How-to Guide:
Create a Business Giving Campaign
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Create a Business Giving Campaign

1. Hover over “Hello, NAME" in the upper right hand corner of your home page.
2. Click Business Settings from the drop down menu.

3. Click Business Giving within the Buying Policies section.

@5 Buying policies

Guide employee buying by setting purchasing rules and approval
workflows, or allocating prepaid vouchers for purchases

Buying policies & approvals

Business Giving

4. Click Create a campaign.

Business Giving provides organizations with a streamlined solution
to give gifts, rewards, stipends, distribute donations, and more.
With Business Giving, your organization can create a custom
catalog of items for recipients to select from and provide a pre-
paid voucher for easy checkout.

Create a campaign . /05
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Create a Business Giving Campaign

5. Enter all required fields to Create new campaign. Once entered, click Create.

a. Campaign name (Required) - The campaign name will be visible to voucher recipients in their
email invite and on their item select page. Campaign names can be up to 30 characters in length.

b. Organization name (Required) - Organization name is visible to voucher recipients and can be
up to 30 characters in length.

c. Description message to recipients (Optional) - Message or details that is visible to recipients.
Messages can be up to 300 characters in length.

d. Administrator Name (Optional) - Administrator name is visible to voucher recipients.

e. Do all recipients have an Amazon Business account in this group? (Required) -
Selecting "Yes" means all recipients will order through the Amazon Business account. Selecting
"No" means recipients will order through their Amazon or Amazon Business account of choice.
Note that if "No" is chosen, order data will be available to administrators only at an aggregate
level, rather than an order level.

f. Total budget amount (Optional) - There are two options for this field: enter a budget value

or leave blank. If a budget value is entered, this is the amount you will be charged for the giving
campaign at checkout. In this case, you can allocate all or some of the total budget to vouchers.
You can return to the campaign at any time to allocate the remaining funds, or add additional
funds to the campaign. If you choose to leave this field blank, you will decide the total number of
vouchers and applicable allocations for each voucher at a later time and will only be charged for
the voucher amount allocated. Whether this field is filled in or left blank, unused funds will be
refunded to your payment method upon voucher expiration at the end date you select below.

g. Start date (Required): Select a start date for the campaign. This date is when the invite will be
emailed to recipients and product vouchers become active.

h. End date (Required) - Select an end date that is between 30 days or 1 year from the start of

the campaign. After the end date unused funds are returned and product vouchers are no
longer valid.
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Business Giving

Create a campaign

Invite recipients to use prepaid product vouchers to order from a selection of products chosen by you. Voucher recipients will see
details about this campaign in their email invite and on their item selection page. Learn more

Campaign name

[ ie. Holiday 2024 |
0/30

Organization name

I i.e. Finance team I
0/30

Description or message to recipients (optional)

Add details about the campaign or a personal note to your recipients

0/300

Administrator name (optional)

0/30
Do all recipients have an Amazon Business account in the ACME Marketing group?
O Yes - All recipients will shop with their Amazon Business account and you'll have full order visibility
O No - Recipients will shop with their preferred Amazon account (personal or business). You won't

see personal information like names or items redeemed.

Total budget amount @
Amount you'll be charged up front

[$ 000 |

Start date @ End date ©@
When invite will be sent to recipients Must be 30 days to 1 year from start

[ 47172024 | | 43072024

D | agree to the Business Giving campaign terms

Amazon Business product vouchers may only be purchased and distributed exclusively within the United States including its territories and possessions.
You may only distribute Amazon Business product vouchers without charge to your employees, clients or partners, as part of a gifting, loyalty, reward,
incentives or other similar programs. Amazon Business product vouchers may not be used as an incentive in association with illegal, inappropriate,
misleading, or offensive activity. Please refer to the Prohibited Use Case Guidelines to ensure that your program meets our requirements.
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Create a Business Giving Campaign

6. Click Add items to create a list of items that recipients can choose from. You can choose an existing
list or create a new one.

Employee appreciation 2024 campaign

Start by adding items and recipients to invite. Once both are added, go to checkout to fund
the campaign. Your invites will be sent on the campaign start date.

