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Introduction 

 
With Amazon Business, you can generate reports to suit your business needs. Administrators 

can use the Reconciliation Report to match charges on their credit card to items in a 

shipment(s). Administrators and requisitioners can use the Orders and Shipment Report to 

track their orders. Requisitioners can use the Items Report to check on the status of their order 

and verify which items have been approved. Many options are available. 

Orders vs. download history report 

 Orders only displays the orders that you, as a user, have placed through the business 
account. 

 Order History Reports allows administrators and users to download .csv reports of 
orders. Administrators will be able to download reports for all orders placed for the 



 

Copyright ©2015 Amazon.com | Amazon Business Accounts- Order History Report Guide | Version 1.0, 04.27.15.   

Confidential. All Rights Reserved. Do not distribute without consent from authorized Amazon representative. Page 3 
 

business. Requisitioners will only be able to download reports for orders that they have 
placed for the business.   
 

Report information  

Administrators can see all order and payment information used for each order, or item, 
depending upon which report type they select. Examples of payment information include: 
charge amount, last 4 digits of payment method (credit card or Amazon.com line of credit), 
charge reference number, etc…  

For the administrative view of all orders placed for the business, go to Account for Business and 
select Order History Reports from the drop-down menu. Administrators can specify if they want 
to generate a report for orders they’ve placed or all orders placed for the business using the 
‘Filter’ drop down. This option is only available for administrators. Administrators can also 
specify if they want a report for orders placed for all groups or a specific group using the 
‘Purchase Group’ drop down.  

Requisitioners can select Orders or Order History Reports from the drop-down menu of your 
Account for Business. If generating a report, requisitioners can specify if they want a report for 
orders places for all groups they are a part of or a just a specific group using the ‘Purchase 
Group’ drop down.  

Generate a report 

To generate an order history report, administrators and requisitioners can go to Account for 
Business and select Order History Reports from the drop-down menu. 

 

Reporting options  

Five types of downloadable reports are available.  
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1. Reconciliation- items purchased with product, shipment, approval, and charge 

detail-- so that you can match each charge on your credit card to each item in a 

shipment  

2. Items- items purchased with product, shipment, and approval detail 

3. Orders and Shipments- orders placed with shipment and approval detail 

4. Refunds  

5. Returns 

 

 

 

Steps: 

1) Filter: If an administrator, select if you want a report for all orders or just your own. This 
option is only available for administrators.  

2) Purchase Group: Select if you want a report for all orders placed under all groups you’re 
a part of or just a specific group. 

3) Report Type: Select the report type you want. 
4) Date: select start and end dates or use the Quick Set Options  

 
After you select Request Report, the report status displays on the same page. Most reports 
display within a few seconds. Whether you stay on the page or leave the page, you receive an 
email notification when your report is ready to download.  

 

Download an order history report 
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The link in the email takes you back to the Order History Reports page where you’ll notice the 
status is Complete and ready to download.  The report will download as a .csv file.  

 

View report details 

The type of report you select and how you configure your business settings determines what 
information displays in the report.  

Track and reconcile spend  

Order history reports include business-specific fields such as: Purchase Order (PO) number-- if 
you choose to enter it during checkout--, last 4 digits of payment method, and requisitioner 
(buyer) name. Administrators can also view approver name, group name, and tax exemption 
data-- if these options have been configured for the business settings. 

If you have a corporate credit card or P-card which displays item-level data, you can match each 
charge on your credit card to each item in a shipment(s) using the Reconciliation report. Match 
the charge reference number field in Amazon’s report against a column on your credit card 
statement to reconcile that charge. Your credit card company may use similar terminology for 
the column name. 

Customers using the Amazon.com Corporate Credit Line can match the invoice number against 
the charge reference number field in Amazon reports. 

Example reconciliation report 

This is an item level report that will allow customers to match a charge on their credit card 
statement to items in a shipment(s). Please note that as this is an item level report. The fields 
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that relate to the shipment/charge will be duplicated for all items within a shipment/charge – 
you are NOT being charged this amount multiple times.  

The key field in the report is the Charge Reference # field. Customers can match this number 
against a column on their credit card statement to reconcile charges. Current customers using 
the Amazon.com Corporate Credit Line can match the invoice number against the Charge 
Reference #. 

The Shipment ID, Carrier Name, and Tracking Number fields will also help you track receipt of 
your orders. The Shipment ID will correspond to the number that appears on the pack slip that 
arrives with your shipment. It will display under the barcode on the upper right hand corner of 
the pack slip.  

Note: The two images below represent different views of the same report. 

 

 

The rows outlined in green represent two items that were delivered in one shipment. You’ll 
notice that-- for these two rows-- columns A through L have repeated values. This is because 
these fields correspond to the shipment/charge. Since these two items were delivered in the 
same shipment, they have the same values. Again, you are not being charged this amount 
multiple times.  

Columns M through T provide the item-level detail including the individual cost for each item. 
The row outlined in orange represents one item that was delivered in one shipment.  

If you have questions please visit the Business Accounts FAQ home page, or contact Business Customer 
Service.  

Thank you for choosing Amazon Business.  

 

http://www.amazon.com/gp/help/customer/display.html/ref=b2b_q_3or_9960?ie=UTF8&nodeId=201609960
http://amazon.com/gp/help/contact-us/b2b-help.html/ref=b2b_q_3or_bcs_9960
http://amazon.com/gp/help/contact-us/b2b-help.html/ref=b2b_q_3or_bcs_9960
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