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Inviting users to Amazon Business

Administrators can add users to the account one by one or all at once by uploading a spreadsheet

How do Invitations Work?

* When a user is added to the business account, a\____ma_z,onbusmess
an invitation to join is immediately emailed.
° Invitations are tled to an end users ema” Thle accoulnt.adrrlln at your organization has invited 3,-mu to place clerers for work using Arnazun.
Business. It's just like the Amazon.com you know, but with more business products and saving options to
addreSS. The recipient cannot Change the choose from. Set up your business user account for automatic access to:
email address they use to register for the «  milions of work-related products
account. s exclusive business pricing
. . . . + quantity discounts
* End users must take action after being invited « business-friendly payment options

to an account in order to become an active

Invite expires within 21 days. If you do not set up your account before this invitation expires, you will need

user. to contact your account admin (email@company.com) to resend your invitation.
e User permissions are assigned when a user is

. . Set up your account

invited

* Account invitations are valid for 21 days from Enjoy Amazon Business!
send date. After 21 days, they will expire and
need to be resent

Amazon.com | Help
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New to Amazon

Scenario 1
Create a new business user account

If you have not previously used your work email address on Amazon.com, account set up is simple!

Enter your full name .
and choose your —_— Start shopping

business password
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Existing Account with Work Email

Scenario 2
Convert your existing Amazon Account

Sign in to the existing account that you use for business
purchases on Amazon.com.

Convert my existing

Amazon account
to transfer my order history.

If you already have an Amazon account tied to your work
email address and use this account solely for business
purchases, you will migrate this existing account to

your organization's Amazon Business account. Do not
choose this option if you have made personal purchases
on this account.

Start shopping

business

Scenario 3
Separate Business and Personal Shopping

Sign in to the existing account you use for
business/personal purchases on Amazon.com.

&)/ &)

Create a separate
business account
s0 your order history stays private.

If you have an existing Amazon account tied to your work
email and use this account for business and personal
purchases, we will separate your personal order history
from your work email.

Choose a new email for your existing Amazon
account. Your password stays the same
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Amazon Business Benefits

Business Pricing & Quantity Discounts
« Business pricing and quantity discounts are only available to registered business account
customers on Amazon. Click to learn more.

Buying Policies
» Customize Amazon Business to your organization’s buying standards and procedures.
Features include approval workflows, negotiated pricing, and preferred suppliers and
preferred products.

Business-Only Selection
» Business-only selection refers to items and offers that are only available for purchase by
Amazon Business customers.

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.

amazonbusiness
N

Share Bl W @) 200+ Shares

Oty: 1 E|

+ Quantity discount available.

EI Company Restricted

| Submit order for approval

List Price: 337900
Price: 5266.99

Business Price ¥ $248.60
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https://www.amazon.com/gp/help/customer/display.html/ref=hp_left_v4_sib?ie=UTF8&nodeId=201741220
https://www.amazon.com/gp/help/customer/display.html/ref=hp_bc_nav?ie=UTF8&nodeId=201997670

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

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 Bervice Cotegores

Sort by highlighted items,
price & customer reviews

Sort by Avg. Customer Review | v

Price; Low to High
- Price: High to Low
W avery =1 Avg. Customer Review

See more choices

Utilize recently viewed items & featured

recommendations based on your browsing history

1= el L] 5

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 (6511)

30 to 49 Sheets (53

S0 to 99 Sheets (401

100 to 299 Sheets (399
300 Sheets & Above (157

Feature Keywords
Phote (1,55
Matte (1,425
Fine Art (1,103
Professional (746
19x13 (318
17x 11 (304
Heavy Weight (288
+ See more

Featured Brands
HP (291
Epson (255
Avery (373
Hammermill (50
Jacquard (2
Inkpress (238
Cricut (1

+ See more

Packaging Option
Frustration-Free Packaging
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Shopping with amazon

You shop. Amazon gives.

What is AmazonSmile?

« AmazonSmile is a website operated by Amazon with the same products, prices, and shopping features as the Amazon
you know. The difference is that when you shop on AmazonSmile, the AmazonSmile Foundation will donate 0.5% of the
purchase price of eligible products to the charitable organization of your choice.

How do | shop on AmazonSmile?

« To shop at AmazonSmile simply go to smile.amazon.com from the web browser on your computer or mobile device.

You may also want to add a bookmark to smile.amazon.com to make it even easier to return and start your shopping at
AmazonSmile.

All =  Enter keyword or product number

Supporting: S5t. Jude Children's Research Hospital -

Confirm your Charity

« Any time you are logged into AmazonSmile, your charity is displayed below the search bar. Use the drop down to learn
about your selected non-profit, see how much your shopping has contributed, and edit the charity you are supporting.

amazonbusiness
N
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https://smile.amazon.com/ref=smi_ge_raas_lsmi_smi
https://smile.amazon.com/ref=smi_ge_raas_lsmi_smi

Reorder & Shopping Lists

How do lists work on Amazon Business?

+ 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

» Choose between multiple list types
depending on if you want the items to
remain on a list after they are ordered

» To share your list, create a

Hello, Kathering
Account for Ravenna Gar...