& Details Manage

Campaign name

Employee appreciation 2024

Organization name

ACME Marketing

Amount
$3000.00
Start date End date
Apr 4, 2024 12:00 AM PST Apri 30, 2024 11:59 PM PST
Items Add items

No items added yet

Recipients and allocations Add recipients

No recipients and allocations added yet
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Create a Business Giving Campaign

7. Search for items to Create a new list or Choose an existing list.

Business Giving

Add items

1. Choose an existing list or create a new list
2. Once you've chosen a list, all items in that list will be added to the campaign

Your chosen list and any changes made to it will automatically sync with your campaign

Choose an existing list Create a new list

If you don't have a list with items curated for this campaign,

1. Choose Create new list and a new page will open to create a list
consider creating a new list

2. Create a Reorder list and start adding items to your list

3. When you're done, choose Share, then Generate public link, then Save
. 4. Return to this page
Lists

5. Choose the list from the existing list section

v Your reorder lists (5)

v Public lists (12)

8. Inthe case of adding individual items, search for an item.

business
-
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Deliver tc ’
© seattle 38102 (R

Shop Amazon Commercial
pencils #2

= Departments  Early Black Friday  Business G ticonderoga pencils #2 ire:l'iian‘s Waste... v Lists ~ :J‘:;iness Prime ~ \J
pre sharpened pencils #2
number 2 pencils
sharpened pencils #2

presharpened pencils #2 bulk
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Create a Business Giving Campaign

9. Go to the sidebar and click Add to list and select the Business Giving list associated with
your campaign.

business _mi i i
= All v  Enter keyword or product number Q Shop last-minute business gifts >

Deliver to Apolo EN

= r y Agail e 3 v y Dis s
= Departments Seattle 78758 Buy Again Add people Recommendations Quantity Discount

Hello, Juliette Try a8
v v X
@ v Account for ACME Lists v  Business Prime z

= t Amazon Basics Woodcased #2 $5.76 (5019 / Uniy
Pencils, Pre-sharpened, HB
FREE Delivery Tomorrow 4 PM - 8 PM.
Lead, 30 Count, orange Order within 4 hrs and 23 mins.

Amazon Basics

A Deli Pat - {l
-~ 15555 ratings © Deliver to Pat - Seattle 98109

1000+ answered questions In stock

$5_76 (3019 / Unit) —
prime One-Day subscribe & Save:

FREE returns v $6.13 ($0.20 / Count) Save $0.32
Coupon: | Apply $3 coupon Shop items» | T (5%)

Get 5% back ($4.24 in rewards) on the amour
to your Amazon Prime Rewards Visa Signatur

Learn more Add to List

School Supplies
Business Giving list

WFH wish list
Reorder list

4 Createa List

-tic Divider Set, 3-Hole
' ! otter Size 8-T-'
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Create a Business Giving Campaign

10. Return to your list by clicking View your list.

Add to List

1 item added to School Supplies

Amazon Basics Woodcased #2 Pencils, Pre-sharpened, HB
@- Lead, 30 count, Orange

7.«:,

Inspired by your list

Aipker Manual 4PCS Colorful Paper Mate Erasers Pink Pearl

Compact Dual Holes Pencil Large Erasers, 12 Count Pencil Sharpener, Powerful

Fodkede A fr 10572 e e e e 22,988 Fodefedeof 34,859
$5.35 $6.99 $14.88
Add to Cart Add to Cart Add to Cart

Add to List Add to List Add to List
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View your list

Continue shopping

- .
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Bostitch Office Personal Electric Amazon Basics Rectangular BIC Rour

Eraser, 24 Count, Pink Ballpoin

Fofekedeok 1,197 Thk

$10.87 $4.97
Add to Cart

Add to List
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Create a Business Giving Campaign

11. In the case of adding items from an existing list, click on the Available lists tab. Select a list from the

sidebar and choose the items you want to add or select Add all to your list.

Business Giving

Add items for Employee appreciation 2024

Add items from curated lists or search for them individually. Some items like digital content, gift cards, cash equivalents,
and bundles aren’t supported. Your Business Giving list can only be edited here and won’t appear on the Amazon

Business lists page.

Your list (0 items) Available lists
Gifts for Clients
Curated giving lists A
Gifts for clients
Gifts for employees
School supplies
PPE equipment
. Lorem ipsum dolor sit amet cons
Your reorder lists v tetur. Convallis sit
$49.55 Add to your list
Public lists v

@i

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list
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Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list

-

Lorem ipsum dolor sit amet
cons tetur. Convallis sit

$49.55 Add to your list

Lorem ipsum dolor sit amet
cons tetur. Convallis sit

$49.55 Add to your list

—

Lorem ipsum dolor sit amet
cons tetur. Convallis sit

$49.55 Add to your list

How to add items | Copy link

Add all to your list k

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Add to your list



Create a Business Giving Campaign

12. After adding items to the catalog, click Go to campaign.

Business Giving

Add items for Employee appreciation 2024

Add items from curated lists or search for them individually. Some items like digital content, gift cards, cash equivalents,
and bundles aren't supported. Your Business Giving list can only be edited here and won't appear on the Amazon

Business lists page.

