
Student Organization Finance Office
How To Use IBuyNu 

(Amazon)

Go to IBuyNU and login as a shopper 
(only NU employees can login into IBuyNU)

Click on punchout for your supplier of
choice 

Once on homepage select suppliers 

Enter the amazon portal and add items
to your cart

**Some products may not be available/blocked on the portal
because NU has contracts with other suppliers in the
IBuyNU portal

After adding everything needed to the
cart, click “submit order for approval”

**At this point, set the shipping address to the corporate
card office for the time being

Select all items from the cart just
created then assign cart

Select all option



Search for a SOFO professional staff
then click the plus sign 

**Pro-Staff that can be assigned a
cart are: 

•  Lisa Edwards 
• Jimmy Onate 
• Evelyn Mazariego
• Ana Laura De Hoyos

Assign the Cart

Go to your assigned carts and click view
to take a screenshot of the cart

**To get to assigned carts, go to shop, my carts and orders, view carts
and then assigned carts

**Example of cart screenshot

Submit Submission Form

Go to SOFO northwestern and under officer
resources is the SOFO transaction submission form
IBuyNU can only be shipped to non-residental
campus addresses so we need a ship-to code and
contact person

Student groups typically use ship-to codes for
their advisor’s office
Can find ship-to codes by looking up ship-to
codes northwestern 

Fill out the transaction form as prompted for an
IBuyNU purchase and submit the screenshot of the
cart 

In description of expense, please also provide the
cart number or cart name 




