
Using the Optional PO number in Amazon to Track Purchases 
Amazon is a vendor that normally provides Level 3 item detail within the transaction in Bank of America 
Works, so an invoice is not required.   For a good portion of 2024 and into 2025, transactions from Amazon 
RET, Amazon MARK, and Amazon RETA, have not provided item details.   Cardholders will not be able to 
anticipate at checkout which vendor within Amazon will post with these names, so the below procedure is one 
option to assist cardholders in retrieving the correct information from the Amazon website.  Please note, that 
if the line item detail is not shown in Works, it will be flagged back to you for a copy of the invoice. 

1) In Amazon checkout, in the optional “PO number” field, use a short phrase or date to use as a 
reference in Amazon and in Works.  For example: “Office Supplies for Mrs. Jones”, “Whiteboards for 
locker room”, “Snack supplies 10/28/2024”, etc.  

 
2) When the purchase transaction, or multiple transactions to fulfill this single order posts in Works, the 

reference phrase will appear in the “CRI Reference” column for all related transactions.  

 

  

3) To find the correct Amazon invoice (Printable Order Summary) related to the transaction(s), go to your 
PPS Amazon Prime Orders page and search for the same reference phrase.  The “printable order 
summary” can be downloaded and at the very bottom of the invoice, the single transaction amount 
will be listed.  If multiple transactions/shipments were required to fulfill this single order, all charges to 
the PCard will be listed at the bottom of the page.  That single “printable order summary” can be 
uploaded to  

4) Works for all related transactions.  

 



 
5) Click on “Printable Order Summary” to download the full detail document. Attach this document to the 

transaction(s) related to this purchase.  

 
6) Multiple Shipments/transactions for a Single Order: If a single order has multiple transactions in 

Works (see below), the dollar amounts can be found at the very bottom of the “printable order 
summary”.   

 
 

 

 



 

Amazon Prime Order Page: 

 
 

Printable Order Summary Sample: 

   



      

 
 

Other Search options: 

 By “Item Commodity/Product Code”: In Works, select “View Full Details” on the TXN dropdown menu.  On 
the “Allocation & Detail” Tab, scroll down to the “Description” section.  Copy the “Item Commodity Code” or 
“Item Product Code”  

 

Go to Amazon and paste the code into the “Your Orders” search field. 

 

This search will pull up the appropriate Printable Order Summary, or multiple orders with the same item 
ordered.   

 



By Order ID number:  If you have the Amazon Order number (for example: 113-4170851-0934635), click on 
your account and click on “Your Payments.”  Your Credit card information will appear on the next page.   

 

Click on the “Transactions” Tab.  Click anywhere in the screen and hold the control key (CTRL) and the letter 
“F” together to search.  Input the full order number in the search field, and hit enter.  All transactions related 
to that order number will be highlighted in the list below. 

Click on the order number to go back to the Order Screen where the “Printable Order Summary” is available.  
Both dollar amounts will be listed at the bottom of the “Printable Order Summary” and can be added to both 
corresponding transactions in Works.  

 


