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Accessing Amazon Business

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.
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Amazon Business

1 Active
Catalog
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Federated Search Prior to Amazon Business Registration

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.

A home
Q search
B requests
$ orders

o 1, .
B invoices

M suppliers

ﬁ packages

¢ messages
o metrics

ﬂ configure

aquiire 7.3.2-179-
(2020-06-24T17:12:082)

< Continue Shopping

Sh

ingCart A

Request Description

Shopping Cart

items in your active shopping cart

Wemo Insight Smart Plug with Energy Monitoring, Qty
WIFI Enabled, Control Your Devices and Manage

Energy Costs From Anywhere, Works with Alexa and

the Google Assistant

Manufacturer: WeMo  Manufacturer Part #: F7C071
Supplier Part #: BO1DBXNYCS UNSPSC 43191600

Supplier: Amazon Business

AmazonFresh Colombla Ground Coffee, Medium Roast, Qty

32 Ounce

Manufacturer: AmazonFresh Manufacturer Part #: 8452762577

Supplier Part #: BO71WWBKDY

Supplier: Amazon Business

GroupCart UserGroups CartHistory DraftCarts

BEe~<

v

SUPPLIER SITE TIMED OUT.C

<

SUPPLIER SITE TIMED OUT.C

Total: $55.48 (2 Items)

Create Group Cart
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New User to Amazon Business
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Sign in with business
amazon business e - credentials

Email (phone for mobile accounts)

abps-admin- [@amazon.com

o ' 100
3 S o 9 b
@ — I M { ‘e < Password < Forgot your password? >

Welcome to Amazon Business _

By continuing, you agree to Amazon's Conditions of
Use and Privacy Motice.

l:‘ Keep me signed in. Details ~

New to Amazon?

Create your Amazon account

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
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User to Convert

Tell us how to create your business account (this is important)

&/

Convert my existing Create a separate
Amazon account business account

Sign in to get started
1o transfer my order history.

Looks like you already have an existing Amazon account
50 your order history stays private.

associated with your email.

Sign in and decide whether to keep it separate or convert it Email (phone for mobile accounts)
mandakis+testsab@amazon.com * Your existing Amazon order history, payment
methods, and addresses move to your
business account
+ Coworkers on the same business account
might be able to access this info.
You'll sign into Amazon Business with

Welcome to Amazon Business!
mandakis+test+ab+2@amazon.com.

into a business account.

Password Forgot your password?

Let's create your free business user account so you can join your ty coworkers and shop
for work.

Get started Sign in

[ keep me signed in. Details ~

Next step

The system recognizes the email.
Choose to CONVERT in order to keep
the same log in info and order history

Begin the registration process from
the welcome screen Sign in with existing password

Your account is ready to go!
You can start using it to shop for work.
Review that the log in information is now an
Amazon Business account and start shopping

amazon business
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Email:
email@company.com
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User to Split

Tell us how to create your business account (this is important)

N ="1 e —

; ? < < Convert my existin Create a separate
- e Sign in to get started Amazon ar.)::ount s business ac'::zunt

to transfer my order history. 50 your order history stays private.

Looks like you already have an existing Amazon account

Welcome to Amazon Business! slgn in an.d decide whether to keep it separate or convert it Email (phone for mobile accounts)
into a business account. mandakis+test+ab@amazon.com ¥ o 2
Let's create your free business user account so you can join your ty coworkers and shop * You'll harwe two sepanate sooouats st Amazon
for work. « Your existing Amazon order history, paymen
Password Forgot your password? our @xIsting Amazan order Ristery, payment
methods, and addresses stay out of your
Get started .
business account.
* ¥ou'll sign into Amazon Business with
mandakis+test+ab@amazon.com
Signin
Choose a new email for your existing Amazon

[ Keep me signed in. Details ~ aceount. Your password stays the same.

mandakis+test+abs 2@a om

Begin the registration process from The system recognizes the email.
the welcome screen Sign in with existing password

Enter your full name
and choose your

; Your account is ready to go!
business password

Review the two separate
Complete accounts and logins.
e Required Previous order history is
P T——— i amagonbisiniess amazon now associated with

Password o
Emait Emait: account on the right
abtest.mandakis@gmail.com email@com pany.com

v You can start using it to shop for work.
‘our name

‘ Start shopping

i Passwords must be at least & characters.

Re-enter password
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N

AMAZON CONFIDENTIAL



Shopping on Amazon Business
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Search & Browse Optimization

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

« 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

amazonbusiness
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Navigate business-optimized categories to view

featured departments and associated products

Balance your Business and Budget
with Brother

Featured Professional Service Categones

Moefroducts  Eeciioses & Covos ees Softman
""" oyl I\ aeverre —_
- f’ l\ \ Py —
- \ -
e AN U
ooas sanmn

.........

