you want the report sent to.

Note: You can add as many recipients as needed but remember to click Add Address after each one.

= When the form is completed, you will click on Create Report.
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Once you have created the report, you will receive an email on the day and time specified in the request.

= The email will contain links that will take you to the billing page.
= You will be prompted to log in to your Itl.xpo.com account.

On the billing page, you will be able to pay all the individual invoices included in that report.

Note: You can also view the same grouping of invoices by using the List Billing Number from your email in the Invoice, Group
ID, PRO field.
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Invoice Status Customer PRO Number Date Due Invoice Amount Balance Due (USD) Actions

ouTsTaNono PEARL 385-341202 )3/15/2023 $52423 $524.23 PAY 4

oumTeoee  PEAR 392759161 3472023 $825.62 $825.82

UM PEARL 385-341101 1311472023 52108 $210.83

e

cumese  PEAR 385-341180 0312023 $338.08 $338.08
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Select the invoices you would like to pay.
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Invoices e

E )
Q oamsmer © vitanding - neser
3 Downioaginveices  $ Pay invoices. 1-40f 4 invoices
B voice Status Customer PRO Number Date due Invaice Amount Balance Due (USD) Aetions
B 385341202 202302003 owmswons | PEARL 385-341202 0371572023 52423 s524.23
B 39275181 202302 000 owmmows  PEARL 392750161 037142023 $82582 82582 PAY
B 385341191202302 003 owmstwons  PEARL 385-341101 0371472023 $71083 $210.83 paY
@ 385341180 202302 003 owswens | PEARL 385-341180 032023 s33m08 $338.08 oAy

Follow the prompts to pay your invoices via ACH or credit card.
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Billng > Payment Information

INVOICES
SELECT BILLING METHOD Ol
sa2s82
e Nmter 302750161202302 009
@ Ao —Y
780 Numer 30275081
Oue Dwte o3n42023
O corar —)
ssuz
435700t tems cxtined boiow snd atborzs 365341202202302003
as5-341202
oansi2023
52083
ACCOUNT HOLDER moce Number 308241191202302003
280 Nurber ses-34101
BANK NAME
oue Owe 342023
s33808
s Nmeer 365341180202302 003
2RO Number 38534180
Duesmte 032023
Salance Dve s1898.08
" . Total Cost $1,898.96
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