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Welcome to the Admin User Onboarding
Guide for Walmart Business!

This guide is designed to provide you with
step-by-step instructions on how to
activate your account, add or edit delivery
addresses, review payment methods & set
monthly spend & transaction limits for
your team. It will also guide you on how to
make purchases for shipping, pickup or
delivery.

In addition, this guide includes information
on how to download & use the Walmart
Business app & Walmart Pay, as well as
how to access customer support.

By following this guide, you will be able to
efficiently manage your Walmart Business
account, saving you time, money & hassle!

We hope this guide will be a valuable
resource for you as you navigate your
Walmart Business account.

- Walmart Business Onboarding Team
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Account Creation

STEP1 STEP 2

Reorder a Sign In = Walmart Business Walmart > < Business
My Items Account

Steplof2

Tell us about you
Grocery & Essentials BuyinBulk  Office Facility Tech  Apparel & + Regis

Create an account Employer kentification Number | EIN)
15t name

EF Purchase History

' prices, bulk buys,
geting tools, fast &

¢ fulfillment

Already have a business account?

H '

¢
N Signin

* Navigate to www.Business.Walmart.com. * Complete the necessary account setup fields in “Tell us about
you” section.

* Hover over the “Account” button on the top right corner of the
page. * Complete the required fields in the “Tell us about your
organization” section.
* Select the “Create an Account” button.
NOTE: Please ensure that the information provided matches the legally
registered business information. This information is key for the registration &
verification of your Walmart Business account.
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Adding / Editing Delivery Addresses

STEP1 STEP 2 STEP 3
Phone number*
o Recrder o Hdonn TP Manage Account Delivery Addresses
-BUSIHTESS = My Items Account $2976 ) We'll contact you in case anything comes up with your order
& Personal info + Add address Delivery notes
sS Grocer ssentials uy in Bu [x] Organization info 3uilding de ion, ne drr
¢ y&E tial Buy in Bulk EF Purchase History :
A& Manage users
ES Sign Out EJ Tax exemption r More delivery instructions Add
&) Communications & privacy l:\ Set as my preferred delivery address
-
Cancel @
* Hover over the “Account” button on * On the Account Settings page, select * Complete the required fields &
the top right corner of the page. “Addresses” on the left-side menu include any necessary delivery notes.
_ under the “Manage Account” Section. _
* Select “Account” in the drop-down * Check “preferred delivery address,” as
menu. e To Add New: Select “Add address.” shown above, if the new address is the

preferred option.
NOTE: You can add up to 20 addresses per

account.
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Managing Users — Adding a New User

STEP1

EF Purchase history
3 Wallet

s . .
%% Walmart Business+ Premium

Manage Account

& Personal info

[l QOrganization info
lﬁ Addresses

& Users & groups

5 Tax exemption

& Communications & privacy

* Navigate to the Account
Settings page.

* Select “Users & Groups” from
the left-side navigation menu.

NOTE: Non-Walmart Business+ users will
select “Manage users” from the left-side
navigation menu.

© 2025 Walmart. All Rights Reserved.

STEP 2

STEP 3

Users & groups @

& Users(9) [ Pendinginvites(s) B G

Group v Role v + lavite user

Admin (Primary)*

Admin < Active Onboarding

* Select blue “+ Invite User” button.

NOTE: If a user accidentally deleted or cannot
locate their email invite, utilize the “Pending
invites” tab on the “Users & groups” page to
resend their invitation.

Provide the First Name, Last Name & Email
Address for the user.

Select the User Role:
*  Buyer - No access to Account Settings.
*  Admin - Access to organization purchase history,
spend analytics (Walmart Business+ users only),
ability to manage users & groups.

Check box agreeing to the terms & conditions,
then click the blue “Invite user” button.

1 .
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Managing Users — Bulk User Upload (Accounts >5 Users Only)
STEP 1 STEP 2 STEP 3

Users & groups © Upload spreadsheet file (CSV or Excel)
Invite user x Invite multiple users to join your Walmart Business organization by following these steps:
g th | ad Excel fi
Users & groups @
& Uers(®) 2 Pendingimites ) B Groug User informatios g rl ‘\]Jnmu?\:::llnmlgw i,,-nI]
| B T T e, ()
g . : - Drop CSV or Excel file (SMB max) here or
- Role Group (optional) —
B — rurehesng Select role - No group -
/ + Add user /‘ Bulk User Upload List - WMB Customer Success.xlsx ®
[ By selecting this option, you re sgresing to these tarms and conditions Ready to upload
Cancel Invite user Cancel Continue
* Navigate to the Account * Click the “Import users” button. * Follow step-by-step instructions on-screen to
Settings page. upload a CSV or Excel file with the required

user information.
* Select “Users & Groups” from
the left-side navigation menu. * Once your file is successfully uploaded, click

the blue “Continue” button.

* Select blue “+ Invite user”
button. NOTE: Adding users to groups & applying spend limits are
optional when completing your bulk upload file.

© 2025 Walmart. All Rights Reserved. 6 Walmart ::: Business




Managing Users — Bulk User Upload (Accounts >5 Users Only)
STEP 4 STEP 5 ADDITIONAL INFO

Review & invite users

S invitations

Name Role Group Monthly limit Transaction limit Action @
Review & invite users
Tom Procurement
N IO Buyer Onboarding  $500.00 per month  $100.00 per order -
e o 6 invitations
John Procurement .
S Buyer Purchasing  $500.00 per mon th  $100.00 per order - I nV| te s s UCCESSFUI IY se nt Name Role Group Monthly limit Transaction limit Action
Cara Procurement
Buyer Onboarding  $500.00 per mon th  $100.00 per order L L. . ;
5 users were successfully invited to join your organization on Walmart o e Buvey
J is L dy part of another Walmart
B - Business
Buyer Purchasing  $500.00 per month  $100.00 per order usiness.