L] ot T
oo & oy ot (D -
Camews ¢ Mreme Snarre Yo

[ row tue 3

Vo hmn s 2z A [ra—-—
[ e oo 8 o Erpre——
- s e [ 5] [P

Sort by highlighted items,

Sort by Avg. Customer Review | v
price & customer reviews b

Price: Low to High
Price: High to Low

Avg. Customer Review

See more choices

Utilize recently viewed items & featured
recommendations based on your browsing history

H= MM

Select desired product
details to refine search

Eligible for Free Shipping
Free Shipping by Amazon

Quantity
Under 10 Sheets (21
10 to 19 Sheets (149
20 to 29 Sheets (611
30 to 49 Sheets (53
S0 to 99 Sheets (401
100 to 299 Sheets (299
300 Sheets & Above (157

Feature Keywords
Photo (1,552
Matte (1,425
Fine Art (1,103
Professional (74
19x13 (318
17x11 (304
Heavy Weight (286
+ See more

Featured Brands
HP (291
Epson (255
Avery (272
Hammermill (50
Jacquard (2
Inkpress (23¢
Cricut (1

+ See more

Packaging Option
Frustration-Free Packaging
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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.

amazonbusiness
N

Sharpie
Sharpie Permanent Markers Fine Point
Black - 36 Pieces

Yl drirdlr v 3,783 customer reviews
| 84 answere d questions

PRI in Permanent Markers & Marker Pens

List Price: $36:69
price: $13.05 vprime
You Save: $17.64 (57%)

In Stock.

Want it Monday, Jan. 15? Choose One-Day Shipping at checkout.

Ships from and sold by Amazon.com. GIt-wrap available.

| Ships from and sold by Amazon.com.

AMAZON CONFIDENTIAL




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.

amazonbusiness
N

BIC Round Stic Xtra Life Ballpoint Pen, Medium Point (1.0mm), Black,
36-Count, 36 Count

by BIC
Wiy v 393ratings | 6answered questions

List Price: $6-29

Business Price v $5.63 vPrimase&Uiic-Uay g FREE Returns ©
You Save: $0.66 (#5%)

Save u, to 16% with Progressive Discounts

You will unicliggliscounts as your organization buys mosgg®iiis product.

Size: 36 Count

Progressive Discounts

Unlock discounts on this product based on how many your
organization bought over the last 12 months.

Your organization has bought 0 of this product.

Save 11%

today's price: $5.55 buy 5 more to unlock

Save 14%
today's price: $5.39
Save 16%

today's price: $5.23

buy 10 more to unlock

buy 15 more to unlock

Learn more | 0K

businessprime cxcLusIvE
S
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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

4 home Lo
Q search Welcome Back Keith Operating on behalf of Northwestern University
B requests

$ orders Manage Your Custom Content 4

i . creafe a customized user experience
invoices

=]
g suppliers
ir

packages

S Northwestern |

{ﬁ configure

Welcome to the new iBuyNU!

Known |ssues

Chrome Users - You may experience issues when shopping iBuyNU and using the Chrome Web Browser. These issues may have an impact on Requester and Shoppers.

Until further notice we recommend you use Firefox and Edge.

Supplier Catalogs

amazonbusiness AMAZON CONFIDENTIAL
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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.

amazoncom

Deliver To: | Enter Recipient Name

Campus location
2021 7TH AVE

SEATTLE, WA 98121-2601
United States

Phone: (123)465-7390

Deliver to this address

Is the address you'd like to use displayed below? If so, click the comespending “Deliver to this address” button.

Does this order need to be delivered to a recipient other than the name in your address book?

This will be applied to only this order.

Third Floor

3259TH AVE N

SEATTLE, WA 98109-5122
United Stales

Phone: (123) 465-7890

Deliver to this address

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.

amazonbusiness
N

amazoncom — — w

SHIPPING & PAYMENT

Select a payment method

Ravenna Garden credit and debit cards
visa Visa ending in 9805

visa Visa ending in 2155

Payment Method Address

Name on card

Kaitlin Hall

Kaitlin hall

Expires on

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

Just click Continue to proceed.

AMAZON CONFIDENTIAL



Halted Orders

There are various instances in which orders can be halted/cancelled

e 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.

e 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.

e Changing or Modifying Cart—If PO is sent with deleted line items or modified quantities, the order will be rejected.

e 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.

ama;on business AMAZON CONFIDENTIAL



Company Restricted

Administrators can customize messaging to let end users know IF and WHEN they can purchase
certain UNSPSC based categories on Amazon Business

Popular by computer RAM capacity

32GB 24 GB

m Company restricted m Company restricted

LENOVO 13.0 1TTHNKFdU £58U migrni AF 17.5 U™ NOWEDOOK Laptlop Fu
Performance Business Laptop (Int... Intel Quad Core i5-8250U...
,,,,,,,,, % v 25 Wk ik oy v 65

$1,189% 53109.00 $748%

16 GB

amazonbusiness
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R
1
/b, Company restricted
This item may not comply with the purchasing standards for your organization.
All company laptops are purchased through an existing contract. Please connect with the IT department

L]

