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Today’s Agenda:

• Account Navigation & Shopping 
Experience

• Placing an Order
• Things to Know
• Bulk Ordering
• Additional Resources
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Take Advantage of Amazon Business Prime
• Business Prime provides Free Two-Day Shipping on eligible items for 

all users utilizing the business account. Click to learn more. 

Prime Eligibility – Fulfilled by Amazon
• Search results can be filtered based one Business Prime eligibility to 

ensure that your products arrive on time and as expected. All 

products clearly mark who the seller is on the product detail page.

What’s not Included?
• Business Prime does not include additional Prime benefits such as 

Amazon Fresh, Pantry, Video, or Music.

What if I bought my own Prime membership with my p-card?

• If you purchased it after April 2019, it will be cancelled when you 

merge into the central account. A prorated refund will be credited 

back to your p-card automatically.

• If you purchased it before April 2019, join the central account first, 

then contact Amazon Business Customer Service online or at 866-

486-2360. They will manually trigger the refund back to your p-

card.

https://www.amazon.com/dp/B00DBYBNEE/135-0424108-0435068?_encoding=UTF8&force-full-site=1&primeCampaignId=ab_bps_fbpsa
https://www.amazon.com/gp/help/customer/contact-us?
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Account Navigation



Your Business & Personal Account Display
Make sure you are in the right account when shopping for Missouri State purchases

• The Amazon Business account will have 

the Business Prime logo in the top left 

corner.  

• Your Company Name will be visible under 

“Hello, Your Name”

• Business-Centric rotating Homepage tiles 

Business

Personal
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Page Functionality

Your Account
Standard Amazon account information including name, 

email address & password

Your Orders
View and track your orders. Administrators can view 

orders others have placed on behalf of the organization

Bulk Ordering
Create a new bulk order, continue saved bulk orders, or 

track your requests for quotes and quantity discounts

Business Analytics
Create/filter reports to view & export your own order 

history

Switch Accounts
Allows you to easily toggle between your different 

Amazon accounts

Account Navigation 
Hover over your name in the top right hand corner to access additional tools in your account
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Amazon Business Homepage

• Notification Panel 

• Order Summary & Recommendations

• Customized to Each User

• Features and Programs you could 
benefit from

• Product Recommendations

• Purchased by Your Organization
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Placing an Order
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Adding Items to Your Shopping Cart

Product considerations

• Prime eligibility

• Expected delivery time

• Quantity

• Seller and fulfillment
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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 line items should be charged 

sales tax by removing tax exemption 

for those items. (if applicable). 
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Checkout – Review and Finalize Order
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Things to Know
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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. Choose between multiple list 

types depending on whether or not you 

want the items to remain on a list after 

they are ordered.

• Create a List - Any User on Amazon 

Business can create a shopping list

• Share a List - Create a public list and 

share with your desired audience

• Review a Shared Shopping List - When 

a list is shared with you, you can save it 

to your own account or make a copy to 

edit yourself

https://view-su2.highspot.com/viewer/64dce5f6c894865551c87e78
https://view-su2.highspot.com/viewer/64dce64457414148161dafe6
https://view-su2.highspot.com/viewer/64dce67ab2e5cf687a5f96de
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Amazon Business Analytics

Amazon Business Analytics 

provides the ability to: 

• Aggregate purchases to 

compare and track spend 

over time

• Monitor and track 60+ data 

fields including customer info, 

shipment info, payment info, 

and seller info 

• Customize and save report 

templates to meet business 

needs

• Download CSV files to 

analyze your data in excel
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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 by 

matching corporate credit card 

charges to each item in a shipment.

• Match the Payment 

Reference ID in the 

Reconciliation Report against 

your credit card statement

• Customize report columns 

and filters at the left to find 

required information 
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Your Orders
This section of the account provides additional detail regarding the status of all orders you have placed 
within the Business Account

Take a variety of actions on Your Orders:

• Track Packages

• Initiate a Return

Use Contact Us or our Chat 
feature for assistance with Returns
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Bulk Ordering



Request for Quote

Request for Quote is a new tool which helps Amazon Business Customers request a specific, discounted price 

on higher volume purchases (>$10K / >999 units).  *Your Customer Advisor can submit Quote Requests for you 

that are between $5000-9999.

• Option 1: Go to www.amazon.com/customquotes and find a product

• Option 2: Email me for quote/project assistance 
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Bulk Purchases - Recent Examples:

✓ 20% Educator Discount for 300 Fire Tablets for Family Caregivers | $22K order

✓ Set-up in recurring orders of 80 every Quarter

✓ $100 discount per unit for 62 Portable Air condition units for Residential Life | $35K order

✓ 10% discount per unit for 700 shower curtains | $8K order

✓ $50 discount per unit for 10 Dyson hand blowers | $9K order

✓ $150 discount per unit for 25 Lenovo Laptops for IT | $48K order

✓ $6 discount per unit for 900 Motherboards/Chips for School of Engineering | $31K order

✓ $250 discount per unit for 10 Frequency Range Analyzer | $13K

✓ 15% discount per unit for 150 Fitbits



Bulk Ordering
Amazon Business as a Strategic Supplier 

Bulk Ordering

• Conveniently purchase large 

quantities of products in a single 

purchase with the Bulk Buying Tool

• Request a quantity discount when 

you buy eligible products in bulk 

from Amazon Business 
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Additional Resources
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Amazon 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
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Common Amazon Business Support Questions 
Quick resolutions to frequently asked questions and contact information for a variety of support resources

Contact Business Customer Support: 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 

Cancel an Individual Prime Membership: 

• Your Account > Manage My Prime Membership > End Membership

• The end user must follow the steps to receive a pro-rated refund

Request a Tax Exemption Refund:

• Your Orders > Locate Order > Contact Seller > Request refund through email

• Additional tax queries can be emailed to tax-exempt@amazon.com

https://www.amazon.ca/gp/help/customer/contact-us?ie=UTF8&ref=bfooter_cu
mailto:tax-exempt@amazon.com
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How To Guides and Helpful Videos

• Self Service Resources • Training Videos

https://business.amazon.com/en/find-solutions/professional-services/self-service
https://business.amazon.com/en/discover-more/events/training-videos


Thank You!