Buyer Onboarding ~ $500.00 per month  $100.00 per order
B Purch, $500.00 th $100.00 d - - P
uyer urenasing perman perorder View Im-nd|r|g invites @ Invite to this user hes elresdy been sent

CD)
* Review userinformation. * An on-screen confirmation will show * While reviewing user information, some
_ . . once your invites are successfully users may have red error messages if they:
* Once reviewed, click the blue “Invite i e
sent. o Have already been invited to join your
Users” button. Walmart Business account, or
NOTE: Once users are invited, they’ll be sent an o Arealready part of another Walmart
automated email with next steps for accepting Business organization.
their invitation to join your organization’s
Walmart Business account. * To proceed, click the three dots under the

“Action” column for affected user(s) & click
to remove from bulk upload list.

© 2025 Walmart. All Rights Reserved. 7 Walmart ::: Business




Managing Users - Editing / Deleting Users

STEP1 STEP 2
Hi, CS Primary Users & groups @
L Users (9) 1 Pending invitss (5 B Groups (2)

5 Wallat ) Search umars Group ~ Ralg ~

i o Mame Raole Status Groups Actions
Manage Account C5 Primary Admin (Yo

! -.-.: . . Admin (Primary)® ~" Artive _
& Persanal infa S )
VR
- & View [ edit
t% Users & groups €5 Buyer User \-:Sfr . - BL'_\-'E' + Artive Purchs # Remove user
* Navigate to the Account Settings page. * Select the three horizontal dots adjacent to the user, as shown

) o above.
* Select “Users & groups” from the left-side navigation

menu. * This will allow you to perform the following tasks:

o Remove user
. . . “ ”
NOTE: Non-Walmart Business+ users will select “Manage users” from Update user roles

o
the left-side navigation menu. o Add/update user monthly spend limits
o Add/update user transaction limits

© 2025 Walmart. All Rights Reserved. 8  Walmart ::: Business




Creating a Group (Accounts >5 Users Only)
STEP 1 STEP 2

EF Purchase history Users & groups

4 Wallet

& Users (5) [ Pending invites (1

Create grou X
Q Search users Group ~ Role ~ — 9 P

Group name

%< Walmart Business+

Ma nage Account Name Role Status Groups Actions

& Personal info Jane Doe ; o
Primary admin v Active -
' Group description (optional)

[»] Organization info

Jane Doe Admin

Addresses

& Users & groups

EJ] Tax exem ption

[ Communications & privacy Cance m

« Navigate to the Account Settings page. * Navigate to the “Groups” tab.

« Select “Users & groups” from the left-side *  Click the blue "Create group” button.

navigation menu.
* Enter a group name.

» Add a group description (optional).

* Select “Create group” button to save.

© 2025 Walmart. All Rights Reserved. 9 Walmart ::: Business



Adding Users to a Group (Accounts >5 Users Only)

From User Profile From Group Profile
User & drop® Users & groups @
& Users(5) O Pendinginvites (1) & Groups (0)
& Users (1) 2 Pending invites (1) # Groups (3)
Q. Search users Group Role
Name Role setons
User information
Jane Doe rimary
’ b Jane Doe Add user to group
dane Doe Admin & View Group Search
Jane Doe@org.org Rename group Q_ Entera user's name or emai
[ & Add user to group ]
il Remove group icancel m
* Select the three horizontal dots adjacent to the userin the » Select the three horizontal dots adjacent to the group in the
“Users” section & click “View / Edit” “Groups” section & click “Add user to group.”
* Select “Add” under the group section, select the desired * Search for the desired user & click “Add user”

group, & click “Save.”

NOTE: Locate specific users faster by utilizing the search bar and/or filters
at the top of the page.

© 2025 Walmart. All Rights Reserved. 10 Walmart ::: Business




Adding a Group Manager (Accounts >5 Users Only)

< Onboarding
Users & groups @ & About
& Users(3) [ Pendinginvites (0) i Groups(2) = Group information
o Eqit
Group name .
Purchasing 1
Onbosrding ;
CS Primary Admin on Oct 22, 2024

* From the “Groups” tab, select the
group to which you’d like to add a
Group Manager.

*  From the group’s “About” tab, find

the “Group managers” section & click
“Add.”

© 2025 Walmart. All Rights Reserved.

STEP 2

Add group manager X

Search

@cs admin user X ‘

CS Admin User - Admin

success2(@gmail.com

Add group manager

CS Admin User - Admin X |

Cancel

e Search for the name of the Admin
user you’d like to add as the Group
Manager, then click “Add”

* Click the blue “Continue” button.

NOTE: Only users with the roles of Primary
Admin or Admin can be Group Managers. Users
with the Buyer role cannot be Group Managers.

STEP 3
N
< Please acknowledge X
b |

When a group manager is added, only group
managers or the primary admin can edit the group

and the users in the group.

| Cancel Add group manager
s

* Read the on-screen
acknowledgement, then click the blue
“Add group manger” button.

NOTE: When a group manager is added, only
group managers or the Primary Admin can edit
the group & the usersin the group.

