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instructions on how to activate your account, add or
o Adding Pay-by-Bank to User O How to Use Walmart Pay edit delivery addresses, review payment methods, and
Wallet understand your monthly spend and transaction limits.
O Customer Support It will also guide you on how to make purchases for
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Transaction Limits (if applicable)

In addition, this guide includes information on how to
download and use the Walmart Business app and

o My Purchases Walmart Pay, as well as how to access customer
support.

U Accessing Receipts

o Detailed View

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

O Making a Purchase

o Order for Shipping

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

. - Walmart Business Onboarding Team
o ltem Subscriptions

o Special Quantity Order
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Activating Your Account

STEP1

Walmart > < Business

You've been invited to join Walmart
Business!

HiJim,

@D = invited you to join Walmart Business to purchase supplies and services on

behalf of WME (D

Accept your invitation

Walmart Business is your primary destination for your organization's supplies. We save you time, money
and hassle so that you can focus on your mission. Choose from a curated assortment of products available

when and how you need them. Start shopping today!

N
!

* Search your Email for an email with the Subject: "You've been
invited to join Walmart Business*®

* Select the "Accept your invitation” button

NOTE: If you accidentally deleted or cannot locate your email
invitation, contact an Admin on your account to resend the email.

STEP 2

Walmart > < Business

Create a Walmart Business account

Name
John Smith Edit

Business email

Create a password Show

Keep me signed in
Uncheck if using a public device. Show

acknowle U have read and agreed T«

of Use and Privacy Policy:.

* Confirm the name listed on your invite

* Create a password
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Add / Edit Delivery Addresses
STEP 1

Reorder Hi, Jon D ]:.]9

: Business & My Items & Account 52976

133 Grocery & Essentials Buy in Bull

EF Purchase History

> Sign Out

» Hover over the “Account” button on
the top right corner of the page.

* Select “Account” in the drop-down
menu.

STEP 2
Manage Account Delivery Addresses
& Personal info + Add address

[a] Organization info

Addresses

A& Manage users

permitted

E] Tax exemption

[ Communications & privacy

* On the Account Settings page, select
“Addresses” on the left-side menu

under the “Manage Account” Section.

e To Add New: Select “Add Address”.

Only FAU campus addresses

STEP 3

Phone number®

We'll contact you in case anything comes up with your order.

Delivery notes

Building description, nearby landmark, etc

[

>
o
a

More delivery instructions
D Set as my preferred delivery address

Cancel @

* Complete the required fields and
include any necessary delivery notes.

* Check “preferred delivery address,” as
shown above, if the new address is the
preferred option.

NOTE: If you can't save your address
because the suite number is invalid,
please enter the suite number in the
delivery instructions field instead.
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Wallet & Shared Payments

User-Specific

3 Wallet

My payment methods  Shared payment metho

Add a payment method

Put your benefits to use
@ \We'll recommend the best ways to pay for eligibl

- <1
cmaa Gift Card
Credit / Debit / P card Pay by bank Gift card

* User and 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 account Admin.

Shared Payment

4 Wallet

Add credit or debit card x

Card infarmation

From the “Wallet” menu, navigate to the
“Shared Payment Method” tab.

Any shared payments added by the
account Admin will be visible here.

Payment Methods

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

* Debit Cards

* Credit Cards*

* Gift Cards

» Capital On Walmart Credit
Cards

* 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)
e Net30

* |nvoices
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Adding Pay-by-Bank to User Wallet

STEP 1

3 Wallet

My payment methods

Add a payment method

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

aEs

Credit / Debit / P card Pay by bank

STEP 2

Connect your bank

m Wells Fargo Bank Online

= Bank of America

Connect your bank

0—0—

Find your Institution  Provide sign-in info Confirmation

Capital e

Walmart would like to access your
account information

Capital(Oye

Sign in to your account
Username

Password

* Navigate to the “Wallet” section of

Account Settings.

* Click on the “Pay by bank” option to
add as a payment method.

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

* Follow the onscreen prompts to
provide the sign-in information to

your selected bank.

NOTE: The images above will vary
depending on your selected financial

institution.

STEP 3

2 Wallet

My payment mathods Shared pzyment methods

Payment methods (1)

s ™
| Add new payment method |
. /

| ) Account saved!

Bank accounts (1)

Capital Cne
Ending in

* Once your account is added you’ll be
redirected back to the “Wallet”
section of Account Settings.

* The newly added bank account will
now show under "Payment methods.”
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Review Your Monthly Spend & Transaction Limits (if applicable)

STEP1 STEP 2

o Reorder k ]:lo

My ltems Account $0.00

Welcome to your Walmart Business account
EF Purchase History
& Account Purchase history >

[= Sign Qut
@ Spend limit

$500.00 per month Monthly limit @ $500.00 Available to spend

Your spend this menth: $0.00* 24 days until limit resets.

oes not include spend from item subscriptions.