5 It

VIDED

Acer Aspire 5 Slim Laptop, 15.6" Full HD IPS Display, AMD
Ryzen 3 3200U, Vega 3 Graphics, 4GB DDR4, 128GB SSD,
Backlit Keyboard, Windows 10 in S Mode, A515-43-R19L
by Acer

"’:"E-e’"” ~  531ratings | 615 answered guestions

for "laptops"

List Price: $345.509
Price: $314.99 & FREE Shipping. Details
You Save: $35.00 (10%)

prime | Try Fast, Free Shipping ~
Free Amazon tech support included ~

Style: Notebook only

MNotebook With Backpack Notebook only Notebook with mouse
4364.98 $314.99 $329.98

AMAZON CONFIDENTIAL



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

A Company Blocked

This item has been blocked from purchases by your organization.

This category is not allowed to be purchased according to your organization’s policies

2
— HP 13MP Camera

a ,
‘J‘ Nano-SIM card slot =
Take your data plan,

‘_,f« contacts, and texts
— anywhere

VIDEO

Headphone-out/ -
microphone-in combo jack

USB-C™ to USB-A dongle

amazonbusiness
N

Take stunning, high-resolution photos
with crisper, more life-like colors

]

HP ENVY x2 12-inch Detachable Laptop with Stylus P
Processor, 4 GB RAM, 128 GB flash storage, Windows

»»»»»

WHWWWER ¥ 2customer reviews

Price: $999.99 & FREE Shipping.Details
vPprime | Try Fast, Free Shipping ~

In Stock.
Want it tomorrow, June 142 Order within 2 hrs 41 mins and choose One-Day Shippin
Ships from and sold by Amazon.com. Gift-wrap available.

u Company Blocked

ppi), Waterproof, Buil

by Amazon

$23749 52'49—99 4 prime

Br Srly Seiate b ry el e
k) it oy bt wd B b,
e

Qty: 1 r

gr—
=
I
=
o
M
st

1-Click ordering is not available for this
iterm.

@ Select delivery location

Add to List

Add to your Dash Buttons
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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

g

Zebra Z Grip Retractable Ballpoint Pen, 24 Choose a delivery option
Pack, 1.0 mm, Black (12221)
8
Quantity T
. ASd » Pt rec ept

Choose a shipping preference

Georgla Pacific Spectrum® Standars
Multipurpose Paper, 8.5 x 11 Inches
of J packs (1500 Sheets) (998606)
$15.4

Quantity: .

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

i Attogheny Tax Exemption Applied. Remove

#10 Security SELF.SEAL Envelopes, No
Window, Premium Security Tint Pattern

Ideal for Home Office Secure Mailing

QUICK.SEAL Closure - 4.1/8 x 912 Inches
White - 24 LB - 100 Per Box (M100)
$7.49

amazonbusiness
N

» What items are eligible for tax exemption?

Tax exemption applies to items sold by . ..
L Amazon.com LLC
[ Amazon Digital Services LLC
O Warehouse Deals LLC
LdAmazon Services LLC

[ Sellers (Non-Amazon) participating in ATEP

AMAZON CONFIDENTIAL



Your Orders
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Your Orders

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

Your Account » Your Orders

Take a variety of actions on
your orders such as

Your Orders T initiating returns or tracking
the delivery of a package.

q’-i-\} To view orders placed by users in your business account, select View All Orders below or go to Business Analytics.

Wiew All Orders: Ravenna Garden *

16 orders placed in | past 6 months % ArriVing AUgUSt 1 6 - August 20
ORDER PLACED SHIP TO PLACED BY TOTAL Ordered Sunday‘ August 12
May 15, 2018 Third Floor ™ Katherine ~ $0.00

Approval Demo 2

This order was approved. View details

Track pack
Cancelled rack package

Shipped today
LTt = AmazonBasics 92 Bright Multipurpose Copy Paper - 8.5 x 11 Inches, 10 Ream Casef see sllupdates -
- 9 purpese topy Fap ' Return or replace items
| Sheets)
Sold by: Amazon.com Services, Inc.
¥0.00 Write a product review

Out for delivery

[
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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.

amazonbusiness
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Get to Know Us
Careers

Fress Releases

Amaron and Qur Planst
AMATN in the C-:fl'll‘:’luml'_.'

Company Facts

Let Us Help You

Help

Shipping Rates & Policies

Business FAQ

Contact Ls

Work with Amazon Business Solutions
Sedl on Amazon Business Amazon Business Solulipns
Fulfiment By Amazon Purchasing Systems
Advertise on AMazon Amazon Credit Line

Sl Services on Amaron Amazon Business Blﬂg

X"“mazun Giobal Seiling

Contact Us

i
¥

Seiect 8 miue

n Vitat can wa halp you with T

ﬂ Tell ge more aboul your issue

Herey wroubd you like to condsct we?

« Pizane make § salscton =

an order 1 placed Fire and Eindle

gt Services

Frnime or Something slss
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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

business

Thank You