1 .
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Setting Monthly Spend Limits
STEP 1 STEP 2

< User overview
Permissions

User information User status

m
=N
=

Buyer

Jim Halpert Active

Add monthly limit ©®

jon.davis@hey.com
Additional actions Meonthly limit

Remove user

50.00 per month

Currently, item subscriptions, in-store purchases and
Permissions substitutions can exceed a user's spending limit and do not

require approvals,

dif . .
Buyer Edit [] 1acknowledge the disclaimer above.

ontniylimit
Cancel

&
—

&
=3

* Navigate to the “User overview” page of the user requiring the * Enter a monthly spend limit for the user.

spend limit.
* A monthly limit:

* Select “Monthly limit” under the “Permissions” section. o Limits how much a user can spend per month

o Requires approval for orders that exceed the limit

o Resets on the 1st of the month, every month

o Can be updated any time

o Includes all purchases within the given month, including in-
store purchases paid with Walmart Pay on the Walmart
Business app.

* Select “Add” next to Monthly limit.

NOTE: Only Primary Admin users can add spend limits to Admin & Buyer user
accounts.

© 2025 Walmart. All Rights Reserved. 12 Walmart ::: Business




Setting Transaction Limits
STEP 1 STEP 2

< User overview
Add transaction limit ®

User information User status . e
Transaction limit

Jim Halpert Active
- a
Oy OO ~ el=1s
SL.OU per oraer -

Additional actions
Currertl‘_z‘, Item subDsCriptions, In-store purcnases and
Remove uses

substitutions can exceed a user's spending limit and do not
require approvals.

Permissions |:| acknowledge the disclaimer above.

Buyer Edit
Cancel
ontniylimit

&
3

—
®
B
)

* Navigate to the “User overview” page of the user requiring the * Enter atransaction limit for the user.

spend limit. o
* A transaction limit:

* Select “Transaction limit” under the “Permissions” section. * Restricts how much a user can spend per order
o * Requires approval for orders that exceed the limit
* Select “Add” next to Transaction limit. «  Takes effect immediately

NOTE: Only Primary Admin users can add spend limits to Admin & Buyer user *  Can be updated any time

accounts.

© 2025 Walmart. All Rights Reserved. 13 Walmart ::: Business




Admin Order Approvals

STEP1 STEP 2

. Approvals
Walmart - < Business

Need approvals @ Approval history

Order date: Thu, Dec 21, 2023

Order number: 2000115-13965405 torderselected (NI Sort By: Order date (Oldest to Newest)
pp q Jim Halpert | Dec 21,2023 | Order # 200011513965405 | Total $16.98

Hi Jon,

- 5 _ /\ Pending approval, expires in1 day and 23 hours. Delivery or pickup dates depend on approval.
Jim Halpert submitted an order that requires your approval.

. o Order approval history ~
If not approved, this order will expire in 2 days

Jon Davis Awaiting spproval  Expires in 2 days
Approve or decline this order

Jim Halpert Submitted orderforapproval  Dec 21, 2023

Have questions? Visit our Help Center.

* When a user places an order that is over their monthly or * The Primary Admin can access the “Approvals” page via the link in
transaction-level limit, the order will be submitted to the Primary the email, or by selecting “Approvals” under the “Spend Control”
Admin for approval. section of the account settings menu.

* The Primary Admin will receive an email notification prompting
them to “approve” or “decline” the order.

© 2025 Walmart. All Rights Reserved. 14 Walmart ::: Business




Admin Order Approvals

APPROVAL WINDOWS TIME SENSITIVE ORDERS EMAIL COMMUNICATION
There is a fixed amount of time for
approval on an order. Orders that do not f ) Walmart >'~ Business
get actioned will expire & cancel. Time sensitive order X -
Order date: Mon, Oct 14, 2024
] Order number: 2000124-50183080
Scheduled Pickup or Delivery: Your order is approved!
* Orders ready in 4 hours will have a HiLindsay
30_minute approval WindOW Your order #2000124-50183080 has been approved by Jane Smith.
I Approval required in 47 mins 25 secs We'll get to work on order #2000124-50183080

)

This arder contains a scheduled delivery or pickup.

* Orders ready in 5 hours Wi” have a 1 To fulfill the items on time, approval is required in
hou r 30-minute approval WindOW. 47 mins 25 secs or the order will expire.

You're all set for now. We'll keep you posted, and you can always track your order’s
progress in Order Details.

* Forevery hour of fulfillment time

P.S. For more information and FAQ, visit our Help Center.
Submit order for approval
over 5 hours, there’s another hour to

. Reserve new time
approve the order with a max of 2 -

All Unscheduled Orders:
_ _ Time sensitive orders are scheduled Primary admins & buyers will receive

*  Orders will have an approval window orders that are fulfilled within 16 hours or emails for:

ranging from >8 hours to 2 days, less.

depending on the promised “arrives * Orders submitted for approval

by” date at checkout. * These orders will receive a * Approved orders

notification at checkout. * Canceled orders

* Orders that qualify for same day «  Declined orders

delivery may have a shortened .

- Expired orders
approval window.

© 2025 Walmart. All Rights Reserved. 15 Walmart ::: Business



Wallet & Shared Payments

User-Specific

3 Wallet

My payment methods  Shared payment methods

Add a payment method

Put your benefits to use
We'll recommend the best ways to pay for eligible items in your order

. ~f
Cmaa Gift Card
Credit / Debit / P card Pay by bank Gift card

Learn more about payment methods we accept

* User & account payment methods can
be managed under the “Wallet” section
in the Account Settings.

* Each user has access to a user-specific
payment method, as well as Shared
Payment Methods that are managed by
the Primary Admin.

© 2025 Walmart. All Rights Reserved.

Shared Payment

3 Wallet

Add credit or debit card X

*  From the “Wallet” menu, navigate to the
“Shared payment method” tab.

