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Joining the Amazon Business Account
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Your user account is established the first time you “Punchout” to Amazon Business from within 

iBuyNU.  Simply login to iBuyNU, select Suppliers from the left navigation bar and click the green 

punchout circle for Amazon Business. 

Accessing Amazon Business 
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If a user tries to use the Federated Search for Amazon Business products prior to registering, they will see the 
“Supplier Site Timed Out” and will not be able to purchase from Amazon Business. 

Federated Search Prior to Amazon Business Registration
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New User to Amazon Business 

1. 2.

email@company.com

Enter your name and then start shopping

The first time you access a non-shopping page 

you will be prompted to sign in and will need to 

reset your password using the ‘Forgot Your 

Password’ Button 



AMAZON CONFIDENTIALAMAZON CONFIDENTIAL

User to Convert

1.

Begin the registration process from 

the welcome screen

2. 

The system recognizes the email. 

Sign in with existing password 

3.

Choose to CONVERT in order to keep 

the same log in info and order history

4.

email@company.com

Review that the log in information is now an 

Amazon Business account and start shopping
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User to Split 

1.

Begin the registration process from 

the welcome screen

2. 

The system recognizes the email. 

Sign in with existing password 

3.

4. 5. 

Complete 

Required 

info

Review the two separate 

accounts and logins. 

Previous order history is 

now associated with 

account on the right
email@company.com
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Shopping on Amazon Business
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Search & Browse Optimization

• Amazon is the “everything 

store.” With such a large 

selection, we do our best to 

make it easy for you and 

your end users to find what 

you’re looking for. 

• Recommended filters:

• Business Sellers

• Prime Eligible

• Brand

• Average Customer 

Review/Rating

• Diversity Credentials

Optimizing search functions in Amazon Business allows you to find the best products to meet 

your needs and compare prices to find the best value
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Take Advantage of Amazon Prime Shipping Benefits

• An easy way to ensure that your products arrive on 

time and as expected, is to order products fulfilled 

directly from Amazon. All products clearly mark 

who the seller is on the product detail page.

Prime Eligibility – Fulfilled by Amazon

• Prime eligible items are fulfilled by Amazon. We 

recommend searching for prime eligible items. 

What’s not Included?

• Business Prime Shipping does not include 

additional Prime benefits such as Amazon Fresh, 

Pantry, Video, or Music.
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Business Account Navigation
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Progressive Discounts 

• Progressive Discounts is a new pricing 
feature giving Business customers one more 
way to save. 

• Your purchases, along with the purchases of 
your co-workers, unlock Progressive 
Discounts on eligible products. Once you've 
unlocked a discount for a product, the 
Progressive Discount is applied to all 
purchases of that product across your 
organization (unless there are better prices 
available).

• Increase your savings when your 
organization buys more over time. 
Progressive Discounts are unlocked based 
on the purchasing history of everyone in the 
organization over the last 12 months.
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Account Configuration
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Federated Search
To shop using federated search, start by typing your item in the Search Bar at the top of the 

iBuyNU screen
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Checkout – Shared Payment Methods
When checking out on Amazon Business, you will be prompted to select a shipping address and payment 
method.  No action is needed from you on either of these pages.  Please review below.  These options can 
only be updated by an account administrator.

Shipping Address

• No need to select an address, your order will be delivered to 
the address provided on the Purchase Order.  

• Just click Continue to proceed.   

Payment Method Address

• No need to select a payment option.  Amazon will 
submit an invoice via iBuyNU once our item(s) ship.  

• Just click Continue to proceed.   
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Halted Orders 
There are various instances in which orders can be halted/cancelled 

 Safeguards – If the approval is not completed within the seven day cart lock, and the order falls outside of the safeguards at

the time of approval, the item or order will be halted.

 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.

 Zip Code Change for Next Day Delivery – If the zip code on the final PO differs from the zip code used for the address at

checkout and the item is set for next day delivery, the order will be cancelled. NOTE: If you are shipping out of state, please

choose a different shipping option than “Next Day Delivery” to prevent your order from being cancelled.
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Company Restricted
Administrators can customize messaging to let end users know IF and WHEN they can purchase 
certain UNSPSC based categories on Amazon Business 
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Company Blocked
Hard blocking product categories prevents an end user form adding these product to their cart. The 
add to cart option will appear greyed out for any product categories that are blocked 
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Checking out with Tax Exemptions
All products purchased from Amazon or any of the 95% of third party sellers who participate in 
ATEP will automatically reflect that tax exemptions have been applied during the checkout process

Confirm tax exemptions are applied:

• On the Review Your Order page 

(checkout), verify and/or modify which 

items should be charged sales tax. 

• If needed, you can manually add tax by 

clicking Remove next to the specific item
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Your Orders



AMAZON CONFIDENTIALAMAZON CONFIDENTIAL

Your Orders
This section of the account provides additional detail regarding the status of all orders placed

Take a variety of actions on 

your orders such as 

initiating returns or tracking 

the delivery of a package.
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Business Customer Support
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Business Customer Support
Dedicated U.S. based Business Customer Support can be reached a number of ways including email, 
chat and phone. 

Not sure what you’re looking for? Learn more about the features and benefits on Amazon Business HERE.

https://www.amazon.com/gp/help/customer/contact-us?
https://www.amazon.com/gp/help/customer/display.html/ref=hp_bc_nav?ie=UTF8&nodeId=201606350


Thank You




