
Retrieving Amazon Order History Reports  
Using the Data Request Function 

 
 

1. Go to the Help page on Placing an Order: 
https://www.amazon.com/gp/help/customer/display.html/ref=hp_gt3_oths_placeo?no
deId=201889510  
 
If this link does not work, you can find the correct page by going to the Help page. Under 
“Browse Help Topics”, select “Other Topics & Help Sites”, then click on “Placing an 
Order”. 
 

2. Click on “Submit a Data Request”. 

  

 
 

https://www.amazon.com/gp/help/customer/display.html/ref=hp_gt3_oths_placeo?nodeId=201889510
https://www.amazon.com/gp/help/customer/display.html/ref=hp_gt3_oths_placeo?nodeId=201889510


3. You will be prompted to log into your Amazon account. Be sure you are logged into your 
dedicated Zip Books Amazon account.  
 
Note that you will need to have a phone number associated with your account to 
download your reports. Be sure that you have access to the phone number saved. You 
should NOT use a NorthNet phone number. You can find this info or set-up a number 
under “Your Account” > “Login & Security”. If no number is saved, you will be prompted 
to set one up when your reports are ready to download. 
 

 
4. On the “Request My Data” page, click on the drop-down menu to select “Your Orders”. 

It is the first option listed. 
 

 
 

 
5. After selecting “Your Orders”, click on “Submit Request”. 

 

 



 
6. You will receive notification of your “Data Request Creation”. A confirmation email will 

also be sent to you with a link to “Confirm Data Request”. 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. You will receive a “Data Request Confirmation”. Note that they indicate the process can 
take up to a month to complete, but our reports were received in a few days. 
 

 
 
 
8. Amazon will send you an email when your reports are ready to download. To download 

your reports, click on the provided “Download Data” link and log into your Zip Books 
dedicated Amazon account. 
 
For security purposes, you will need to have a phone number associated with your 
account to download your reports. If you don’t currently have a phone number 
associated with your account, you will be asked to add one after you sign into your 
account. If you don’t want Amazon to retain this phone number, you can delete it from 
your account once you have accessed your data. 
 
 



 
 

 
 
 
 
 



9. Once you have gained access to your account, you will be given various file options to 
download. The “Retail.OrderHistory.zip” file is the Order History report needed. 
However, there are also reports for returns, if needed for your own tracking purposes.  
 
The reports will look different than the old order history reports and will include all 
orders going back to the start of your account. You will need to filter and sort the file to 
find your most recent orders. If you’re submitting an Order History report to the Fiscal 
Dept for review, we ask that you send only the data for the period requested. 
 
 

 