* Complete the required fields for
payment method.

NOTE: Only the Primary Admin of the
account can add / edit the shared payment
method. Once added, the shared payment
method will be available to all users.

Payment Methods

You can use any of the following
to pay for your Walmart
Business orders:

* Debit Cards

* Credit Cards*

* Gift Cards

e Purchase Cards (P-Cards)
» Pay-by-Bank/ACH/eCheck

*The Walmart Business site
does not currently accept:

*  Walmart Business Card
*  Walmart Community Card
e Sam’s Club Private Label

Card
e Purchase Orders (PO)
Net30

* |nvoices

1 .
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Adding Pay-by-Bank to User Wallet

3 Wallet Connect your bank /ﬁ 4 Wallet
— Caplta/l()ng
My payment mathods Shared pzyment methods
Connect your bank * 0—O— : Sign in to your account
Add a payment method Find your Institution  Provide sign-in Info Confirmation g y P t lth d (1)
@ Put your benefits to use ayment methoas
We'll recommend the best ways to pay for eligible items in your orde ~ Username
- : - ~ - _ Ve ~
FIng your Institumon.  Provide sign-in info confirmation Capl‘!;lm‘ ‘ |\ Add new payment method /l
T Search for your financial institution
Credit 1 Dabit/ P card Pay by bank ‘
" Walmart would like to access your password | @ Accourt saved]

e e T account information

Learn more about payment methods we accept

Bank accounts (1)

F EhoDae rom
[ ChaseBank o T @ ﬁ
m Wells Fargo Bank Online Eg —
M “~ o

Capital One

2 Bankof America Sign in Endingin

+  Navigate to the “Wallet” section of * Follow the on-screen prompts to * Once your account is added you’ll be
Account Settings provide the sign-in information to redirected back to the “Wallet”
' your selected bank. section of Account Settings.
* Click on the “Pay by bank” option to NOTE: The images above will vary depending on « The newly added bank account will
add as a payment method. your selected financial institution. now show under "Payment methods”

» Search for your financial institution or
select from the options listed below.

© 2025 Walmart. All Rights Reserved. 17 Walmart ::: Business




Spend Analytics (Walmart Business+ Only)

STEP1 STEP 2

88 Spend by top ten categories A Spendby top tenitems

Spend Analytics

]
$2,000.00
Spend control - ]
Date range
L] 0%
5 August 2022 -  —
~ . $4,000.00
i Spend Analytics q —
—_—
. Spend by ti
(& Spend policies @  Spend by time “' =
-
5 Approvals $500 @ offcs suppt tam
$400.00 @ Fosd & Fresh 59000 ® s by Book Go 4 FHO Laptop - 4GB Memary - 4G HD indams 9000
5400
341 L $50.00
$300 $300.00 @ Cesning Suppiie a0 Comet Saft AllBurpase Clesnars Crasm with Bleach, 24 Oun 000
Subscriptions & plans @ Fover Prodect o - @ Ercrier 357 Do Sher v i 3Pk saan
$200
L 800 ®c 00
$100 = ® sa000
Business Protection Plans
S . m . ‘
Sep N [ Feb  Mar A \ay i iy Aug ® s oo L] o0
#>' Item subscriptions .o N U595 FOREVER ot Ut ttes o (0L Firt Co Mo Bk o s000
L 8

, . * Select the month that you would like to review.
* Navigate to the Account Settings

page. * Spend Analytics allows you to review data in the following views:
o Spend by time

o Spend by top ten categories

o Spend by top ten items

o Spend by user

* Select “Spend Analytics” from the
left-side navigation menu under
“Spend control”

© 2025 Walmart. All Rights Reserved. 18 Walmart ::: Business



Accessing Receipts — My Purchases

My Purchases

Purchase history

Q. Search your pur

Start a return View details

Jun 05, 2024 | Order# 200012041211954 | Total $29.16

shioping Jun 05, 2024 order | Order# Nesd help?
Delivered today at 10:34am
Ve N
( Start a return )
e Delivered today at 10:34am
Can't find your package? Shipping
® Shipping
Delivered Address
Can't find your package?
2items ~
Delivery instructions ~

* Navigate to the “Purchase history” section of Account Settings.

* Scroll to view past purchases.

* To view more details of a purchase, click the “View details”
button in the heading of the desired purchase.

o Additional details on this page include items purchased,
total cost, payment method & many more.

o Fora printer-friendly version of this page, click "Print” in
the upper right-hand side of the page.

© 2025 Walmart. All Rights Reserved.

Print View

Walmart - < Business

ik~ el ||I|||| ||I||II|||II|||II|I|||||I|||||II‘"I"I'||I||||II|"II|"I|I ‘I|I| |||||||I‘ |II|
ers Qty1

$4.47

Qtyl  $594

5, 75 Count Each, 2 Pack Qtyl

Post-it Super Sticky Notes, Canary Yellow, 3 in. x 3 in., 90 Sheets, 4 Pads Qty1

Subtotal
No $35 order minimum fee

Tax

Total $29.16

a Charge history >

Il Ending in 4/ I

Payment method

* The printer-friendly receipt provides a more condensed version
of order details, including:

o List of items purchased, quantity & cost
o Total costincluding delivery & tax, if applicable
o Payment method
» |f paid by credit card, the last 4 digits of the card

used will appear

NOTE: Many uses find it helpful to send a PDF copy of this receipt to appropriate
persons for expense tracking/reporting.

