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Introduction to Business Analytics Reports

Why do | need Business Analytics Reporting?

™
g .

Improve Visibility

See what individuals and groups are purchasing.

Report on spend by group, user, product category, and seller credentials.

Easily Reconcile Purchases

Build custom Reconciliation reports to make matching Amazon

transactions easy.

Build custom Order reports to remit payment for Amazon Business

Invoices.

Leverage Business Order Info fields and Business Analytics to track GL
codes and cost center codes for easier reporting and month-end cost

allocation.

What types of reports do | have access to?

Business ana

Home Spend Visibility ~

Business analytics

Overview for Oct-De|

As compared to previous quarl

Total spend @

$1.4K uptyern

Annual spend compd

lytics

REPORT TYPES

Reconciliation
Orders
Shipments
Returns
Refunds
Related offers
Savings

Credentials

Your reports

Reports = Insights

Download history

Total savings @

$124 pownby25%

Spend by category @

Create a budget >

Jul-Sep Oct-Dec

Orders report > Category dashboard >

amazonbusiness
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Time period @ | Oct-Dec 2022 ~

Top category @

$362 «

$300 $400

Orders report >
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Introduction to Business Analytics Reports

How can | access Business Analytics Reports?

1. Login to your business account; Hover over “Hello, Name"” in the upper right corner of the
page and select “Business Analytics” from the drop down menu.

Hello, Admin
Account for Example ~ | Lists ~

Account Details

Your Account
Business Settings
Your Orders

Try Business Prime
Manage Suppliers
Bulk Ordering

Business Analytics

Category Savings Evaluation

Recurring Deliveries

2. Go to “"Home" tab or hover over the “Reports” tab to start with one of our curated report
templates and customize to meet your business reporting needs.

Business analytics

Home Spend Visibility ~ Reports = Insights

Business analytics REPORT TYPES Time period @ | Oct-Dec 2022

Reconciliation

Overview for Oct-Deff  grders
As compared to previous quary

Shipments
Total spend @ Returns Total savings ® Total orders ® Top category ®
$1.4K upbyern Refunds $124 oownby2su 70 $362 «
Related offers
Savings
Annual spend compa Credentials H Spend by category @

Your reports

ownload history e
" L
i . l
o 50 $100 5200 $300 $400
Jan-Mar Apr-Jun Jul-Sep Oct-Dec
- 2022 2023 - Home Improvement [l Photography (@l Office Product [l Kitchen
Create a budget > Orders report > Category dashboard > Orders report >
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Orders Report

What is it?

The Order Report provides a holistic view of an Amazon Business customer’s order history with
order level/invoice level/ item level detail and organization specific fields.

Why Use It?
e Invoice Reconciliation
e Transaction Matching

o PBI Remittance Report

e Pull Tax Information (GST/PST)

1 Order Info
Order Date
Order ID
Account Group
PO Number
Order Quantity
Order Subtotal
Order Shipping & Handling
Order Promotion
Order Tax

Order Net Total
Order Status
Approver

O 0C0OO0O0CO0OO0OO0OO0O0O0O0

d Customer Info
o Account User
o Account User Email

U Invoice Info

o Invoice Status

o Invoice Total Amount
o Invoice Due Amount
o Invoice Issue Date

© Invoice Due Date

d Payment Info

o VAT Invoice #

o Payment Date

o Payment Amount

o Payment Instrument Type
o Payment Identifier

70 Available Columns

Q
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

Product Info

Product Category

ASIN

Title

UNSPSC

Segment

Family

Class

Commodity

Brand Code

Brand

Manufacturer

National Stock Number
Item model number
Part number

Product Condition
Company Compliance
Listed PPU

Purchase PPU

Iltem Quantity

Item Subtotal

Item Shipping & Handling
Item Promotion

Item Federal Tax

Item Federal Tax Type
Item Provincial Tax
Item Provincial Tax Type
Item Regulatory Fee
Item Regulatory Fee Type
Item Net Total

PO Line Item ID

Tax Exemption Applied

amazonbusiness
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Tax Exemption Type

Tax Exemption Opt Out
Discount Program

Pricing Discount applied (S off)
Pricing Discount applied (% off)

O 00 00

1 Organization Specific Info
GL Code

Department

Cost Center

Project Code

Location

Custom Field 1

o o0 0000

1 Seller Info

o Seller Name

o Seller Credentials
o Seller Address
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Orders Report
Add Filters to your report

13 Available Filters
« Accounts groups « ASIN
o Account Users « Company Compliance

« Product Categories . Discount Program

« Order date « OrderID

o Order Status « Seller Name

« Order Type . Title

« PO Number

1. Adjust the “ " filter to show the time period you want. You can

customize the date range as well. Keep in mind, this is based on order date, not
transaction date.