$5.00 per order Transaction limit @

* Hover over the “Account” button on the top right corner of the * Review your Monthly Spend Limit
page. * Orders that exceed this limit will be sent to the account
administrator for approval.
* Select “Account” in the drop-down menu. » Balance resets on the 15t of every month.

* Review your Transaction Limit
* Orders that exceed this limit will be sent to the
account administrator for approval.
* Balance resets on the 15t of every month.
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Accessing Receipts — My Purchases

My Purchases

Purchase history

Q' Search your purchases

Start a return View details

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

Shipping Jun 05, 2024 order | Ordertt Need neg?
Delivered today at 10:34am
g ™
( Start a return )
T e Delivered today at 10:34am
Can't find your package? Shipping
® Shipping
On the wa 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, and many more.

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

Print View

Walmart - < Business

e
Expo Low Odor Dry Erase Markers, Chisel Tip, Assorted Colors, 4 Count Qtyl  54.47
Pilot G2 Retractab | Ink Rolling Ball Pen Set, Qty1 $594
Clorox Disinf lue Pack, Bleach Free 5, 75 Count Each, 2 Pack Qtyl
Post-it Super Sticky Notes, Canary Yellow, 3 in. x 3 in,, 90 Sheets, 4 Pads aty1
Subtotal $26.6

No §35 order minimum fee 5695 50
Tax 5253
Total $29.16
a Charge history >

I Ending in 4/

Payment method

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

o List of items purchased, quantity, and cost
o Total cost including delivery and 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.
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Accessing Receipts — Detailed View

Detailed View Download Version
Purchase history
JPurchsse Purchase history
Growp v User O
Date L Order# Order type Categery User Greup
Group v User v
06/05/2024 200012041211954 Regular MULTIPLE
05/29/2024 200012063734264 Regular MULTIPLE Date 4 Order & Order tyPE Category User GI‘OI.IP
05/17/2024  200012013059843  Regular Home & Garden 06/05/2024 A B C D E F G H
ooormors 0oz Regun e T 1 Order# Date Category Order type User price Payment Status
2 2E+14  6/5/2024 MULTIPLE regular 29.16 MASTERCARD  DELIVERED
0arovz02a 2 o 3 2E+14 5/29/2024 MULTIPLE regular 38.23 MASTERCARD  DELIVERED
v . 4 2E+14 5/17/2024 Home & Garden regular 49.06 WMCAPITALMC MULTIPLE
5 2E+14 5/10/2024 Office regular 79.67 MASTERCARD  DELIVERED
041082024 2001770050222 Ragu os 6 2E+14  4/9/2024 Office regular 0 MASTERCARD CANCELLED
b 7 2E+14  4/9/2024 Office regular 77.48 MASTERCARD  DELIVERED
S 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. o o _
* 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,

and status. o Inthe downloaded version, Excel’s sort and/or filter

functions are available.

o Orders from all users will appear in this view for Admin
users only. Buyers will only see their own purchases.
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Making a Purchase — Order for Shipping

STEP 1 STEP 2 STEP 3
Walmart >,< Business 22 Depar Mytoms O At
G' How do you want your items? ~ || @ 1025 Bull Tech  Apparel & Workwear  Walmart Business+
faezs s §1.92 480 ¢lor
@ 0 ey 2 (4 pack) Great Value Criginal Taco
Shipping Pickup Delivery rdk R 258
Shipping, arrives tomorrow Subtotal (1item) $14.88
Q 1:3:;50511 sboro Dr, Ste A, Mewnan, GA Shipping (below $35 order minimum) $6.59
«" Shipping ~" Delivery from store g Taxes Calculated at checkout
o Estimated total $21.87
Mewnan Supercenter E27% 7009
1025 ngw'n.-:',' 34 E, Newnan, GA 30265 514'88 T
+ Curbside pickup " In-stare pickup :: PaCbk) Gre:t Yalu? Fre‘eze Dried Your monthly limit hd
Strawberry Fruit Crisps, 1 oz
*hkokr 59
* Using the drop-down menu in the * Identify an item that you would like to * Select the Shopping Carticon when
navigation bar, select that you want to purchase. you are ready to complete your
place an order for "Shipping.’ purchase.
* Select the "Add" button to add the
* Address bar "A" shows your item to your cart. * Review your items and select the
current shipping/delivery address. "Continue to checkout" button.
NOTE: Some items may be unavailable for
Address bar "B" shows the store that shipping. Shopping carts might include * Review your selected delivery address
will be fulfilling your order. multiple fulfillment types with some items and enter your payment method.

being shipped, and others available for
pickup or delivery.

1 .
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Making a Purchase — Order for Pickup

STEP 1

] o
Walmart =< Business

85 Depart]

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

©0O0

Shipping Pickup Delivery

(7 1025 Bullsboro Dr, Ste &, Newnan, GA

30265

«" Shipping ~" Delivery

[,:| 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 "Pickup”.