1 .
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Accessing Receipts — Detailed View

Detailed View Download Version
Purchase history
Purcheses Purchase history
e == O
Date L Order# Order type Category User Group
Group v User v
06/05/2024 200012041211954 Regular MULTIPLE
05/29/2024 200012063734264 Regular MULTIPLE Date 4 Order & Ordertype Category User GI‘OI.IP
05/17/2024 200012013059843 Regular Home & Garden O — A B C D E F G H
oS0zt 200016735 Resul e S 1 |Order# Date Category Order type User price Payment Status
2 | 2E+14 6/5/2024 MULTIPLE regular 29.16 MASTERCARD  DELIVERED
04109/2024 2000170372309 Regulr offce 3| 2E+14 5/29/2024 MULTIPLE regular 38.23 MASTERCARD  DELIVERED
oo s . o 4 | 2E+14 5/17/2024 Home & Garden regular 48.06 WMCAPITALMC MULTIPLE
5 |  2E+14 5/10/2024 Office regular 79.67 MASTERCARD  DELIVERED
04/08/2024  200011770050322  Regular Office 6 2E+14 4/9/2024 Office regular 0 MASTERCARD CANCELLED
, 7 | 2E+14 4/9/2024 Office regular 77.48 MASTERCARD  DELIVERED
Rous parpage 8 | 2E+14 4/8/2024 Office regular 77.48 MASTERCARD  DELIVERED
Showing 1-7 of 7 items
10 v
M [13 L 2 M M 2 M M 2 [13 2 M
* Navigate to the “Purchase history” section of Account Settings. * The "Detailed view” tab features a “Download” button located in

the upper right-hand side of the page.
* Click on the "Detailed view” tab.
* Clicking the “Download” button initiates downloading an Excel

* From this tab a list displays with details of each purchase version of the purchase history list
including date, order #, order type, category, total cost, payment _ _ _
& status o Orders from all users will appear in the Excel sheet for Admin users

only. Buyers will only see their own purchases.
o Orders from all users will appear in this view for Admin users only. " . . .
. . o Additional details for Admin users include the user of each purchase.

Buyers will only see their own purchases.
o |Inthe downloaded version, Excel’s sort and/or filter functions are

available.

o Additional details for Admins include the user of each purchase &
their group, if applicable, & can filter the list by both/either of those
details.

© 2025 Walmart. All Rights Reserved. 20 Walmart ::: Business




Applying For Tax Exemption
STEP1

Tax exemption

E] Tax exemption on your
purchase in one go 1
al B

Enroll in tax exemption on purchases from Walmart Business Learn more Begin enrollment

* Navigate to "Tax exemption” under
your account settings.

* Select “Begin enrollment*

NOTE: Only the Primary Admin can enroll /
manage tax exemption.

© 2025 Walmart. All Rights Reserved.

STEP 2

Walmart Tax Exemption Program Enrollment

Many organizations qualify to make sales tax-exempt purchases. The
Walmart Tax-Exemption Program (WTEP) is our tool to allow an exempt
customer to be recognized for automatic removal of taxes during
checkout of purchases from Business.walmart.com. Please contact your
tax advisor or your state or local taxing authority to determine if your

organization qualifies for sales tax-exemption.

If your organization is qualified te purchase tax-exempt goods, the
Walmart Tax-Exemption Tool will guide you through the process of
enrolling in WTEP. You will be prompted to answer questions specific to
the type of exemption applicable to your organization and select the

states in which you qualify for sales tax-exemption.

* The Program Enrollment page will

guide you through the whole process
for your Tax Exemption Enrollment.

» This helpful resource includes step-

by-step instructions, links to resource
guides & other helpful links to
facilitate a successful enrollment.

STEP 3

Tax exempt application

Organization Info

Organization Info

* The Program Enrollment page will
lead you to the actual enrollment
application.

* Please reference the Program
Enrollment page for detailed
instruction on how to complete this
application.

1 .
21 Walmart >,<Business



Making a Purchase — Order for Shipping

STEP1

] o
Walmart >,<Business 55 Depart

G} How do you want your items? ~ || @ 1025 Bull

©0O0

Shipping Pickup Delivery

() 1025 Bullsboro Dr, Ste &, Newnan, GA
30285

~* Shipping " Delivery from store

[n] Mewnan Supercenter
1025 Highway 34 E, Newnan, GA 30265

~* Curbside pickup " In-store pickup

* Using the drop-down menu in the

navigation bar, select that you want to

place an order for “Shipping.”

* Address bar “A” shows your
current shipping/delivery address.

e Address bar “B” shows the store that

will be fulfilling your order.

STEP 2

Froeze Dried
Strawberry

$14.88 53.72/0z
(4 pack) Great Value Freeze Dried
Strawberry Fruit Crisps, 1 oz

*kk ks 52

* Identify an item that you would like to
purchase.

* Select the “Add” button to add the
item to your cart.

NOTE: Some items may be unavailable for
shipping. Shopping carts might include multiple
fulfillment types with some items being shipped,
& others available for pickup or delivery.

Tech

Reorder Hi, Jim H
My ltems Account

0

g
514.88

Apparel & Workwear  Walmart Business+

$1.92 480 cloz

(4 pack) Great Value Criginal Taco
Seasoning Mix, 1oz

*kkkir 2co

Shipping, arrives tomorrow

Subtotal (1item) $14.88
Shipping (below 535 order minimum) $6.99
Taxes Calculated at checkout
Estimated total $21.87
Your monthly limit N

* Select the Shopping Cart icon when

you are ready
purchase.

to complete your

* Review your items & select the
“Continue to checkout” button.

* Review your selected delivery address
& enter your payment method.

© 2025 Walmart. All Rights Reserved.
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Making a Purchase — Order for Pickup

STEP1 STEP 2 STEP 3
s
Walmart ::: Business oo Depart| e e
G} How do you want your items? ~ || @ 1025 Bull SfFlteOe\zl\?ngerc:’y i e a7 7
) Fruit Crisps / s Reorder Hi, Jim H a i Cl Pr_d( :‘F_'ﬁ_" ‘_‘zf"f" M" Free
- e My ltems Account E - e
@ 9 Remove Save for later - |1 + Today  Thu Fi Sat S M T
Apparel & Workwear  Walmart Business+ @ E
Shipping Pickup Delivery
sz 1o
o= e (4 pack) Great Value Original Taco Subtotal {1 tem) sass R
U/ ;wi- ing " Delivery from store Seasoning Mix, 1 oz Shipping (below $35 order minimum) $899 -
Bping L Ery from 3Lol $3-72 . *.*‘._*{? .;f’: Taxes Calculated at checkout O s
[a] Newnan Supercenter Great Value Freeze Dried Strawberry Shipping, arrives tomarrow Estimated total $21.87 “
1025 Highway 34 E, Mewnan, GA 30265 Fruit Crisps, 1 oz
~" Curbside pickup " In-store pickup kk Rk 50 Your monthly limit v
Pickup today
+ Using the drop-down menu in the * ldentify an item that you would like to +  Review the auto-selected pickup
navigation bar, select that you want to purchase. time. Select “Change” if you would

place an order for “Pickup.” like a different pickup date/time.

e Select the “Add” button to add the item to

* Address bar “A” shows your current your cart. * Select “Continue to checkout”
shipping/delivery address.

* Select the Shopping Cart icon when « Review your order information &
* Address bar “B” shows the store you are ready to complete your purchase. enter your payment method.
where you will pick up your order. NOTE: Some items may be unavailable for pickup. .

Follow instructions in your

Shopping carts might include multiple fulfillment types confirmation email for pickup. You

with some items being shipped, & others available for

pickup or delivery. can also review the step-by-step
guide HERE.

1 5
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Making a Purchase — Order for Delivery

STEP1 STEP 2 STEP 3

< Reserve a time

Pickup or delivery from store, as soon as Today

] o
Walmart >,<Business 55 Depart

Walmart Health

tor
i Great Value Freeze Dried Strawberry Fruit Crisps, $2976 " te A, Newnan, GA 30265 Crance
Reorder Hi, Jim H /) ) ’ Today  Thu Fei Sat  Sun  Mon  Tue

G} How do you want your items? ~ || @ 1025 Bull Freeze Dried
Strawberry ,
Fru Crisps. o My ltems Account St e 28) (29) (2n0) (am) (22
Apparel & Workwear ~ Walmart Business+ | O s e
= g
92 480 ¢loz I::) Ot N A
0Z5E + Add e (4 pack) Great Value Original Taco Subtotal (1 item) $14.88
30285 Seasoning Mix. 1 oz Shipping (below $35 order minimum) $6.99
~* Shipping " Delivery from store Taxes Calculated at checkout
dddrdrir 266
A2 sz Shipping, arrives tomorrow Estimated total $21.87 ) Spms e .95
[n] Mewnan Supercenter Great Value Freeze Dried Strawberry ) N _
1025 Highway 34 E, Newnan, GA 30265 Fruit Crisps, 1 0z Your monthly limit v “
~* Curbside pickup " In-store pickup *k kK 50
Del today
. . . . . ¢ 1 ”
* Using the drop-down menu in the * Identify an item that you would like to * Select "Reserve a time” to schedule
navigation bar, select that you want to purchase. your delivery.
[13 . ”
place an order for “Delivery: _ « . »
» Select the “Add” button to add the item to *  Select "Continue to checkout.
* Address bar “A” shows your current your cart. . . .
L . * Review your order information &
shipping/delivery address. _ _ hod
 Select the Shopping Cart icon when enter your payment method.
* Address bar “B” shows the store that you are ready to complete your purchase. : L
. . * Follow the instructions in your
will fulfill your order. ' _ : : . :
NOTE: Some items may be unavailable for confirmation email to receive your
delivery. Shopping carts might include multiple delivery order. You can also review
fulfillment types with some items being shipped, & the step-by-step guide HERE.

others available for pickup or delivery.

1 5
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Making a Purchase - In-Store

Overview

Walmart Business customers can
easily make in-store purchases at
any Walmart location.

* Tolink in-store purchases to
your Walmart Business
account, utilize the Walmart
Pay feature within the
Walmart Business app.

*  You can find more
information on the Walmart
Business app & Walmart Pay
within this guide by clicking
the links above.

Tax Exemption (If Applicable):

* If your account has tax
exemption status, in-store
purchases made using
Walmart Pay via the Walmart
Business app will
automatically apply your tax
exemption.

© 2025 Walmart. All Rights Reserved.

Scan & G L q
3¢ i + -~ Business+
) Business Scan & Go ® Start Checkout ca J . B:

ous scanner: on - You're all set - thanks for
Welcome to scan & go! i . i using scan & go!

Exit Pass

Tuesday,
21:06pm Aug 20

3Jitems
milia Gareia Total $41.39

Emil
co 33 126443 6520
1. Go to a self-checkout register.

13222350
2. Scan the QR code on the screen Scan QR code View digital receipt
3. Confirm your payment method on your to check out

ismiss o
merican Mustard Classic Subtotal (3 items) 99.
— o G
At a liquor store or fuel station? Having an issue?

