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Checking Transition Status of Your Washington State Amazon Business Group
Once your account is established and people are invited, how do you know if they have accepted?
You must have Administrator permissions to do this. If you do not and think you should, check with your organization’s purchasing card manager.
1. Open Amazon Business.
1. Hover over the dropdown arrow on your account tab in the upper right-hand corner.
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1. If you have administrator permissions, you will see the selection to “Business Settings.” Select “Business Settings”.
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3) This is the main screen for managing your agency. Click the drop down arrow on the right hand side and select “Download list”.
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An email will be sent to your inbox with a link to a file. Follow the instructions to open the file.
1. The file will be in Excel format. Sort the sheet by column ‘D’, Invitation Status. If you use sub-groups, you can also sort by column ‘B’ Group Path. You will be able to see who has accepted (Active), who has not accepted but has a valid invitation (pending), and those who did not accept invitations whose invitation have expired.
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An additional useful field on this report is column ‘G’ Individual Prime Memberships. If the word ‘TRUE’ appears in this column, the person has an active Prime membership associated with their email address and is eligible for a prorated refund by contacting Amazon Business Customer Support at (866) 486-2360 or use the Amazon Business Customer Support link.

Quick Tip
Another way to see an invitation status is by going to the group or sub-group and selecting “Invitations”.
Business Settings > Groups > (Select Sub-group) > Invitations
This will display invitation status for that group only.
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A B c D E F G
Email Address  Group Path Neme Invitation Status  Expiration date Invitation URL Individual Prime Membership.
John@doigov 257001 JohnDavis  Active FALSE
bev@doigov 257001 Beverly simms _ Active TRUE
joan@doigov 257 DOI/Admin Services Joan Active FALSE
juio@doigov  257DO/BusinessOps  JulioF. pending 3/5/2018  https://www.amazon.cc TRUE
roy@doi gov 257D01/Finance RoyB.Good  Pending 3/5/2018  https://www.amazon.cc FALSE
samantha@doi gov 257 DOI/Finance sammi pending 3/5/2018  https://www.amazon.cc FALSE
mike@doigov 257 DOI/Field Ops Mike 0D pending 3/5/2018  https://www.amazon.cc FALSE
sally@doigov 257 DOI/Field Ops sally Andres  Expired 2/15/2018  https://www.amazon.cc FALSE
lois@doi.gov 257 DOI/Field Ops Lois Lane. Expired 2/15/2018  https://www.amazon.cc FALSE
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