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

* Address bar "B" shows the store
where you will pick up your order.

STEP 2

Freeze Dried
Strawberry B
) Fruit Crisps } L

Reorder Hi, Jim H ]:.no

Account 51488

o My ltems

Tech  Apparel & Workwear  Walmart Business+
$1.92 480 ¢cloz
ie (4 pack) Great Value Criginal Taco

Seasoning Mix, 1 oz

$3.72 $372/0z ks 266

5 Shipping, arrives tomorrow
Great Value Freeze Dried Strawberry

Fruit Crisps, 1 oz
* ok k ki 59

Pickup today

* ldentify an item that you would like to
purchase.

e Select the "Add" button to add the item to
your cart.

* Select the Shopping Cart icon when
you are ready to complete your purchase.

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

& |Pickup today, after 1:28pm < Reserve a time X
= -
Nawnan Supsrcentar Change
B GreatVaiueFr $372
L - Y dntitorn foe
Bemove  Saveforiater - 1 0 Today Thu  Frl Sst Sun  Mon  Tue
'
Subtotal (1 item) $14.88 .
Shipping (below $35 order minimum) $699 v
Taxes Calculated at checkout o
Estimated total $21.87
Your mon thiy limic v

Review the auto-selected pickup time.
Select "Change" if you would like a
different pickup date/time.

Select "Continue to checkout”.

Review your order information and
enter your payment method.

Follow instructions in your confirmation
email for pickup. You can also review the
Step-by-step quide HERE.

1 .
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Making a Purchase — Order for Delivery

STEP 1 STEP 2 STEP 3

< Reserveatime

Pickup or delivery from store, as soon as Today

.
i Grest Value Freeze Dried Strawberry Fruit Crisps, $2976 o i 1A, Newnan, GA 30265
o o : Today Thu Fri Sat Sun Mon Tue

(] o
Walmart >, Business 55 Depart

G' How do you want your items? ~ || @ 1025 Bull Freeze Dried
Strawberry f o Reorder Hi, Jim H C
Frut Crsps 4 My ltems Account s1a Q 28) (29) (20} (2m) (212
@ 0 Bemove Save for later - 8 +
Apparel & Workwear ~ Walmart Business+ | O (oo 0 e
$1.92 480 ¢cloz Sontnue o check | O tomsms e
A 7 o 4 pack) Gres Vaue Ol Taco TR
e Seasoning Mix, 1 oz e :
«" Shipping ~" Delivery from store Taxes Calculated at checkout
o ks 266
SEAZ Shipping, arrives tomorrow Estimated total $21.87 O sms o 095
[x] Mewnan Supercenter Great Value Freeze Dried Strawberry i o -
1025 Highway 34 E, Newnan, GA 30265 > Fruit Crisps, 1 oz Your mon chiy limic v “
~" Curbside pickup ~" In-store pickup *k ks 5O )
Delivery today
< New! Get auto-delivery
* Using the drop-down menu in the * Identify an item that you would like to e Select "Reserve a time" to schedule
navigation bar, select that you want to purchase. your delivery.

place an order for "Delivery".

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

* Address bar "B" shows the store that
will fulfill your order.

* Select the "Add" button to add the item
to your cart.

* Select the Shopping Cart icon when
you are ready to complete your purchase.

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

Select "Continue to checkout",

Review your order information and
enter your payment method.

Follow the instructions in your
confirmation email to receive your
delivery order. You can also review
the Step-by-step quide HERE.

1 .
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https://www.walmart.com/help/article/pickup-and-delivery/d0d02a5f54e54592930f110aaf6a2f50

Making a Purchase - Item Subscriptions

STEP 1

1 .
Walmart >,<Business &5 Depart

0 How do you want your items? ~|| © 1025 Bull

00
Shipping.Bickup____Delivery
+ Add

$10.22 $155/100 ct
Great Value Ultra Strong

Paper Towels, White, 6
Double Rolls

b 8.8 8 & HERE

Shipping, arrives tomorrow

£ New! Get auto-delivery

*  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.

*  Search for an item that you would like to set
up on a subscription. Subscription
eligibility can be identified by the "Get auto-
delivery” tag, as shown above.

NOTE: You can filter the search results by
“subscription” by using the tools at the top of the

page.

STEP 2
[0 =
Best seller Q - ‘ '

Great Value Ultra Strong Paper Towels,
White, 6 Double Rolls

wkdkdr (47) 9312 reviews

$10.22 <5000

Walmart Health >
1025 Bullsboro Dr, Ste A,
Newnan, GA 30265

Every 4 weeks >
tores, and in-app (D) Arrives by Sun, Feb 18

Bemd mary

(T—

Once the item is identified, select the item to
view the item page.