2. Select” " to customize the report. Multiple filters can be added to a report.

Business Analytics

Home Spend Visibility Reports #
Orders report Time period Start Date End Date
Add title and save to your templates Custom Range v 04/16/2022 || 05/16/2022 Submit Download CSV
?0 Filt Order Date (i) Order ID (3) Account Group (i) PO Number (i) Order Quantity (3)
inrer
Filter
== Account Groups v
Adjust 05/10/2022 112-7264502-8281011 ~ Wolf test group 23
columns equals e
E Wolf test group
Schedule
05/10/2022 112-2714712-5578620 ~ Wolf test group 2
.
D Add new filter
) 4 05/10/2022 112-3980516-3960207 ~ Wolf test group 1
Get order
dua.;u-rrcnts
Submit +— Previous page Next page —

Remove all filters x
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!



Orders Report

Adjust Columns

1. Ensure Time Period is adjusted to meet the date range you wish to run reporting for.

2. The Orders report has 70 available columns to review. Select “Adjust Columns” to choose the
data columns you want to include in the report.

. Click

+

to see sub-categories

. Click «  to de-select a section of columns
3. Click "Download CSV".

Business Analytics

Home

Orders report
Add title and save te your templates

Order Date (D)

= v°

Filter

Adjust

columns

H

Schedule

[

Get order
documents.

Spend Visibility Reports =

Get detailed payment, product, and seller info on an or

Canit find what you need? See our help page

Order ID (@) Account Group (D)

Adjust columns

«| Order Info

+|  Customer Info

| Invoice Info

«| Payment Info

+| Product Info

| Organization Specific Info

| Seller Info

der.

PO Number (1)

Order Quantity (1)

++a++++

Order Subtotal (1)

$305.07

O

amazonbusiness
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Order Shipping & Handling (1)

3000 5000

Product Info -

Amazon-Internal Product Category
ASIN

Title

UNSPSC

Segmamnt

Family

Class

Commadity

Brand Code

Brand

Manufacturer

Matianal Stock Number
Item model number
Part number

Product Condition
Company Compliance
Listed PPU

Purchase PPU

Itam Quantity

Item Subtotal

Item Shipping & Handling
Item Pramaotion

Item Tax

Item Het Tatal

PO Line tterm Id

Tax Exemption Applied

Tax Exemptian Type

Order Promotion (1)

Order Tax (i)

52138

$3.02

s0.28

Time period

Past 12 weeks w

/

Time pericd
Past 12 wesks v/

OrderNetTotal (i) OrderStatus (i) Approver

$326.45 Closed

3628 Closed

427 Closed
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Orders Report
Save Report Template

1. Click “Add title and save to your templates”, add a title for your report, and click “Save as
new report”.

Business Analytics

Home Spend Visibility Reports =
Orders report Get detailed payment, product, and seller info on an order.
Add title and save to your templates Can't find what you need? See our help page

?0 Order Date {D Order ID {D Account Group G} PO Mumber {D Order Quantity {D
Filter
Adjust 05/10/2022 64502-8281011 ~  Wolf test group 23
colwmns
Schedule
05,/10/2022 78620 ~  Wolf test group z
D .
e e 05/10/2022 112-3980516-39 Ord EFS_MEI‘_H_EU 22 -~ 1
Anrimante
Cancel -
-
» -
4 3

2. Locate your saved report within the “Your Reports” section.

Business Analytics Report types

Reconciliation
Orders
Shipments

Home Spend Visibility Reports =

Returns
Refunds
Related offers
Savings

Credentials

Download histof
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Orders Report

Bulk download Order summaries and PDF invoices

If you require PDF invoices or printable order summaries for matching purposes, choose the
orders you need and click “Get Order Documents”. Doing so will export a zip file to your computer
named “Invoices_Date_Range”. Within that file there will be a folder for each Order # and within
that folder will be your PDF invoice for the order and html printable order summary.

1. Select “Get order documents”.
2. Select the orders you would like to download PDF Invoices/Printable Order Summaries for.

