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Amazon Business Login Setup Scenarios
To start creating and sharing lists, simply go to Amazon.com and login with your work email.
Steps to join the account will depend on whether or not your work email is connected to a separate Amazon account. 

Work email is… Scenario

New to Amazon Your Montclair State University email will be associated with the central AB account.

Tied to an Amazon.com 
(personal) account

If you use this account for work orders only, order history and account info can be moved 
to the central AB account. Your Amazon.com account will be closed.

If your current account has been used for personal orders, order history and account info 
can be switched to a personal email address, freeing up your Montclair State University 
email.
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Reorder & Shopping Lists

How do Lists work on Amazon Business?

Lists make it easy to keep track of the things 
you need, and are easy to share with others. 
Choose between multiple list types depending 
on whether or not you want the items to 
remain on a list after they are ordered.

• Create a List - Any User on Amazon Business 
can create a list

• Share a List - Create a public list and share 
with your desired audience

• Review a Shared Shopping List - When a list 
is shared with you, you can save it to your 
own account or make a copy to edit 
yourself
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Add Items to List
Add items to your shopping and/or reorder lists. 

• Search for your item 

• Select “Add to List” which 
appears to the right of the 
page below the Buy Box 

• Select the List Name to add 
the item

• Confirmation message will 
show that item was added 
and you can choose to view 
your list or continue 
shopping Customized List Name
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Finalizing Your List
Review your list before sharing for purchase. 

• Once your list is complete, Click 
View Your List, or access your Lists 
from the List drop down 

• Update and finalize requested 
quantities

Customized List Name

Customized List Name
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Sharing Your List
Share your list with your Purchaser for purchasing. 

Sharing the list 

• Click “Share” to choose a user with whom you would 
like to share the list.

• Choose whether the user will be able to edit the list 
and enter then enter a name in the box underneath.

• Once you select the name, choose whether you 
want the user to receive an email notifying the user 
a list has been shared.

• Click save and now the list appears in the selected 
user’s Shared with you within Lists.

• When you select save, you will NOT
receive a popup or an email confirming 
your action. But know that the user has 
been sent a notification via email.
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Questions
Refer to your Purchaser for all questions regarding your order.

• Questions regarding the status of your requested items should be directed to your 

Purchaser

• Purchasers are responsible for communicating order approvals/rejections

• Inquiries about order location should be directed to your Purchaser as they have direct 

access to order shipping status and order information  

• Amazon Business Customer Service can be reached at 866-486-2360
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Search & Order From Within Your Lists
Lists make it easy to keep track of the things you need and are easy to share with others. Any User on Amazon Business 
can create a shopping list

• Review your own lists

• Review lists that have 
been shared with you

• Shared with you
• Shared with your groups
• Public Lists

• Utilize Search 
functionality to find 
specific items within lists
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Blocked Policies 

Please contact IT for laptop acquisition.

Your organization may have blocked certain product categories based on internal buying policies

• Blocked products will be clearly 
marked throughout the buying 
process

• Blocked products cannot be added 
to cart, the cart will be grayed out
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Restricted Policies

• Restricted products will be clearly marked 
throughout the buying process

• Purchases with Restricted items may require 
additional approval 

• Administrators have direct visibility into any 
restricted purchases via Business Analytics 

Your organization may have restricted certain product categories based on internal buying policies
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Common Amazon Business Support Questions 
Quick resolutions to frequently asked questions and contact information for a variety of support resources

Contact Business Customer Support: CLICK HERE or call 866-486-2360
• Provides end users the option to call, email, or live chat. Please use this method of contact for anything 

relating to an order, transaction, charge, or shipment 

Support when Joining the Account: CLICK HERE or call (844) 428-3060 

• Provides end users the option to contact a dedicated support team for assistance with end user issues 
when joining your account.

https://www.amazon.ca/gp/help/customer/contact-us?ie=UTF8&ref=bfooter_cu
https://www.amazon.com/hz/contact-us/express-c2c-phone?c2cId=faa41023-ad6e-442f-a4e2-8346e7093ac7?ref_=b2b_ps_act_ent_us_ctc_mth


Thank You
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