Your list (49 items) Available lists

k Gifts for clients
Curated giving lists A
Gifts for clients
Gifts for employees
School supplies

PPE equipment

Your reorder lists V4 Lorem ipsum dolor sit amet cons
tetur. Convallis sit
(1 $49.55 Remove
Public lists v

e =17

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove
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@ 49 items added

Lo )

Lorem ipsum dolor sit amet
cons tetur. Convallis sit

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove $49.55 Remove

Lorem ipsum dolor sit amet
cons tetur. Convallis sit

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove $49.55 Remove

Lorem ipsum dolor sit amet
cons tetur. Convallis sit

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove $49.55 Remove

How to add items | Copy link

Go to campaign

Added all to your list

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove

Lorem ipsum dolor sit amet cons
tetur. Convallis sit

$49.55 Remove



Create a Business Giving Campaign

13. Click Add recipients and then Add individual or Upload a .csv file to add multiple recipients
at once. If uploading a .csv file, create two columns. One for email address and one for budget
balance. Once populated, save the file and upload it using the link.

Business Giving

Add recipients and allocations

Add recipients (up to 5,000) and enter the amount each recipient will receive. To add recipients, enter emails individually
or upload a .csv file. You can revoke vouchers before they're accepted by recipients. How to upload a file

Unallocated Allocated Recipients

A 5 v
$3000.00 $0.00 0 [T
Refine by Email Allocated Spent Remaining Status

Search by name or email

No recipients and allocation added yet

Cancel Save
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Business Giving

@ File uploaded

Add recipients and allocations

Add recipients (up to 5,000) and enter the amount each recipient will receive. To add recipients, enter emails individually
or upload a .csv file. You can revoke vouchers before they're accepted by recipients. How to upload a file

File name: employee_appreciation2024.csv
Number of recipients: 10
Total allocated amount: $3000.00

Unallocated Allocated
$0.00 $3000.00

Refine by

Recipients
10

Email

Search by name or email

djackson425@email.com
alma.lawson@example.com
7ﬂm.]ennlngs@example.com
debra.holt@example.com
7kenzl.lawson@example.com
willie.jennings@example.com
7georgia.young@example.com
michelle.rivera@example.com

bill.sanders@example.com

bill.sanders@example.com

Allocated

Spent

Add recipients Vv

Status

Remove
Remove
Remove
Remove
Remove
Remove
Removei
Remove

Remove

Remove

o
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Create a Business Giving Campaign

14. Click Go to checkout. Note that if you entered a value in the "Total Campaign Budget" field in
Step 6, you will be charged that amount. If you left "Total Campaign Budget" blank in Step 6,
you will be charged based on the total amount allocated to vouchers in Step 12.

Business Giving

Employee appreciation 2024 campaign

Start by adding items and recipients to invite. Once both are added, go to checkout to fund
the campaign. Your invites will be sent on the campaign start date.

@ Details Manage Campaign status: draft q

Order total: $3000.00
The full budget amount will be charged to your payment
method immediately. Unused funds will automatically be
refunded to your payment method on the end date.

Campaign name

Employee appreciation 2024

Organization name

ACME Marketing

Amount

$3000.00 Last modified

Aug 25, 2021 12:11 PM PDT by Pat Smith

Start date End date

Apr 4, 2024 12:00 AM PST Apri 30, 2024 11:59 PM PST

@ ltems list Manage

P ane
g

@ Recipients and allocations Manage

Unallocated Allocated Recipients

$0.00 $3000.00 10
Email * Allocated Spent Remaining Status.
djackson425@email.com $300.00 - - Draft
alma.lawson@example.com $300.00 - - Draft
tim.jennings@example.com  $300.00 - - Draft
debra.holt@example.com $300.00 - - Draft
kenzi.lawson@example.com  $300.00 - - Draft
willie jennings@example.com  $300.00 - - Draft
georgia.young@example.com  $300.00 - -- Draft
michelle.rivera@example.com $300.00 - - Draft
bill.sanders@example.com $300.00 - - Draft
deanna.curtis@example.com  $300.00 - - Draft
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15. Complete your order by clicking Place your order.

amazon Checkout (1 item)
1 Group ACME Marketing
Group under ACME Org
2 Business order info PO number: No value entered Change
3 Digital delivery See details in Items and shipping section
4 Payment method wisa  Visa ending in 4565 Change
5 Items and shipping

Estimated delivery of funds: within 3 hours

Funds might take a few hours to process. After order will
receive an email invite with voucher instructions on the campaign start date. In rare cases,
delivery can be delayed.

Items shipped from Amazon.com

: Giving PR
$3000.00
Sold by: Amazon.com LLC

Order total: $3000.00

8y placing your order, you agree to the Amazon Business Accounts Terms and Conditions

CEETEEE oo

You also agree to Business Giving's Terms and Conditions.

wﬂmwwmmwlnﬂ
privacy notice and conditions of use.

YYou also agree to Business Giving’s Terms and
Conditions.

Order summary

Items: $3000.00
Total before tax: $3000.00
Estimated tax to be collected: $0.00
Order total: $3000.00

©2023, Amazon.com Services LLC or its affiliates. All rights reserved.
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