3. Click “Download from selected orders”.

Orders report
Add title and save to your templates

Order Date Order ID
W Order documents ® ©

Filter

== Download from selected orders
== 2022/02/18 701-7393110-1691409
Adijust

columrs

" 2021/11/24 702-2733784-3622626 ~

documents v 2021/11/24 702-0180848-4261800 ~
v 2021/11/24 702-0438461-8361842 ~

2021/11/24 702-6808981-6973038 ~

4. Open the downloaded zip file and select the orders you wish to view.

B
o3

702-0180848-4261800 B 702-0120848-4261800.html

702-0438461-8361842
> > .:., !
702-2733784-3622626 4] CAT3ROPRIG! L

702-6808981-6973038

SO

invoices_2021_11_2
4.zip

am azon b u si ness AMAZON CONFIDENTIAL
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Orders Report

Best practices and tips for use

Exporting the default report (with all columns selected) often introduces duplicate entries. This is
because the downloaded CSV export cannot retain the merged fields that you see on screen. Take

the

as an example:

contains Order-level, Invoice-level, and Item-level info

per order
Order Date|Order ID Order net total | Invoice total amount |VAT Invoice #
1/27/2022|702-0613478-571064 62.12 22.59|CA33RQS7405|
1/27/2022]702-0613478-571064 62.12 21.46|CA3Q0T90ESI
1/27/2022|702-0613478-571064 62.12 18.07 |CA32WBKS754YI

items per invoice

Columns starting with item will have line-item level totals

Columns starting with order will have duplicate amounts if there are multiple invoices/items

Columns starting with invoice & payment will have duplicate amounts if there are a variety of

Order Date |Order 1D Invedce total amount | VAT Invoice # |Payment date |Payment amount | Commodity Purchase PPU
129/ 2022 | 704-6156624-3143832 23.8| CAZAETBOACIH 1/18/2022 53.8[Planning systems 20.88
129/ 2022 | M- 6156624-8142632 53.8|CAIAETBOACI /1332 53.8|Desk supplies 15.59
129/ 2022 | H4-6156624-3145832 53.8|CAIAETBOACH 1/18/2022 53.8|Tape dispensers 11.56
Item quantity |Item subtotal |Item shipping and handling |Item promotion [Item Federal Tax [item Provincial Tax [item Regulatory Fee |Item Regulatory Fee Type |Item net total
1 20.88 0 1.05 1.46 0 23.39
1 15,59 0 0.78 1.09 0 17.46
1 11.56 0 0.58 0.81 0 12.95

Usually when you place a order of multiple quantity for one single item, only 1 invoice is

generated. Sometimes multiple invoices are generated in this case. In such case, Item quantity
and /tem net total have duplicated entries. In below example, a company purchased 4 of the
same item sold by Amazon in a single order, but 4 unique invoices are generated (e.g.1 invoice

per unit). For this order, the Item quantity 4 and Item net total $888.96 reflect the entire order
instead of the single unit.

Order Date

Order ID

Order

ity |Order net total

Invoice total amount;

VAT Invoice # | Com dity

Purchase PPU

Item quantity

Item Federal Tax |Item Provincial

| Tax

seller Name

Item Regulatory Fee|

Item net total

1/28/2022

703-2275578-4594614

888.96

222.24

CA3D3IQ4ACH [ladder

196.67|

25.57]

888.96

Amazon

1/28/2022

703-2275578-4594614

888.96

222.24

CA3D3IQ8ACH |ladder

196.67|

25.57

888.96

Amazon

1/28/2022

703-2275578-4554614

ENENENES

888.96

222.24

CA3D3PF7ACII [ladder

196.67|

4
4
4
4

25.57

ololo|o

[
(
(
@

888.96

Amazon

1/28/2022

703-2275578-4594614

888.96

222.24

CA3D3NOQACII ladder

196.67|

25.57

888.96,

Amazon

amazonbusiness
!
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Orders Report

Best practices and tips for use

When your PDF invoice includes Environmental Handling fee/The Product Care Eco Fee, they are
not listed in the Order Report and not calculated in the Item net total. In such cases, the Item net
total won't match with the payable amount on the PDF invoice. Rely on Order net total, Invoice
total amount, Payment amount to match the Payable amount on your PDF invoice

Order Date) Order ID

Order net total

Inveice total amount

VAT Invalee &

Payrment amount Commadity

1/30/2022| 707-2897685-149303 194 .85 194,88 CA3SDYFOACI 194.88|Batteries and cells and accessories
N\ 1 .
Purchase PPU | Iltem quantity | Item subtotal NI shipping and thlu Item promotion | Item Fl‘lrllTI! Item Provinclal Tax | tem Regulatory Fnllum nltwllll
169 1 CIHRN \ 0 \ &7 12.18 0.4 180,86
b, A . A

Invoice details / Détails de la facture

Description Quy ! Unit Discount
Quantité  Price/ /Remise
Prix &
la
pice
DEWALT 20V MAX* XR 20V Battery, 5.0-Ah, 2-Pack 1 $169.00 $0.00
(DCB205-2)
ASIN: BOOKQUAENG
[ Environmental Handling Fee $5.00 ] $0.00

Invoice Subtotal / Total partiel de la

facture

The $5.00 Environmental
Handling fee is not included in
Item-level info and not
calculated into /tem net total

l'article

feed. Tace)

Total

[GSTHSTITPS

Item
subtotal /
Sous-total

Federal Tax [
Taxe Fédéral
[GSTHSTTPSTVH]  (PSTRSTOSTIVRITVOITVE]

$174.00

Provincial Tax / T; Item subtotal /
Provinciale Sous-total de

| [PSTH RSTITVRTVINTVG] l'article
$11.83 $189.28

$0.3! $5.60
$194.88

Amazon dans les 30 jours

Provincial Tax / Taxe
Provinciale

$8.70 $12.18

See the first page for payment information / Veuillez
consulter la premiére page pour les informations de

paiement.

amazonbusiness
!

Payment due to Amazon within 30 days / Paiement di1 &

Tax
subtotal /
Sous-total
de la taxe

520.88
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Orders Report

Order Status: Orders have different statuses. Only focus on validated orders by filtering on order
status: “Closed”, “Payment confirmed”, “Pending fulfillment"”.

o Pending: Default status the we display if there is no information in our backend data
sources

o Pending fulfilment: Order is approved to be fulfilled.

e Pending approval: Pending for PO validation (from customer E-procurement or from
workflow validation set up in AB)

o Payment confirmed: Got complete payment info. This does NOT mean that payment has
been authorized by the bank or that we have collected funds. It just means that we have
collected information about how the customer has started they are going to pay for their
purchase.

e Cancelled: Order was cancelled

e Closed: Order is completely done

Invoices Status:

e Issued or Past due: Payment is still required

o Pending: The invoice is still yet to be generated: pending shipment or pending purchase
consolidation

e Closed: Customers have already paid the invoice

amazonbusiness
!



Reconciliation Report

What is it?

A report that allows one to compare order and payment history to their records.

Why use it?

. Match the Amazon charge to the transaction posted on their credit card state-
ment: Payment reference ID is the payment signature for the transaction gener-
ated by Amazon. Amazon sends the Payment reference ID to your payment pro-

cessors. Your bank may stamp it on statement transactions.

« PBI customers can see their credit memos by adding a filter for "Transaction

Type" equals "Refund”

19 Available Columns

U Transaction Info

o Transaction Date

o Payment Reference ID

o Transaction Type

o Payment Amount

o Account Group

o Payment Instrument Type
o Payment Identifier

U UserInfo

o Account User
[ OrderInfo

o Order Date

o OrderID

o PO Number
o Order Status
o Approver

U Organization Specific Info
GL Code

Department

Cost Center

Project Code

Location

Custom Field 1

o000 0oO0

amazonbusiness
!

AMAZON CONFIDENTIAL



Reconciliation Report
Add Filters to your report

7 Available Filters

« Accounts groups

« Ordering customers
. Transaction type

. Transaction date

« Order date

« OrderlID

. Payment Reference ID

1. Adjust the ”
customize the date range as well.

" filter to show the time period you want. You can

2. Select” " to customize the report. Multiple filters can be added to a report.

Business Analytics

Home Spend Visibility Reports =

Reconciliation report

Add title and save to your templates

\fo Transaction Date (i) Payment Reference ID (i)
Filter
Fio 2021/11/26 20qUxnNSUN1qzIHEVY3x
== Account Groups v
== 2021/11/25 319psWBKgSSIMLugd1u)
Adjust
equals v
columns q 2021/11/24 JCQZJPKHIDQ112QAbCBO
O “Amazon Canada 2021/11/24 SHy356r3XpgGu1DlvaxH
Get order
documents 2021/11/24 3aldwy0Gn1HutDB4k29F
Add new filter
2021/06/09 1J6IDuUMZ{TuCnbNijpG
| Submit 2021/06/09 wDBeaADIOalBWTaxkv1
Remove all filters x 2021/05/17 2ngSF7SHSALNEVXNZ Txu
2021/05/14 1yvpX3HoiwOFNAHBWY4g

Transaction Type (i)
Charge
Charge
Charge
Charge
Charge
Refund
Refund
Charge

Charge

Time period

Payment Amount (i)
CAD 10.16

CAD 36.16

CAD 20.32

CAD 13.55

CAD 30.79

CAD 122.76

CAD 562.36

CAD 122.76

CAD 562.36

amazonbusiness
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Past 12 months

Account Group (3)
Amazon Canada
Amazon Canada
Amazon Canada
Amazon Canada
Amazon Canada
CNL Canada Demo
CNL Canada Demo
CNL Canada Demo

CNL Canada Demo

Payment Instrument Type @
Mastercard
Mastercard
Mastercard
Mastercard

Mastercard

Download CSV

Payment Identifier (i)
7083
7083
7083

7083

6263
6263
6263

6263

AMAZON CONFIDENTIAL



Reconciliation Report

Adjust Columns

1. Ensure Time Period is adjusted to meet the date range you wish to run reporting for.

2. The Reconciliation report has 19 available columns to review. Select “Adjust Columns” to
choose the data columns you want to include in the report.

