iBuy - Amazon Guide

iBuy is a way for employees to purchase without using their personal cards and is tax free for the University. Charges are
applied directly to a department’s budget.

1. Usethis link and click “Shopper Login” using your NetlD and password.
2. Scrollto the bottom of the page and select Amazon Business (you may need to allow pop-ups).
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Misc Purchases - For Items Not Found In Other Catalogs
Pop-ups blocked:

O Always allow pop-ups and redirects from

a@;on.l.::z:: https://www.sdsl sy de mmam.cOM

@® Continue blocking

3. Search for and add items to your cart like you normally would on Amazon.
4. *If you cannot find the item you are looking for, please email bizoffice@northwestern.edu with the link to the

item on regular Amazon, and ask for the item to be unblocked - this process typically takes less than a day*

Misc Purchases

results

7 Inch Plastic Traffic Cones Sport Training Agility Marker $13.99
Cone for Soccer, Skating, Football, Basketball, Indoor and prime Same-Day
Outdoor Games FREE Returns v

FREE delivery Today 5 PM - 10 PM
on qualifying orders over $25.
Order within 3 hrs 4 mins

Brand: Mirepty
4.6 fkkhfr v 3,382 ratings | Search this page

@© Deliver to Jaggaer - Evanston

2K+ bought in past month
60208

Price: $13.99 vprime Same-Day In Stock

FREE Returns v
Buy more, get it as low as $13.71

[GBERSRI [ Apply 5% coupon Shopitems> | Terms
— Quantity: 1

Prefer to be invoiced for your order? Choose Pay by Invoice as your payment method at checkout.

Buying in bulk?
N A‘. Buying multiple items? Go to multi-select ‘ Add to Cart

Buy Now

Color: Orange, 12 Pack

5. When shoppingis complete, proceed to checkout, and submit order for approval.
6. This will take you to the page shown below, where you will click “assign cart” in the top right corner.

Shopping Cart + 193493863 & ..

simple Advanced Summary -l
Details v
Search for products, suppliers, forms, part number, etc
For
i Select All ¥ Taylor Baranski
Name
Amazon.com - 1 Item - 13.99 USD O
2024-10.24 ¢ n edu
SUPPLIER DETAILS
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Total (13.99 USD) v

Mirepty 7 Inch Plastic Traffic Cones Sport Training Agility BO7QH166FT EA 13.99 Qty: 1EA 13.99 D

Marker Cone for Soccer, Skating, Football, Basketball, Indoor
and Outdoor Games (Orange, 12 Pack)

Total: 13.99

ITEMDETAILS €

7. Click “search” and search by last name. Use Baranski (Taylor) or Donatelli (Gabe). Press the plus and click “assign”.
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New Search
Name 1 User Name Email Phone Action
Baranski, Taylor CYJ9457 taylor.baranski@northwestern.edu +1779-206-8620

8. Fillout a PO Request form (example below), and email to bizoffice@northwestern.edu or whoever was assigned the
cart.



Req. #

P.O. #

NORTHWESTERN ATHLETICS
REQUEST FOR PURCHASE ORDER

Date 10/24/2024

Team/Department Administration

Taylor Baranski

Requested by
Chart String(s)
110 2000100 $  13.99
$
$
Fund Dept Activity  Account Amount
VENDOR INFORMATION Deliver purchase to:
NameAmazon [ ] Anderson Hall (2701 Ashland)
Address [] Equipment Room (2703 Ashland)
[ ] Ryan Field Gate M (1501 Central)
Contact Person [ ] McGaw Hall (2705 Ashland)
Vendor’s Phone [] Nicolet Football Center (2707 Ashland)
Vendor’s Fax [ ] Patten Gym (2407 Sheridan)
Vendor's Email [ ] South Ryan Field (1501 Central)
Vendor’s copy of purchase order [} Henry Crown (2311 Campus Dr.)
[ Fax to vendor [ ] Training Room (2703 Ashland)
I:‘ Email to vendor (W] Walter Athletics Center (2255 Campus Dr.)
Db q (W] Admin
o not send out
[ Facilities
[ Football
] Equipment
(] Training Room
Delivery date: - g
Month Day Year

Purpose of request:
Cones for administration

Revised 5/12

Taylor Baranski 10/24/24

Signature & Date




REQUISITION FORM

Quantity | Unit Item No. Description Unit Price | Total Price
1 ea Mirepty 7 Inch Plastic Traffic Cones 13.99 13.99
$13.99

Total Cost:




