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Montclair University Process Change

• Why we set up Amazon Business? To streamline the purchasing process between Montclair 
University and Amazon and setting buying policies that are in-line with our policies to enable the 
community to quickly shop for a wide range of products, excluding blocked items such as office 
supplies, computers, tablets, and telecommunications equipment. 

• Why a punchout catalog? Punchout streamlines the process by enabling seamless transfer of 
data by leveraging the University's Workday system to "punchout" to Amazon's website and 
completing orders within Workday. To name a few benefits, this saves time and improves 
efficiency, minimizes errors, enables automatic electronic invoicing, enhances the shopping 
experience, and improves spend visibility and reporting. 

• The punchout includes free shipping on Prime-eligible items and single-sign integration with your 
Montclair State University login information. All Amazon purchases should be made through the 
punchout. 
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Amazon Business Benefits
There are a variety of discounts available on Amazon Business that your organization can take advantage of to 
unlock savings.

Business Pricing
• Cheaper pricing available only for registered Amazon Business customers.

Business-Only Selection
• Business-only selection refers to items and offers that are only available 

for purchase by Amazon Business customers.

Quantity Discounts and Limited Time Deals/Coupons
• Volume-tiered discounts

Amazon Business Analytics
• Use Amazon Business Analytics to view data about your orders, create 

and filter reports based on your business needs, and view both charts and 
tables. Click to learn more.

https://www.amazon.com/gp/help/customer/display.html/ref=hp_bc_nav?ie=UTF8&nodeId=201997670
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Take Advantage of Amazon Business Prime
• Business Prime provides Free Two-Day Shipping on eligible items for all 

users utilizing the business account. 

Prime Eligibility – Fulfilled by Amazon
• Search results can be filtered based on Business Prime eligibility to ensure 

that your products arrive on time and as expected. All products clearly mark 
who the seller is on the product detail page.

What’s not Included?
• Business Prime does not include additional Prime benefits such as Amazon 

Fresh, Pantry, Video, or Music.
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Placing an Order
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Begin Checkout Flow in WorkDay
Instructions: 

1. In Workday, go to the search bar and type in 
“Create Requisition”. Results will appear for 
you to select “Create Requisition”.

2. The requisition screen will appear for you to 
create a requisition. Enter Punch-Out Catalog 
in the Requisition Type area. Confirm that 
your Cost Center, Division, and Additional 
Work Tags are correct or need to be 
changed. If so, make the change and select 
“OK”. Choosing any other “Requisition Type” 
will create an error in Workday.
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Begin Checkout Flow in WorkDay
Instructions: 

3. In the “Ordering Methods” section, choose 
“Connect to Supplier Website,” and the 
system will immediately connect you to the 
Punch-Out screen with which you are 
familiar.

4. Select the Punch-Out where you would like 
to make your purchase, then press Connect 
to direct you to the website's homepage.
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Begin Shopping on Amazon Business

Then, you'll be 
redirected to the 
centralized Amazon 
Business account 
homepage.

While the page is 
loading you will see 
this message:



Your Business & Personal Account Display
Make sure you are in the right account when shopping for Montclair University purchases

• The Amazon Business account will have the 
Business Prime logo in the top left corner.  

• Montclair State University will be visible 
under “Hello, Your Name”

• Business-Centric rotating Homepage tiles 

Business

Personal
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Page Functionality

Your Account Standard Amazon account information including name, & email 
address

Your Orders View and track your orders. Administrators can view orders 
others have placed on behalf of the organization

Business Analytics Create/filter reports to view & export your own order history

Account Navigation 
Hover over your name in the top right hand corner to access additional tools in your account
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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 lists that have 
been shared with you

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

• Add items from your lists 
directly to your cart

• Utilize Search 
functionality to find 
specific items within the 
list
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Choose a Shipping Address

Select the placeholder shipping address.

Note: You can change the shipping address 
after sending the cart back to WorkDay
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Choose Payment & Shipping Options
Select the appropriate payment 
method.

Choose your shipping options.
Note: Do not select next-day delivery 
because the requisition will need to 
be approved in WorkDay

Review your order and click “Submit 
order for approval.” You will then be 
redirected to WorkDay to complete 
the process.

Note: After you return the cart to 
WorkDay finalize the requisition per 
your internal approval process to send 
the PO to Amazon and start the 
fulfillment process.
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Complete Checkout Flow in WorkDay

After clicking “Submit order for approval” the website will re-direct you to Workday to finish 
processing the transaction.

Note: Shipping Charges and discounts will not come into workday as a separate line but will be 
reflected in the invoice.

**Refer to the Procurement Lifecycle Job Aid for further directions on how to complete the 
requisition process.**

https://www.montclair.edu/procurement/procurement-training-presentations/

https://www.montclair.edu/procurement/procurement-training-presentations/
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Blocked Policies 
Your organization may have blocked certain product categories based on its internal buying policies

Please contact IT for laptop acquisition. • Blocked products will be clearly marked 
throughout the buying process

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

• If you have questions on a blocked item, 
reach out to the Montclair Procurement 
team.
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Restricted Policies
Your Account Administrator may have restricted categories for purchase within Amazon Business based on your 
organization’s buying 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 
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Montclair State University’s Purchasing Policies
1. All items in the punchout catalog are not open for purchase. Some are blocked and others restricted. 