. Click |+ to see sub-categories

. Click «  to de-select a section of columns

3. Click "Download CsV".

Business Analytics
Home

Spend Visibility

Reconciliation report
Add title and save to your templates

Get detailed paymenglf product, and
Can't find what yoyffieed? See our |

Transaction Info

Transaction Date
Payment Reference ID
Transaction Type

L
b
v
| FPayment Amount
2
o

. (O] Ord er Status () Approver (i)
e Adjust columns
Filter 112, sed
== 05/10/2022 112 sed
LQL"J;‘;S Payment Instrument Type
+| Transaction Info 05/10/2022 1124 sed
= 05/10/2022 12| [w| Paymentidentifier sed
Schedule «| Customer Info l -+ l

05/05/2022
-

b ¢

Get order
documents

Order Info 05/05/2022

N\ |~

Organization Specific Info

<

GL Code

Departrment

Cost Center

AINAYAY ALY

Project Code

114-9104055-8417441

112-1859528-3749069 [}

112-1859528-3749069 -

114-9784079-5275420 |

Custormer Info

| Account User

Grants Pending

Time period

Month to date

GL Code (i)

45 - |T Supplies
45 - T Supplies
45 - T Supplies
45 - [T Supplies
45 - |T Supplies
45 - T Supplies
45 - T Supplies

45 T Supplies

Department (i)

Planning

Planning

enter (i)

Project Code (i)

Order Info

Order Date

Order ID

PO Mumber

Order Status

Approver

Location

MEAIBAIRAIEAI A

Custom Field 1

amazonbusiness
!
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Shipments Report

What is it?

A report that captures detailed shipping, product, and seller information for all
orders placed on an Amazon Business account.

Why use it?

. Shipment and delivery tracking

Order Info

Account Group

Order Quantity

Order Subtotal

Order Shipping & Handling
Order Promotion

Order Federal Tax

Order Provincial Tax
Order Regulatory Fee
Order Net Total

Approver

© 0000000000000 >

Account User

d Customer Info
O
o Account User Email

Shipment Info
Shipment Date

a

O

o)

O

o Shipment Quantity
o Shipping Address
o  Shipment Subtotal
O

O

o)

O

Shipment Shipping & Handling

Shipment Promotion
Shipment Federal Tax
Shipment Provincial Tax

o Shipment Regulatory Fee
o Shipment Net Total

O

O Product Info

o Product Category

o ASIN

o Title

o UNSPSC

o Segment

o Family

o Class

o Commodity

o Brand Code

o Brand

o Manufacturer

o National Stock Number
o Item model number

o Part number

o Product Condition

o Company Compliance

o Listed PPU

o Purchase PPU

o Item Quantity

o Item Subtotal

o Item Shipping & Handling
o Item Promotion

o Item Federal Tax

o Item Federal Tax Type

o Item Provincial Tax

o Item Provincial Tax Type

amazonbusiness
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74 Available Columns

0O O 0000 O0O0 oo

d
o}
o
o}
o
o}
o

d
o}
o
o}

Iltem Regulatory Fee

Iltem Regulatory Fee Type

Iltem Net Total

PO Line Item Id

Tax Exemption Applied

Tax Exemption Type

Tax Exemption Opt Qut
Discount Program

Pricing Discount applied ($ off)
Pricing Discount applied (% off)

Organization Specific Info

Department

Project Code
Location
Custom Field 1

Seller Info

Seller Name
Seller Credentials
Seller Address

AMAZON CONFIDENTIAL



Customer Use Case: Pay By Invoice Remittance Report

Use case 1: A PBI customer is interested in remitting payment in a more consolidated way
versus per invoice due.

Step-by-step instructions:

1. Login to your Amazon Business account

2. Hover over " in the upper right hand corner of the home page and select
“ " from the drop down menu.

Select
Adjust “

n

Click “ " and add one for “ " equal “

o v oA~ W

Click “ " remove all default columns and select the following fields:
e Order Date

e OrderID
e PO#
e Account User
e Invoice Status
e Invoice Total Amount
e Invoice Due Amount
e Invoice Issue Date
e Invoice Due Date
e VAT Invoice #
7. Click " " to finalize column selections.

8. Click " " to give your report a name and save for future
use.

9. Click” " to export the report to Excel.

10. Open the CSV export in Excel and filter by Invoice Status: Issued and Past Due.

11. If you sum up the Invoice Due Amount column, it should match your current outstanding
balance.

Notes:

o After invoices are reconciled and ready to make a payment, you can follow the Remit To
Instructions on the invoice PDF to submit payments in electronic.