Your Lists

Choose a list type

Shopping List

» Reorder List Shopping List Wish List

Create a List

Lists =

Breakroom Favorites

&

public list and use the URL to

Share this List via Email

's & Family Gifting ~ Baby Registry ~ Wedding Registy  Amazon Gift Cards

Your Lists Your Idea Lists Your Friends

Q, Find Someone’s List Katherine

Breakroom Favorites

email it directly to your desired
audience

 When a list is shared with you,
you can save it to your own
account or make a copy to edit
yourself

amazonbusiness
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Breakroom Favorites
a N Link: http://a.co/9UGCIjA

Snickers Singl

le Bar Chocolate Candy, 48
z each,

To: Import Contacts

Email addresses will be stored in recently used contacts and will not

be used for marketing purposes.
¥ Send me a copy of this Email

Lvyo®

Send e-mail

List help
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businss @ (5) Discover Business Pricing »

Suppeorting: 5t. Jude Children's Research Hospital =

Dediver to Ravenna \ . Hello, David
Santa Bar_. 93103 Departments - Today's Deals Gift Cards Manage Team Help Sell Account for Ravenna Gar... -

Your Account

Approve Crders
Your Orders

Business Account Navigation

Business Analytics
Fecurring Deliveries

Your Account Standard Amazon account information

Approve Orders If workflow approvals are enabled, approvers can view and take action on pending orders

Your Orders View and your track orders. Administrations can view orders others have placed on behalf of the organization
Manage Suppliers Easily find suppliers on Amazon Business and add them to your list of Saved Suppliers. Learn more.
Business Analytics Create and filter custom reports based on your business needs to view your organization’s orders

Recurring Deliveries Have essential items delivered automatically, based on a schedule you choose. Learn More.
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https://www.amazon.com/gp/help/customer/display.html?nodeId=202099970
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Account Configuration
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Checkout — Shared Payment Methods

When checking out on Amazon Business, choose from the pre-configured payment methods and
shipping addresses. These options can only be updated by an account administrator.

amazoncom -

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?

Deliver To: | Enter Recipient Name This will be applied to only this order.
Campus location Third Floor
2021 7TH AVE 3259TH AVE N
SEATTLE, WA 98121-2601 SEATTLE, WA 98109-5122
United States United Stales
Phone: (123)465-7390 Phone: (123) 465-7890
Deliver to this address Deliver to this address

* When selecting shipping address, you can either use
the default address name provided or choose to add
the name of a specific recipient. This will replace the
first line of the address.

» If you don’t see the shipping address you are looking
for, contact your account or group administrator.

amazonbusiness
N

amazoncom — — w

SHIPPING & PAYMENT

Select a payment method

Ravenna Garden credit and debit cards Name on card Expires on
® wvisa Visa ending in 9805 Kaitlin Hall
visa Visa ending in 2155 Kaitlin hall

Payment Method Address

If multiple payment options are available, you can use
the last 4 digits to determine which one is appropriate.
If you are unsure, contact your account or group
administrator.
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Business Order Information

Custom order fields at checkout make it easier to track and manage orders

* Allinformation entered will appear in Order History
Reports in the Business Analytics tool

* Each field may be required or optional

* The information fields below have been configured on
your account [EDIT FOR CUSTOMER]

Available Fields

GL Code Cost Center
Project Code Location
Department *Custom named field*

Purchase Order (PO)

amazonbusiness
N

Business Order Information

Complete the following to ensure accurate routing and reporting of your order.

PO Number {optional)

— [SCREENSHOT FROM
CUSTOMER ACCOUNT]

Select one W

GL Code (option

Department (optional)

Select one
Finance
Sales
Operations
IT

Other...
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Approval Workflows

All orders placed on the account may be subject to approval before being fulfilled

How do | order with Approvals confiqured?

» There are no additional steps to take to submit your order for
approval. Check out as you normally would and you will see the
option at checkout.

Submit order for approval

By placing your order, you agree to Amazon's
privacy notice and conditions of use.
* Your order will not be processed until it is approved by the

appropriate approver. Keep this in mind for shipping timelines. Order Summary

ltems (2): $37.28
* You will be notified over email once your order is submitted and Shipping & handiing $5.99
then again once your order has been approved and processed.
Just as with a normal order on Amazon, you will also receive Total before tax. sad.ar
. Estimated tax to be collected:® 24.36
relevant shipping updates.
 If your order is not approved , the order will Order total: $47.63
automatically be canceled; however, the items in your order will
not be deleted. If your order is canceled, you will need to submit Y e e s T S
the order again for approval. Why didn't | qualify for free shipping?
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Checking out with tax exemption

All products purchased from Amazon or any of the 95% of third party sellers who participate in our tax
exemption program will automatically reflect that tax exemptions have been applied during the
checkout process

Confirm tax exemptions are applied:

4:'1:1:‘.: ‘fIll.:llllrnnl-d:::‘I-lrI:I‘:;:l;l:lp-|||I Pen, 2 ( h-»-ln\:#l.: di-lllllil""-lpl'lnll ° On the ReVieW Your Order page
5 (checkout), verify and/or modify which
'l Uuantity: ! B 4.5 business dovs .
items should be charged sales tax.
. g -
Catm Choose a shipping preference * If needed, you can manually add tax by

clicking Remove next to the specific item

Georgia Pacific Spectrum® Standarc

- Multipurpose Paper, 8.5 x 11 Inches, 1
\-.d of J packs (1500 Sheets) (998606)
$15.4
Guantity: .