Ready to check out?

Erequently asked questions Taxes

Explore the benefits
Estimated total $10.54

Estimated total $10.54
7 Subtotal $5.00 View cart 2 Scan the GR code on the self checkout
screen to begin check out

Walmart Business+ customers have the option to check out as they shop to make in-store shopping fast
& contact-free.

How it Works:

1. Open the Walmart Business app when you’re inside a Walmart Store
2. Select Start shopping
3. Scan an items bar code as you place it in your cart
o  You can adjust the quantity of the item in the app
When you’re finished shopping, select Review & Pay
Head to the self-checkout & scan the QR code on the screen
Select the payment method you want to use from your Walmart Business wallet

o U A

1 .
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Making a Purchase - Item Subscriptions

STEP1 STEP 2

EIEER  Great Value Ultra Stror $8.97

ﬁ Paps | r.|n-l.\‘;“‘\l‘ lls

1

1 o
Walmart >, <Business 58 Depart

Great Value

@ How do you want youritems? ~ || © 1025 Bull

Great Value Ultra Strong Paper Towels 6

@ 9 Double Rolls
*k ke kdr (47) 14.283 reviews
Shipping Pickup Delivery + Add

() 1025 Bullsboro Dr, Ste A, Newnan, GA L ——
30265 Now $8.97 51646 $1.36/100 ct
" Shipping " Delivery fram store Great Value Ultra Strong Paper Towels 6 Prices may vary online, in stores, and in-app (@
Double Rolls

[] Newnan Supercenter ek dededy 14283 S Set up subscription
1025 Highway 34 E, Newnan, GA 30265 3

Pickup today
M ' Curbside pickup " In-store pickup Delivery today
Shipping, arrives tomorrow

72 4 weeks (Recommended)

NOW $8.97 51046 (@ $1.36/100 ct

* Using the drop-down menu in the navigation bar, select that you want to place * Once the item is identified, select the item to view the
an order for “Shipping.” item page.

* Address bar "A” shows your current shipping/delivery address. « Select the “Set up subscription” option to initiate the

* Search for an item that you would like to set up on a subscription. Subscription subscription set up.

ligibilit be identified by the “Subscribe” tag, as sh bove.
SHQIBIITy can be [dentified By The ~Subscribe 1ag, as shown above * Review & confirm the subscription details, including:

NOTE: You can filter the search results by “subscription” by using the tools at the top of the - Quantity
page. - Order Frequency

* Select “Set up subscription” to finalize the subscription.

1 5
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Making a Purchase - Special Quantity Order

STEP1 STEP 2 STEP 3

Best seller (%) Special quantity orders terms and conditions Specml quantity order X
Special quantity order X This is not a guaranteed order. Availability and lead times
Pen-Gear will be confirmed before payment authorization. We wil @

Pen + Gear Copy Paper, 8.5" x 11", 92 reach out to you to confirm additional details. Upon

Bright, 20 Ib., 5 Ream Case (2,500 confirmation, the payment selected will be authorized.

pr 2pp G

Special Quantity orders are available for
Walmart Business customers to purchase an
item in a quantity that is equal to $10,000 or
above.

To place a Special Quantity order, navigate
to the product you would like to special
order & click the link titled, “Special
quantity order.”

Return policy for special quantity orders
Special quantity orders cannot be returned after

Pen + Gear Copy Paper, 8.5" x 11,
G2 Bright, 20 Ib., 5 Ream Case...

$27.47/each fulfillment. Exceptions apply to shipping damages and/or
. missing items.
Quantity Subtotal =
‘ a7s # $10,301.25 Cancellations for special quantity orders
Special quantity orders cannot be canceled once they are

Walmart Business. You will have an

opportuinity to
> confirmed by and associate.

cel or proceed when availability is

[ | have read and agree to the terms and conditions ]

B} ending in

$10,301.25 Taxes and fees not included

A “Special quantity order” page will appear on
the product page.

Enter the quantity you would like to order,
ensuring the subtotal before taxes it equal to
$10,000 or above.

Confirm your form of payment & ship to
address for the order.

Sheets) This item is eligible for special Gift card balance will be applied upon submission. Reward Thank you. Your order has been placed.
kA7 (47) 20593 reviews quantity order balance cannot be applied at this time, but rewards can Order #

be earned on eligible orders. Spend limits do not apply on Walmart Business
$27.47 11cies $10,000 minimum per item before taxes i S

this order as it is not guaranteed.

E Next Steps O e Doy Mons

« This order is on hold until an associate
contacts you with additional details. You We're worki ng on your order
will receive an email from Walmart
Business to facilitate the ordering process. Hi
* Your payment has not yet been authorized
Order #0000000-00000 has been received and everything looks good! We'll get in
touch with you as soon as we have a delivery date, typically within 1-2 business

for the order amount. Gift card or rewards
funds are applied at the time of order

days.
submission.

* Look out for emails from Walmart m
Business. If you have any questions, you
may reach us at B2BSpecial-

Orders@walmart.com.

Continue shopping

* A confirmation will appear on screen with
information on next steps.

*  You will also receive an email confirmation
with a link to track your order.

NOTE: You will be contacted upon placement of
your order to confirm details. If you have questions
about your order, reach out to B2BSpecial-
Orders(@walmart.com.

*  Scroll down to view the “Special quantity

NOTE: Not all products are available for Special -
orders terms and conditions.”

Quantity order & are subject to availability.

At this time Special Quantity orders cannot be
placed for food, medicine/OTC, 1P Apple products,
Sports Trading Cards or Gift Cards.