« If you require PDF invoices or printable order summaries for matching purposes, choose the
orders you need and click “Get Order Documents"”. Doing so will export a zip file to your
computer named “Invoices_date range”. Within that file there will be a folder for each Order #
and within that folder will be your PDF invoice for the order and html printable order
summary.

amazonbusiness
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Customer Use Case: Credit Card Reconciliation

Use case 2: The customer pays via credit card. They want Order level reporting with invoice
information (Invoice number, Payment date) and Organization-specific information (i.e., GL Code) .
They want to include the fields listed below in the Excel file.

Order Date
Order ID
PO #

Account Group

Approver

Account User

Invoice Status
VAT Invoice #

Payment Amount

Payment Date

GL Code

Department

Step-by-step Instructions:

1.

©© N o u kW

Login to your business account

Hover over “

" from the drop down menu.

Select
Adjust “
Click “
Click “

" at the top

" and add one for “ " equals “

" in the upper right corner of the page and select “

n

", remove all default columns and select the fields outlined above.

Click “Submit” to finalize column selections.

Click “
use.

Click “

" to give your report a name and save for future

" to export the report to Excel.

amazonbusiness
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10. To remove the duplicate values on invoice-level info, select a single cell in a range, choose
“Data”, "Remove Duplicates”.

File Home Insert Page Layout Formulas Data Review View Developer Help Power Pivot Q Tell me what you want to do

- . - 2 —

DD E L Moo= o Y- 6k B | E-

Get From From From Table/ Recent Existm.g Refresh H Sort Filter LA " Text to Fla_sh Remove _Dat_a Consalidate
Data ~ Text/CSV Web Range Sources Connections  All~ “ anced  Columns  Fill | Duplicates Malidation = C

Get & Transform Data Queries & Connections Sort & Filter Data Tools
A2 - fe | 1/26/2022 \
A B & D E F G H | J K L

1 |Order Date Order D Account Group PO number Approver Account user Invoice status VAT Invoice#  Payment date Payment amount GLCode Department
2 | 1/26/2022 701-1000495-2861005 Finance CA01098231 Oscar John Issued CA36PGQKEGI 1/26/2022 493.93 1 Finance
3 | 1/27/2022 702-0613478-5710640 Finance CA01129832 Oscar Christine Issued CA33RQS740SI 1/27/2022 22.59 1 Finance
4 | 1/27/2022 702-0613478-5710640 Finance CA01129832 Oscar Christine Issued CA3QOT90EGI 1/27/2022 21.46 1 Finance
5 | 1/27/2022 702-0613478-5710640 Finance CA01129832 Oscar Christine Issued CA32WBKS754YI 1/27/2022 18.07 1 Finance
6 | 1/28/2022 703-2275578-4594614 IT CA01131053 Sherry Ben Issued CA3D3IQ4ACIH 1/28/2022 222.24 21T
7 | 1/28/2022 703-2275578-4594614 1T CA01131053 Sherry Ben Issued CA3D3IQ8ACI 1/28/2022 222.24 21T
8 | 1/28/2022 703-2275578-4594614 IT CAD1131053 Sherry Ben Issued CA3D3PF7ACIH 1/28/2022 222.24 21T
9 | 1/28/2022 703-2275578-4594614 IT CA01131053 Sherry Ben Issued CA3D3NOQACH 1/28/2022 222.24 FALL
10| 1/29/2022 704-6156624-8149832 Finance CA01108484 Oscar Christine Issued CA3AE7BOACIH 1/29/2022 53.3 1 Finance
11| 1/29/2022 704-6156624-8149832 Finance CA01108484 Oscar Christine Issued CA3AE7BOACIH 1/29/2022 53.8 1 Finance
12| 1/29/2022 704-6156624-8149832 Finance CA01108484 Oscar Christine Issued CA3AE7BOACIH 1/29/2022 53.8 1 Finance

Note: You will find duplicate invoice-level info (VAT invoice #, Payment data, payment amount). It
happens because the GL Code and Department you want is at item level. If you have various items
per invoice, columns starting with invoice & payment will have duplicate amounts.

11. Click “Unselect All", choose “VAT Invoice #", click “OK". By doing so, you will get a new report
that deduplicate the invoice-level info.

Remove Duplicates ? X
To delete duplicate values, select one or more columns that contain duplicates.

Select All | 3= Unselect All e

Wi

§

Columns

[[] order Date
[J orderip

[] Account Group
[] PO number
] Approver

[ Account user
[ 1 Invoice status
¥ VAT Invoice # |
[[] payment date
[C] payment amount
[J GL Code

[] pepartment

) ok ||| cancel
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12. If you sum the Payment amount, it should match the total payable amount on your related

PDF invoices.

