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Pay by Invoice Purchasing Line

User Guide



Pay by Invoice is a payment method that gives approved Amazon Business customers the
option to purchase items on net terms. Amazon sends only one invoice per purchase if all the
items in the purchase are shipped by five days after the first item is shipped. The due date and
payment information are included in each invoice.

This guide is designed to support business users, purchasing on behalf of their employer’s
business account. Learn how to place orders on an open account, manage your invoices, access
account balances, and view payments online.
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Placing an order with Pay by Invoice

At checkout multiple payment methods
may be available for you to choose from.

Verify desired payment method:

© Select Pay by Invoice as the method
of payment for your order.

@ Click Continue to review order
information.

© You will be directed to a summary of
your order. Review Your Order and
update any order detail.

© To complete your purchase
transaction, select Place your order.
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Select a payment method
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@ =% Amazon.com Store Card ending in 9198 Picasso Customer Does not expire

Continue

‘You can review this order before it's

Special Offers available { Leamn more ) final.
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Subject: “Amazon invoice available for PO # ABC123"

From: “AMAZON Business” <po=replyismaron.coms

Data: Day, Month 00 2017 00:00:00 -EOD (PST)
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Use invoices to reconcile orders and shipments.

amazon business
H H H H : H H H : H Invoice available for PO # ABC123
Obtain a single invoice per purchase for all items shipping within five days. You nvolce avallable for PO # ABCTZS
will receive an email that contains an attached PDF copy of your Purchase level
. . . . . . . . . ayment due by A td 515.00‘
invoice. Your emailed invoice summary includes links to access itemized November 17. 2018 Smountene L
invoiced information and order details. - o & oo

AnyGompany, [n:
123 Main Street Sales fax $0.00
Anytown, USA

You can view your invoice by opening the attached PDF or clicking View invoice. s —. | Vew imoice

View order details

Subject: "Amazon credit memo available for PO # ABC123"

From: *Amazon Business” <po-replyBamazon.com>

Date: Day, Month 00 2017

To: "Recipient” <recipientfanycospany.com>

IR  AmazonBusinessinv...
M 328KB

amazon business
Credit memo available for PO # ABC123

B If you return an item and receive a credit to your account, you will receive
Credit issued on Amount due ($15.00) I an email containing credit memo details along with an attached PDF copy
November 9, 2018 e sustota - Of a credit memo
Bill to Shipping & handiing $0.00
AnyCompany, Inc Promos & discounts $0.00
Aoy, USh il i You can view your credit memo by opening the attached PDF or clicking

Miow s memo | n—)  \/iew credit memo

View order details




Reconciling orders using Business Analytics

Simplify the reconciliation process using enhanced reporting functionality,
available in your Amazon Business Account.
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Select Business Analytics from your Account for Business drop-down menu.
On the Business Analytics homepage, click on Orders.

Now you’re ready to aggregate Pay by Invoicing report data.

Click, Download

Discover Business Pricing ))

Hello, 2
Lists ~ -\'—_/

Your Account
Business Settings
Your Orders

Manage Suppliers

o Business Analytics /

Recurring Deliveries

E Reports

Use our reports to get line-item details about your organization’s orders and access important
documents like invoices. Start with one of our curated reports, then customize it to your needs.

Reconciliation (2]

Compare order and payment history to your records. Get detailed shipping, product, and seller nfo on an
order
Reconciliation Time period
Add title and save to your templates Month to date v
Y Transaction Date Payment Reference ID Transaction Type
il 10/09/2018 3LVBX3YSUS1982NIGB2QWEBPXGDBOS Refund
== 10/08/2018 200Y3KOJALLT1VJCOLQALFPIVZSYCP Refund
Adjust
ool 10/08/2018 6D5253IVFOEQ Charge
= 10/08/2018 69K77F12J0V0 Charge
Schedule
10/04/2018 111111111111 1117NUURIFEUMBJQVY7re2nQ  Refund
) Bﬂ 10/01/2018 2DJOTBIKFITKUVCBBRWOUBLWUS319Q Refund
Get order
documents

9\ ‘ Download CSV

PO Number Order Statug

1234 Closed




Downloading & Viewing Pay by Invoice report data

Messaging on the Order Reports page indicates when your T 1
. . Type Status
report is complete and you will be prompted to save the report oo L
* To retrieve report data from your Amazon Business account,
click on the Download link. Your report contains 6 data ‘ o o] Vi dombond i
COlumnS that are key to reconCIIlng Pay by InVOice Orders‘ Order Net Total Order Status Approver Account User Ad
$0.00 Cancelled nile test checkout us pbi ni
Name Details
PO # Purchase Order Number
Invoice status Status of the Invoice
Invoice due amount The amount that customer owes to Amazon Business
Invoice due date The due date that Invoice needs to be paid by the customer to Amazon Business
Payment reference ID This is the Invoice number associated with the customer order
Payment Instrument Type This will say "Pay By Invoice" for orders placed using Pay By Invoice
A B © D o} p Q 5 T W
Order Date Order ID Account Group PO Number Invoice Status Total Amount Invoice Due Amount Invoice Due Date Payment Reference ID Payment Instrument Type
9/26/2018 111-1061507-3380236 InvoiceWithLOC 1234 Past due $36.65 $36.65 9/27/2018 1GNP-16M6-9LXG Pay by Invoice
9/26/2018 111-1061507-3380236 InvoiceWithLOC 1234 Past due $36.65 $36.65 9/27/2018 1GNP-16M6-9LXG Pay by Invoice




Pay by Invoice resources

Looking for more Amazon Business information? Check out the Amazon Business FAQ / Help pages. If you have questions
or need assistance, please contact Amazon Business Customer Service directly

Sample Invoice Sample Credit Memo Sample I?econcﬂlatlon Order
History Report

<

Adobe Adobe

 Pay by Invoice Terms & Conditions
 Pay by Invoice Policies
e Amazon Business Accounts Terms & Conditions



https://www.amazon.com/b2b/info/features?layout=landing
https://www.amazon.com/gp/help/customer/display.html?nodeId=201606350
https://www.amazon.com/gp/help/customer/display.html?nodeId=201606350
https://www.amazon.com/gp/help/customer/display.html/ref=b2b_ca_tc?ie=UTF8&nodeId=202058010
https://www.amazon.com/gp/help/customer/display.html?nodeId=202059170
https://www.amazon.com/gp/help/customer/display.html/ref=help_search_1-1?ie=UTF8&nodeId=202025510&qid=1477316555&sr=1-1
https://m.media-amazon.com/images/G/01/BISS/B2B/pdfs/Sample-Invoice-V11222018DV._CB478459185_.pdf
https://m.media-amazon.com/images/G/01/BISS/B2B/pdfs/Sample-CM-V11222018DV._CB478448282_.pdf
https://m.media-amazon.com/images/G/01/BISS/B2B/pdfs/Sample-Reconcilation-Report-V11222018DV._CB478448153_.xlsm