Restricted items will require additional buyer approval.

2. Water and snacks are permitted to be purchased for student activities only. Any snack orders will require an 
additional buyer review and approval. Be sure to note the purpose of the purchase is related to student 
activities in Workday's internal memo field.

3. Discounts, special handling, and shipping charges do not come into Workday from the Amazon punchout. 
This is a limitation within Workday and cannot be avoided. Once the shopping cart comes back into 
Workday, do not try to add these items as a separate lines. E-invoicing will reflect all discounts and other 
charges. 

4. Employees should only access the centralized Amazon Business Account through WorkDay and should not 
have Amazon accounts (personal or work-related) tied to their work email outside of the centralized 
Amazon Business Account.
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Montclair State University’s Purchasing Policies 
Cont’d

Digital Books - The University will permit the use of Amazon Business to purchase digital books 
through the Amazon Business Unit, with the exception of the following two conditions below:

1. The digital textbooks will be used for the classroom. Due to contractual obligations, these must 
be purchased through the University Bookstore;

2. Digital book orders of more than 20 copies to be used for any activity outside of the classroom.  
However, should the Bookstore be unable to provide the material, it is permitted to purchase 
them from the Amazon Business Unit as long as a written confirmation from the Bookstore’s 
Manager is attached to the purchase in Workday.
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Purchase Order Changes

 Amazon Business does not support electronic Change Orders or Order Cancellations 
 Only “new” PO type is accepted
 Punchout User will receive a rejection email if they send a Change PO Type or Delete PO Type
 Punchout User or Amazon Account Admin can make order updates in Amazon Business for cancellations 

prior to order shipment or returns once item received. 

If change needed after 
order has shipped

• Item may be returned and credit memo 
issued

Like our other University punch-
out catalogs, Amazon Business 
does not support change orders 
or cancellations. If you need to 
return an item, a credit memo 
will be issued.
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Halted Orders
There are three instances in which orders can be halted/cancelled 

• Safeguards – All items procured through this punchout have a seven (7) day cart lock (prices and quantities guaranteed 
for seven [7] calendar days) to allow for routing of any required approvals.  If the approval is not completed within the 
seven (7) day cart lock, and the order falls outside of the safeguards (tolerances set to ensure prices do not go too high 
or quantities cannot be fulfilled) at the time of approval, the item or order will be halted.
• Lightning/Today’s deals – these may expire before the punchout process is completed causing the order to cancel 

due to change in price.

• Multiple PunchOut Sessions – Multiple PunchOut sessions can result in a cancelled order. When shopping on Amazon 
Business through PunchOut, make sure to use one PunchOut Session per order. 

• Changing or Modifying Cart – If PO is sent with deleted line items or modified quantities, the order will be rejected.
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Halted Orders 
Amazon Business will send this email if an order triggers one of the business rules (called “Safeguards”) set by your organization. 

Things to note:

• Refer to details provided in the 
email. Or, contact Customer Service 
for more information.

• If an Amazon Business order has 
been halted, the end user will need 
to start over and place a new order.
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Error Messages
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Error Messages
This section of the account provides additional detail regarding the status of all orders placed

Application Error

• End User will need to contact Workday Customer 
Care at ext. 7000 to assist with their user’s profile

Amazon Error

• End User is receiving this message because they are attached to a 
separate Amazon Business account and need to de-register, and/or 
have the Administrator of that Amazon Business account remove 
them

Amazon Error

• End User is trying to place an order 
directly in Amazon and did not go 
through WorkDay
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Things to Know
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Start Your Shopping Experience
Utilize the Search bar or your Lists to search for specific items

Click here to create 
and manage lists. 

You can also 
access lists shared 

with you.

Access your 
Shopping 
Cart Here

Click here to shop 
by department 

and/or category 

• PPE Workplace Essentials

• Best Sellers: Shop best-selling items across all departments, updated hourly

• Today’s Deals: Discover all current deals, including coupons 

• Wholesale: Save by purchasing items in bulk, case packs, and large packs

• Private Brands: Discover Amazon Business brands, including Amazon Commercial, Amazon Basics 
and more

LINKS TO EXPLORE:

https://www.amazon.com/gp/browse.html?node=21202978011&ref_=abn_cs_ppe
https://www.amazon.com/Best-Sellers/zgbs/ref=zg_bs_unv_op_0_705334011_6
https://www.amazon.com/events/epicdeals?ref_=abn_cs_deals
https://www.amazon.com/b?_encoding=UTF8&node=21482319011
https://www.amazon.com/b?ie=UTF8&node=17602470011
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Your Orders
This section of the account provides additional detail regarding the status of all orders you have placed within 
the Business Account

Take a variety of actions on Your Orders:

• Track Packages
• Initiate a Return

Use Contact Us or our Chat feature for 
assistance with Returns
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Additional Resources
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Your Interactions
Built in Amazon Business tool to track the issues that remain unresolved after the initial contact with Amazon Business 
Customer Support 

One-stop location to track 
progress of open support 
issues. Allows users to 
monitor progress and re-
open cases on their account 
without requiring follow-up. 

How it works? 
When a customer reaches 
out to a support team or 
selling partner with an issue, 
a ticket is created that 
customers can directly 
reference from their account 
at any time. 
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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.com/hz/contact-us/foresight/hubgateway
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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