Order Date Order ID

1/26/2022 701-1000495-2861005
1/27/2022 702-0613478-5710640
1/27/2022 702-0613478-5710640
1/27/2022 702-0613478-5710640
1/28/2022 703-2275578-4594614
1/28/2022 703-2275578-4594614
1/28/2022 703-2275578-4594614
1/28/2022 703-2275578-4594614
1/29/2022 704-6156624-8149832

Account Group PO number Approver Accountuser Invoice status VAT Invoice #

Finance
Finance
Finance
Finance
IT
IT
IT
T
Finance

CA01098231 Oscar
CA01129832 Oscar
CAD01129832 Oscar
CA01129832 Oscar
CA01131053 Sherry
CA01131053 Sherry
CA01131053 Sherry
CA01131053 Sherry
CA01108484 Oscar

John
Christine
Christine
Christine
Ben

Ben

Ben

Ben
Christine

Issued
Issued
Issued
Issued
Issued
Issued
Issued
Issued
Issued

CA36PGQKEGI
CA33RQS740s1
CA3Q0T90ES6I
CA32WBKS754Y1
CA3D31Q4ACH
CA3D3IQ8ACI
CA3D3PF7ACH
CA3D3NOQACH
CA3AETBOACIH

Payment date

ayment amount

493.93
22.59
21.46
18.07

222,24

222.24

222.24

GLCode Department
1 Finance

1 Finance

1 Finance

1 Finance
21T

21T

21T

21T

1 Finance

Note: You will get a new report that deduplicates the invoice-level info via “Remove Duplicates”
function in Excel. You can also use the OrderReportMacro we prepared for you to merge the du-
plicate values. Please refer to Use Case 3 to understand how to utilize OrderReportMacro

amazonbusiness
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Customer Use Case: Credit Card Reconciliation

Use case 3: A customer want a Order level report with line item details to ensure the amounts
and individual line items for each Order ID that are billed by and paid to Amazon matches to the
invoices entered into the system. The customer hopes to include below fields:

e Order Date e Item Quantity

e OrderID e Item Shipping and Handling
e Order net total o Item Promotion

e Account User o Item Federal Tax

o VAT Invoice # o Item Provincial Tax

e Payment Amount e Item Regulatory Tax

e Purchase PPU (Unit Price) Item Net Total

Step-by-step Instructions:

1. Open the OrderReportMacro

2. Download the with all columns selected; You can also use “ "to
deselect columns before you download the , but make sure you include the
columns: Order Date, Order ID, Order Quantity, Order Net Total, VAT Invoice #, Payment Date,
Payment Amount, ASIN, Item Quantity, Item Net Total.

3. Open the downloaded , right click the data worksheet, click “Move or Copy”,
check “Create a copy”, “To book: OrderReportMacro.xlsm”. By doing so, the downloaded
will be automatically copied to OrderReportMacro

4, In" " worksheet, click “ ", Please select worksheet, click “ ". By
doing so, the Order Date, Order ID, Order net total, VAT Invoice #, Payment date, Payment
amount, ASIN, Item quantity, Item net total are merged.

Show Control

ﬁ Note:

1. This Macro is only applicable to "Order Reports” in ABA
2. You can download the Order report with all columns selected and run the Macro
3. You can use "Adjust Columns” to deselect columns before you download the Order Report, but make sure you include below columns

Order Date UserForm1 X
Order ID
Order Info
Order guantity Please select worksheet |
Order net total
VAT Invoice #
Payment Info Payment Date
Payment Amount
ASIN Merge Data
Product Info Item quantity
Item net total

amazonbusiness
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https://amazonbusiness.my.salesforce.com/sfc/p/A0000000gudS/a/2K000000QXem/8nxYO.xaO8ylT.brqKs0zfTErEGV7C4Mw5twIYorNTs

5. Remove the unnecessary columns via “Hide", “Group” function in Excel, you can also directly
delete them.

6. Inthe downloaded csv report, if you sum Order net total, Payment amount, Item net total,
the total amount will vary because of duplicate entries. They cannot match the payable
amounts on your PDF invoices.