Y : _ » What items are eligible for tax exemption?
iy ¢ | Tax Exem F't“:'n -'E"-F'F'“E"j Remove I Tax exemption applies to items sold by . ..

JAmazon.com LLC

- F 10 Security SELF.SEAL Envelopes, No
- Window, Premium Security Tint Pattern . . .
-~ [ Amazon Digital Services LLC

Ideal for Home Office Secure Mailing

QUICK-SEAL Closure - 4-1/8 x 9.1/2 Inches
White - 24 LB . 100 Per Box (34100) D Warehouse Deals LLC

$7.45

JAmazon Services LLC

| [ Sellers (Non-Amazon) participating in ATEP
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Business Analytics
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Amazon Business Analytics

Amazon Business Analytics
provides the ability to: Reports

» Aggregate purchases to compare

Use our reports to get line-item details about your organization’s orders and

and track spend over time access important documents like invoices. Start with one of our curated
«  Monitor and track 60+ data fields reports, then customize it to your needs.
including customer info, shipment
info, payment info, and seller info Reconciliation Orders
° CustOmize and save report Compare order and payment history to Get detailed shipping, product, and seller
templates to meet bUSineSS your records. info on an order.
needs Returns Refunds

* Download CSV fIIeS tO analyze Monitor what items are being returned and  Track the payment, product, and status of a
your data in excel the reasons why. refund.

Related offers

See what other offers were available at the

time of an order.
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Reporting & Reconciliation

Use the Reconciliation Report to view data including transaction info, customer info, and order info.

Simplify the reconciliation process Business analytics  Reports v
by matching corporate credit card
charges to each item in a shipment. Reconciliation Time period
Add title and save to your templates Month to date v
hd MatCh the Payment v Transaction Date Payment Reference ID Transaction Type Payment Amount Account Group
Reference ID in the _
ReCOHCIllatlon Report Filter 11/08/2018 K3TRZEKRUWL Charge $13.47 Timberlands-Western
against your credit card == 11/08/2018 2FL26BHF590 Charge $357.88 Timberlands-Western
Adjust
statement columns 11/08/2018 A1TIMWIZLTYS Charge $51.62 Timberlands-Southern
» Customize report columns
. . D 11/08/2018 SHQ2R3IDKBKD Charge $60.99 CorpFunc-GeneralCounsel&Cor
and filters at the left to find ot onde
required information documents 11/08/2018 115KCMPOG0S Charge $27.92 WP-Mid South Region
11/08/2018 0000001LOQ4L Charge %£18.59 Timberlands-Southern
11/08/2018 ZLNKETGK4A]) Charge $22.48 WP-Eastern Region
11/08/2018 66JHB47PP11 Charge $34.35 CorpFunc-CompBenefits&HR
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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

Your Orders

Wiew All Orders: Ravenna Garden *

16 orders placed in | past & months *

ORDER PLACED SHIP TO
May 15, 2018 Third Floor
This order was approved. View details
Cancelled

Sheets)

Sold by: Amazon.com Services, Inc.
=0.00

amazonbusiness
N

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

Approval Demo 2

Q, Search all orders

TOTAL
$0.00

= = AmazonBasics 92 Bright Multipurpose Copy Paper - 8.5 x 11 Inches, 10 Ream Casef

Arriving August 16 - August 20

Ordered Sunday, August 12

Take a variety of actions on
your orders such as initiating

returns or tracking the
delivery of a package.

Track package

Shipped today

See all updates

Return or replace items

Write a product review

Out for delivery
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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
N

Get to Know Us

Careers

Press Releases

Amazon and Our Planet
AMAZON in the Commiunity

Company Facts

Let Us Help You

Help

Shipping Rates & Policies

Business FAQ

Contact s

Work with Amazon

Sl on Amazon Business

Fulfilment By Amazon
Advertise on AMazon

Sedl Senices on AMazon

xﬁmazun Global Selling

Business Solutions

Amazon Business Salutons

Purchasing Systems

Amazon Credit Line

Amazon Busingss Biog

Contact Lis

P

Select 8 miue

n Vitat can wa halp you vtk

ﬂ Toll e more about your msue

ﬂ Herey wroubd you ke fo coniect we?

4 Piane mate § salacton »

an grder | placed

Fere amd Eincis

gt Sernces

Frime or Something elss
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Common Customer Support Questions

See below for quick resolutions to frequently asked questions from your end users as well as contact
information for a variety of support resources

: CLICK HERE
* 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.

*  Your Account > Manage My Prime Membership > End Membership
 The end user must follow the steps to receive a pro-rated refund

*  Your Orders > Locate Order > Contact Seller > Request refund through email
« Additional tax queries can be emailed to tax-exempt@amazon.com
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