*  Checkthe box to agree & click the “Place
order” button.

© 2025 Walmart. All Rights Reserved.
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Custom PO Number or Reference ID (Optional)

During Checkout After Purchase
Purchase history
My Purchases Detailed view 4——— - 594 Delivery instructions h
EJ Business order information Enter your company's unigue identifier
such as a PO number, department Group v User v Davery from stars
name or cost center number that Add
allows you to search or identify orders ress
PO number [ reference ID (optional] @ H for your records. Once your order is Date Order # PO # [ reference ID Jane Smith
placed, you can find and edit it in 2403 5E J 5¢t, Bentomville, AR 72712
PO number, department name, and etc Purchase History. U7nei2024 200012147578164 7 d to cart .\]
0/20 g Delivery instructions v
06/05/2024 200012041211954 0056987-2 4
PO number / reference ID (&
Expo Low Odor Dry Erase Markers, Chisel Tip, S4.47
Assorted Colors, 4 Count Add information
At checkout, users can add a customer PO number or reference |ID After an order is placed, users can add or edit a customer PO number or
to their order: reference |D multiple ways:
* Go to the checkout page. * From Purchase history, select Detailed view tab.

o Inthe PO # / reference ID column, click the pencil icon next to

e Addacustom PO Number / Reference ID under “Business order order you'd like to add/edit.

information.”
o Maximum of 20 characters * From Purchase history, select View details of the order.
o Alphanumeric, dashes & spaces allowed o Select Add information or Edit.

o Enter the custom PO number or reference ID.

* If entered, this will show on the order confirmation page & in the
Order Details.

1 5
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Lists

Creating a New List Adding to a List
, Add item to list X
— Reorder o Hi My Items (O subscribe $5.57
M? Items ccount . e ’ Get it on time, every time Create a new list
: Never run out with a subseription. () Favorites .-
@ Favorites £F
aper  Walmart h
1¥] Reorder
EI @ Office Supplies il
O Lists @ Favoritd Create a new list X © One time purchase $5.57 ‘@,
T Enter list name
} O Frequently Ordered ltems 5
Office Supplies ‘ l O Add to list 2
* From the homepage, click on the “My Items” link located at the * Navigate to the product you’d like to add.

top-right of the screen.
* Inthe options below “Add to Cart,” select “Add to list”
* Select “Lists”
* Choose the appropriate list (or create a new list) & click “Save.”
* Click the “Create a new list” button.

* Enteralist name & click “Create.”

© 2025 Walmart. All Rights Reserved. 29 Walmart ::: Business



Sharing a List

Sharing a List Saving a Shared List
Save all items to X
$31.79 LT.I Share $31°79 Create a new list
Estimated tota Share this list Estimated tota
@ Favorites [E—
@ Favorites sET

Add Add all to cart

Anyone with this link will be able to view your list.
O Office Supplies m

(f Manage items) ( X Settings ) < (=] Save this list )

Copy link to share
O Frequently Ordered ltems E

List link

https://business.walmart.com/

Copy link

* From the list you’d like to share, click on the “Share” link located  Follow the link to the shared list.

at the top-right of the screen.
* Click on the “Save this list” link located at the top-right of the

* Select “Copy link” screen.

* Share link. * Choose the appropriate list (or create a new list) & click “Save.”

© 2025 Walmart. All Rights Reserved. 30 Walmart ::: Business




Download the Walmart Business App

The Walmart Business app

Shop on the go, get essentials & save more for
your business.

Welcome! How can we find you?

Check a price Find an item Walmart Pay Curbside Pickup

© 2025 Walmart. All Rights Reserved. 31 Walmart ::: Business



Get Started with Walmart Pay

£

Walmart Pay

< ) ’
Walmart > < Business
Add a payment method to Wallet X

Earm 75 Sach bn rewanth

b4}
&

Spesd Anshtics

1. Download the app 2. Choose payment type 3. Go to any checkout 4. Use Walmart Pay
Cpen it up once you get into the store. Add credit or debit cards or cheose an Scan your items with the register scanner, Hold your phone’s camera over the
existing payment method. then open Walmart Pay. register QR code to pay.

© 2025 Walmart. All Rights Reserved. 32 Walmart ::: Business



How to Use Walmart Pay

Overview At the Store Checkout
Walmart Pay lets you speed up the checkout , 1. Shop as usual & go to any checkout lane.
process when you shop at Walmart stores. You’ll
use your smartphone to check out instead of pulling 2. Scan your items.

out your cards, cash or loose change.

3. Open your Walmart Business app & tap Walmart Pay. Use Touch ID or enter your
passcode.

4. Your preferred method of payment will show at the bottom of the screen. This
includes shared payment methods that have been added to your account by your
account administrator. If you haven’t saved any cards yet, we’ll ask you to add one
or more credit, debit, or Walmart gift cards.

5. If you have a gift card, that amount will automatically be used for payment first,
unless you have that feature turned off.

6. Choose the payment method you want to use with Walmart Pay.
7. To pay, hold your phone over the QR code that’s displayed on the register.

8. Listen for the chime that indicates your purchase is confirmed. You’ll also receive a
notification on your phone when your e-receipt is ready.

9. You're all set! There is not need to wait for a paper receipt; your e-receipt is stored
in the app.

© 2025 Walmart. All Rights Reserved. 33 Walmart ::: Business



Customer Support:

Help Center: Contact Us: Hours of Operation:

Business.Walmart.com/Help Select the “Contact Us” button 7am-8pm CT (M-F): Phone & Chat
located in the online Help Center 8am-5pm CT (Saturday): Phone
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