Order Date |Order ID Order net total Account user VAT Invoice #  |Payment dat#aymentamuunt urchase PPU |Item quantity |item shipping and handling |item promotion |item Federal Tax |item Provincial Tax |Item Regulatory Feef|Item net total
1/26/2022|701-1000495-2861005 493.938ohn CAI6PGOKEGI 1/26/2028 493.93] 154.74 3 0| -23.21 22,05 30.87) 493.93
1/27/2022|702-0613478-5710644 62.12[christine |CA33RQS74051 1/27/2020| 22.59 19.99 1 0| 26 0 22.59
1/27/2022|702-0613478-5710640 62.12| Christine CA3QOTI0E6I 1/17/201|| 21.46) 18.99 1| 0| 2.47 0 21.46)
1/27/2022|702-0613478-5710640 62.12|Christine CA32WBKS754Y1 1/27/202|| 18.07| 15.99 1 0| 2.08 0 18.07]
1/28/2022| 703-2275578-4594614 888.96/8en CA3D3IQ4ACH 1/28/2020 222.24 196.67 4 0| 25.57 0 888.96
1/28/2022|703-2275578-4594614 888.96/3en CA3D3IQBACIH 1/28/2020 222.24 196.67 4 o 25.57 0 888.96)
1/28/2022|703-2275578-4594614 888.96/3en CA3D3PF7ACH 1/23/20%'| 222.24] 196.67| 4 0 25.57] 0 888.96:
1/28/2022|703-2275578-4594614 888.96/8en CA3D3NOQACII 1/28/20: 222.24) 196.67 4 0| 25.57 0 888.96
1/29/2022|704-6156624-8149832 53.8[Christine | CA3AE7BOACI 1/29/2020 53.8 20.88 1 0| 1.05] 1.46] 23.39
1/29/2022|704-6156624-8149832 53.8[Christine CA3AE7BOACIH 1/23/202|| 53.8] 15.59 1 0| 0.78, 1.09 17.46
1/29/2022|704-6156624-8149832 53.8/Christine | CASAE7BOACI 1/29/202) 53.8] 11.56) 1 [ 0.58 0.81 12.95

4397.53; ‘ 16[!5.4: 4165.69;

7. By merging the duplicate values via OrderReportMacro, if you sum Oder net total, Payment
amount, Item net total, the total amount will be the same. They can also match your payable
amounts on PDF invoices.

Order Date |Order ID Order net total |Account user [VAT Invoice # _|Payment datef|Payment amount |Purchase PPU |item quantity |item shipping and handling |item promotion |item Federal Tax |Item Provincial Tax |Item Regulatory Feef{item net total
1/26/2022|701-1000495-2861003 493.93| ohn CA36PGQKEGI 1/26/202, 493.93 154.74) 3 0| -23.21 22.05 30.87 493.93
hristine __|CA33RQS74051 1/27/202] 22.59 19.99) 1 0| 2.6 0 22.59
1/27/2022|702-0613478-5710640 62.12| hristine__|CA3QOTIOE6I 1/27/202 21.46] 18.99) 1 0| 2.47 0 2146
hristine | CA32WBKS754YI 1/27/202] 18.07] 15.99) 1 0| 2.08 0 18.07}
en CA3D3IQ4ACIH 1/28/202 222.24] 196.67| 0| 25.57 0
1/28/2022|703.2275578. 4504614 sss.0612n CA3D31Q8ACH 1/28/202] 222.24] 196.67| 0| 25.57 0 855,96
en (CA3D3PFFACIH 1/28/202) 222.24 196.67| 0| 25.57| 0|
en CA3D3NOQACH 1/28/202, 222.24] 196.67] 0| 25.57 0
hristine: 20.88] 1 0| 1.05 1.46 23.39
1/29/2022|704-6156624-8149832 s53.8[Christine  |CA3AE7BOACH 1/29/202] 53.8 15.59) 1 0| 0.78 1.09 17.46,
hristine 11.56) 1 0 0.58 0.81 12.95)
\ 1498.81) \ 1498.8 1498.81)

Notes: When your PDF invoice include Environmental Handling fee/The Product Care Eco Fee,
they are not listed in Order Report and not calculated into /tem net total. In such cases, the Item
net total cannot match the Payable amount on PDF invoice. Rely on Order net total, Payment
amount, Invoice total amount to match the Payable amount on your PDF invoices.
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Additional Support Resources

1. OrderReportMacro

i

Microsoft Excel
ro-Enabled Works

NOTE: If the solutions you are looking for are not covered in the user guide, please contact your
customer advisor, or raise your requests via Qualtrics survey listed below.

:_9 Did you find this guide to be helpful? Please complete this short survey to provide feedback.
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https://amazonbusiness.my.salesforce.com/sfc/p/A0000000gudS/a/2K000000QXem/8nxYO.xaO8ylT.brqKs0zfTErEGV7C4Mw5twIYorNTs
https://amazonbusiness.my.salesforce.com/sfc/p/A0000000gudS/a/2K000000QXem/8nxYO.xaO8ylT.brqKs0zfTErEGV7C4Mw5twIYorNTs
https://amazoncanada.ca1.qualtrics.com/jfe/form/SV_esLTMrtqACX9Q2O