Select the "Subscribe” option to initiate the
subscription set up.

Review & confirm the subscription details,
including:

- Delivery Address

- Order Frequency

- Est. Order total

Select "Subscribe Now" to finalize the
subscription.

STEP 2 CONT'D

Subscribe X

4

Great Value Ultra Strong Paper

ﬁ Towels, White, 6 Double Rolls

1 +

Address Walmart Health >
1025 Bullsboro Dr, Ste A,
Newnan, GA 30265

(@ You may subscribe to multiple
addresses

NOTE:

*  Walmart Business Item Subscriptions
include multi-address support.

* To configure this, select the address option
and select additional addresses to add to
your subscription.

*  Youmay add up to 5 addresses to an item
subscription.

1 .
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Pen+Gear

Pen + Gear Copy Paper, 8.5" x 11", 92
Bright, 20 Ib., 5 Ream Case (2,500
Sheets)

HkRA; (47) 20593 ce

$27.47 1:cre.

Making a Purchase - Special Quantity Order
STEP 1

STEP 2

Special quantity order X

This item is eligible for special
quantity order

[ $10,000 minimum per item before taxes I

Pen + Gear Copy Paper, 85" x 11",

?’, 92 Bright, 20 Ib., 5 Ream Case..
= $27.47/each

Special quantity orders terms and conditions

This is not a guaranteed order. Availability and lead times
will be confirmed before payment authorization. We wil
reach out to you to confirm additicnal details. Upon
confirmation, the payment selected will be authorized.
Gift card balance will be applied upon submission. Reward
balance cannot be applied at this time, but
be earned on eligible orders. Spend limits do not apply on

rds can

this order as it is not gquaranteed.

Return policy for special quantity orders
Special quantity orders cannot be returned after
fulfillment. Exceptions apply to shipping damages and/or

& Special quantity order ]

*  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 and click the link titled, “Special
quantity order.”

NOTE: Not all products are available for Special
Quantity order and 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.

Quantity Subtotal

‘ 375 # $10,301.25

missing items.

Cancellations for special quantity orders
Special quantity orders cannot be canceled once they are

Walmart Business. You will have an
opportuinity to cel or proceed when availability is
> confirmed by and associate.

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

] =ndingin

$10,301.25 Taxss 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 and ship to
address for the order.

*  Scroll down to view the “Special quantity
orders terms and conditions.”

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

STEP 3

Special quantity order X

@)

Thank you. Your order has been placed.

&

Order #
Walmart >, Business
Next Steps

e Doy, Mon &4
* 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.
o 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.

1 .
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Lists

Creating a New List Adding to a List
Add item to list X
: My Items (O Ssubscribe $5.57
o an N
- — ccoun reate a new lis
y Items i Lt ! Get it on time, every time et -
l Never run cut with a subseription. () Favorites .-
@ Favorites £F
1¥] Reorder
@ Office Supplies il
O Lists @ Favoritd  Create a new list X © One time purchase $5.57 ‘@,
Enter list name

Office Supplies

O Frequently Ordered ltems D
ﬁ O  Addtolist i

* 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) and click “Save.”
* Click the “Create a new list” button.

* Enter alist name and click “Create.”

1 .
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Sharing a List

Sharing a List Saving a Shared List
Save all items to X
531'79 I——T.I Share $31'79 Create a new list
Estimated tota Share this list Estimated tota

@ Favorites E——
@ Favorites A

Add Add all to cart

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

(f Manage Ttems) ( 2 Settings ) < [E] 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) and click “Save.”

1 .
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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

1 .
7 Walmart >,<Business




How to Use Walmart Pay

1. Open the Walmart app on your Android or iOS device.

2. If you’ve already saved credit, debit or gift cards to your Walmart account, you’ll see them listed.
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 or debit
cards or Walmart gift cards.

3.  Choose the payment method you want to use with Walmart Pay.

{-v
1B
1)
a

»

|
s
»‘A

H

We’ll use the gift card value in your account first unless you switch this option to “Off”

S.  When you’re done shopping, go to any checkout lane & scan your items, then either open Walmart
Pay in the app, or open your phone’s camera. Hold your phone over the QR code on the register to
pay. Walmart Pay can use credit, debit or gift cards saved to your Walmart account.

6. You should hear a chime & see a confirmation. We'll send a notification to your device when your
e-receipt is ready—there are no paper receipts with Walmart Pay.

Using Walmart Pay

Complete your purchase by scanning the

Walmart ‘-a)‘ QR code at any checkout lane

1 .
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Customer Support:

Chat With Us: Call Us: Hours of Operation:
Faster response and shorter wait 1-833-707-1245 7am-8pm CT (M-F): Phone & Chat
times! 8am-5pm CT (Saturday): Phone

(Select the Contact Us button on
business.walmart.com)
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