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Goals for Amazon Business

• Cost Savings
• Better End User Experience
• Spend Visibility
• Compliance
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Joining the Amazon Business Account
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Logging to CSUBUY to access Amazon 

Business 
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New to Amazon
If you have never used your CSU email address for an Amazon account you will be taken directly 
into the site.



AMAZON CONFIDENTIAL

Existing Account with Work Email

OR
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Existing Business Account with Work Email

• When user clicks on "Get 

Started", he/she is taken to a 

page to download order history 

and start the process of moving.

• With one-click, the account is 

automatically de-registered and 

user is automatically to the 

official account

• Same user credentials work, no 

password reset needed!

admin@workemail.com

Customer Name.



AMAZON CONFIDENTIALAMAZON CONFIDENTIAL

Purchasing on Amazon Business
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Page Functionality 

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 track your 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.

Business Account Navigation

https://www.amazon.com/gp/help/customer/display.html?nodeId=202099970
https://www.amazon.com/gp/help/customer/display.html/ref=hp_left_v4_sib?ie=UTF8&nodeId=201733120
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New to Amazon requires password creation 
If a new user tries to access Your Orders or Business Analytics they will need to create a password.

Click here to create a 
password.  Amazon 
will send a one time 

password to your 
work email.
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Purchasing
When checking out on Amazon Business, the experience begins just like the consumer site.
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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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Search 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

1. Maximize Savings! Search All Departments & try 
using generic descriptors instead of brand names

2. Consider refining search results with filters 
available of left side of your screen, such as Prime
or Business Seller

3. Sort results by options listed on the top left of 
your screen, such as Price: Low to High

4. In many cases, you can also Select Quantity 
Discounts to review quantity discounts and 
purchasing options

5. To compare offers, scroll down & select Used & 
new to pull up the Offer Listing page

Recommended filters:

• Business Sellers

• Prime Eligible

• Brand

• Average Customer Review/Rating

• Diversity Credentials
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Progressive Discounts 
Unlock lower prices and save money on the products your organization buys the most.

• 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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Checkout 
Checkout experience is similar to the consumer experience

Click on “Add to Cart” 

and then click “Proceed 

to Checkout”
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Shipping Options
Choose the delivery option depending on when you need the item and how many packages delivered
Note: Shipping address will default to the campus address listed in your account through CSUBUY
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Shipping Address
This is a dummy address for shipping.  You will select the shipping location in CSUBuy.
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Payment Method & Finalize Order
Enter your Purchasing Card information and save it for efficient checkout in the future

Click “Submit order for approval” to punch 
out your order to CSUBUY to finalize your 
purchases



AMAZON CONFIDENTIALAMAZON CONFIDENTIAL

Your Orders
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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 Analytics
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Navigating to your Orders
A report of all your orders can be found under Business Analytics
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Orders
A report of all your orders can be used to find invoices and review your purchases

Download your 
order history1. Select all

2. Download 
Receipts
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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. 1-888-281-3847 

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


