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Amazon Business Login Setup Scenarios

Work email is... Scenario

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

Tied to an Amazon.com
(personal) account

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

e 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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Lists

Create your first list

LiStS Learn more

Create a list

Sorted by date created

~ 2% Your reorder lists
None

~i= Your shopping lists
None

~ g Shared with you

None

~ & Shared with your groups
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Add Items to List

$4.89

prime

FREE delivery: Sunday, Sep 27
Order within 9 hrs and 35 mins
Details

e Search for your item

In Stock.

. S e I e Ct (lAd d to Li St " W h i C h ﬂ Shop Toys by Age Shop Top Toys Shop by Category Shop by Brand Shop by Character Save on Toys
. Shop the Kids’ Store by age  0-24 months 2-4 years 5-7 years. B8-12+ years  Shop now * Q ty-: "l g
appears to the right of the

Crayola Crayons 24 ct (Pack of 2) share 1 1 W @ Request a new discount ~

page below the Buy Box

Select the List Name to add

Visit the Crayola Store
s v 2,536 ratings | 20 answered guestions

LSl for "crayola crayons 24 count”

List Price: $5:99
Business Price ~ $4,89 vprime
You Save: $1.10 (18%)

FREE delivery: Sunday, Sep 27
Order within 9 hrs and 35 mins

Add to Cart

Secure transaction

. Available at a lower price from other sellers, potentially without free Prime shipping. In Stock.

t h e |te m e ay: 1w Ships from Amazon
Seler fsee Request a new discount
Ink Color Multicolor Sold by The Mega Deals
Brand Crayola Add to Cart
Material Wax o . : — . .

e Confirmation messa ge wi 1 NamOisarsbors 61439 12 rches e | Add gift options
Ships from mazon

i Sold by The Mega Deals

show that item was added About tis item D asigy ©® Deliver to billingA... - Wauwatosa

« Colors - 24 Assorted
eliver to billingA... - Wauwa

. = Age RTcummendjt\'(;n = agesdafr‘wdduu 53213 - 5 3 2 1 3
= G i t - AP certifis t
and you can choose to view =
o Lis
2 Q Compare with similar items ‘ 9.23.20 - Scott Pintens List .
yo u r | ISt O r CO ntl n u e New (31) from SS_‘:&U 'lem FREE Shipping e o Add tcl LIEt "

CJ Report incorrect product information.

S h O p pl n g Customized List Name

Roll over image to zoom in ‘ y

Private

o
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Finalizing Your List

Hello, Scott

Account for Pintens Univ... ~ | Lists v Business Prime

Once your list is complete, Click
View Your List, or access your Lists

Your List

5.23.20 - Scott Pintens List

Business Plus

Create a List

from the List drop down

Update and finalize requested

quantities
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Add to List

This itemwas already in Customized List Name

We've moved it to the top of the list.

Crayola Crayons 24 ct (Pack of 2)

Customized List Name

e Reorder list g Private

Share

Edit Print

+ Add Idea to List

View Your List

| Continue shopping

Delete

Crayola Crayons 24 ct (Pack of 2)

Business Price ~ $4.89 prime
Size: 2 Pack of 24
Compare with similar items

u Company Preferred
AmazonBasics Multipurpose, Comfort
Grip, Titanium Fused, Stainless Steel
Office Scissors - Pack of 3

b w 9,706

prime

$10.78

Quantity discount available.

Estimated subtotal: $31.26 | Add all to Cart (4 items)

Q  Filter & Sortv

Item added June 7, 2019

1 Add to Cart

Delete item

Comment Add
Priority Add

Item added February 20, 2018

1 Add to Cart

Delete item

Comment Add
Priority Add
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Sharing Your List

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

Book List
% Reorder st g F
Share Edit

Estimated subtotal: $12.99 | Addall to Cart (1 items)

Delete

Einstein: His Life and Universe
by Walter Isaacson (Paperback)
{7 ~ 1,989
$12.99 ~PrIN share list
Compare with simi
Buy only
These people can only buy items from the list.
They cannot change the list.

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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Share list

Buy only
These people can only buy items from the list.
They cannot change the list.

Q  Fiter&Sorty B E

Item added November 14, 2020

1 B Add to Cart

Edit + buy
These people can add and remave items and change
comments and quantities

[] Generate a public link

Edit + buy
These people can add and remove items and change
comments and quantities

Fred Pcardholder

cto(lsant+demo@amazon.com
\

Search for people and groups

l:‘ Generate a public link

D Email a link to people and groups added (not organization or public) Cancel | Save |

R

Fred Pcardholder X

Search for people

LiStS Learn more

Create a list

Sorted by date created
~ ¥ Your reorder lists
Shopping List
= i= Your shopping lists
None
~ & Shared with you
o7 Book List
%" Shared with your groups
~ [ Yardsale Inc
~ &2 Public Lists
.’:," Best sellers for you by Amazon Business
L Recurring Delivery by Amazon
.’:," PPE & Workplace Safety by Amazon
:_," ‘Work from home supplies by Amazon

=~ Janitorial & sanitation supplies by

¥ Maintenance (MRO) supplies by Amazon
% Breakroom supplies by Amazon
o T peripherals by Amazon

.’:," Office supplies by Amazon
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Questions

* 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

e Amazon Business Customer Service can be reached at 866-486-2360
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Search & Or

e Review your own lists

e 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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er From Within Your Lists

Lists Preferred Item List

Learn more

- . .
Reorder list Private
Create a list =~ a

Sorted by date Share Edit Print

=2 Your reorder lists

Preferred ltem List
~i= Your shopping lists
None
~ & Shared with you
None
~ % Shared with your groups
e Events
w Josh Inc
~ & Public Lists
c Best sellers for you by Amazon Business
< Recurring Delivery by Amazon
.."_',' FPPE & Workplace Safety by Amazon
¥ Work from home supplies by Amazon

£ Janitorial & szanitation supplies by
Amazon

> Maintenance (MRO) supplies by Amazon
¥ Brezkroom supplies by Amazon
¥ IT peripherals by Amazon

c Office supplies by Amazon

Delete

=+ Add items

Amazon Basics 20 Pack AAA High-
Performance Alkaline Batteries, 10-
Year Shelf Life, Easy to Open Value
Pack

409,737
£8.29 & FREE Shipping on orders over
525.00 shipped by Amazon. Details
Style : 20 AAA
Quantity discount available.
Compare with similar items

Estimated subtotal: £8.29

Hello, User

Account for Business -

Q. Filter & Sort v

Item added March 21, 2022

Quantity: 1

Add to Cart

Delete item
Comment Add

Priority Add

Add all to Cart (1 items)

Your lists

Preferred Item List

Amazon recommended lists
Best sellers for you by Amazon
Business

Recurring Delivery by Amazon
PPE & Workplace Safety by
Amazon

Work from home supplies by
Amazon

Janitorial & sanitation supplies
by Amazon

More

Create a list
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Blocked Policies E3

© Organization blocked

« Admin note: Please contact IT for laptop acquisition.

¥ See more admin notes (1) * Blocked products will be clearly
Qty: | 1 T g
’ marked throughout the buying
HP Chrom
X 5 process
Silver) _ ) .
s 1-Click ordering is not available for this
griem s o * Blocked products cannot be added
N# climate Pled z to cart, the cart will be grayed out
Select delivery location
List Price:

Business Price ~

ﬂ Organization blocked

L L
I-1:] Samsung Galaxy Tab Active |
> T540NZKAXAR
AVIDEGS o oW - 137
35,1583 ¢245.89

$512.87 with guantity discounts

prime FREE Delivery Mon, Mar 8

More Buying Choices
$489.90 (7 used & new offers)
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Restricted Policies

* Restricted products will be clearly marked
throughout the buying process

* Purchases with Restricted items may require
additional approval

w f@] E}‘i—g @g * Administrators have direct visibility into any
T e e el R restricted purchases via Business Analytics
& Organization restricted & Organization restricted
Hammermill Printer Paper, 20 b HP Printer Paper 85x 11|20 1b -1
Copy Paper, 8.5 x 11 - 8 Ream (4,000 ream - 500 Sheets | 92 Bright - Made
Sheets) - G Pisimbs Mmdde io dlee HIEA—im LIEALEEE Cnntifind Cmme e

! Organization restricted

$2878
) - Admin note: “This item may not comply with the purchasing standards for your organization.”
prime

Mare Buying
$27.34 (30| — . .
|._ﬁ-»‘ Hammermill Prir

Ream (4,000 She

-

Visit the Hammermill Store
el . 23,365ra
by FI AR in Inkjet Print
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Common Amazon Business Support Questions

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

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.
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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

amazonbusiness
N’

Thank You
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