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How to Access Amazon Business

Amazon Business is integrated with Smart Source , so all users will access Amazon Business through the
procurement system regardless of how they have previously used their email

Amazon Procurement System

o Navigate tO Smart Source Shopping Approvals  Account Activity  Settings

Shopping

* Click on the Amazon Business tile
Shopping

* End users should NOT access
Amazon Business directly (i.e. trying
to sign in from the Amazon.com

home page)
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Registration

Scenario 1

Create a new business user account

1. If yOU have never used your @Drexel.EdU email If you have not previously used your work email address on Amazon.com, account set up is simple!
for an Amazon account, set a password and you Enter your i name

and cheose your —_— Next step —_— Start shopping

business password

will be registered.

Scenario 3

Scenario 2

Convert your existing Amazon Account

Separate Business and Personal Shopping

2. If you have an existing Amazon.com account that
. Sign in to the existing account that you use for business Sigr_w in to the existing account you use for
yo u h ave u Sed on Iy fo ra uth Ori Zed D rexel purchases on Amazon.com. business/personal purchases on Amazon.com.

purchases, you can convert your existing account =
that will merge your order history. Login will /

. Create a separate
remain the same. Armazon scooswt business account
to transfer my order history. soyour order history stays private.
. . If you already have an Amazon account tied to your work If you have an existing Amazon account tied to your work
email address and use this account solely for business email and use this account for business and personal
3' If you have a n eXIStI ng Amazon 'Com accou nt that purchases, you will migrate this existing account to purchases, we will separate your personal order history
your organization’s Amazon Business account. Do not from your work email.

yO U h ave u Sed fo r pe rso n a I p u rc h a Ses, yo u Ca n choose this option if you have made personal purchases

on this account Choose a new email for your existing Amazon

split your account and your order history will not st Your pasoors s e same

Start shopping
H The email designated here, will be used to access your
m Ove to t h e Ce ntra I IZEd a CCO u nt' previous account, including existing order history and saved

payments or shipping addresses.
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Error Messages

Below are common error messages you may encounter when first registering.

¥ou are not authorized to access the action you selected. Contact your application administrator if you believe you have
received this message in error.

 End User will need assistance from Smart
Source Admin to assist with user’s profile

Please reference the following information if you contact support
Request Id: neg 1516726659063564

Error Code: 403
Error Message: Unauthorized

Click here to return to the application.

There was an error accessing your account information.

* End User is receiving this message because they are attached to This error s probably temporary. Please estart your buying sesion.
a separate Amazon Business account and need to de-register,
and/or have their Admin remove them from the existing Conditions of Use | Prvacy Notice © 1996-2016, Amazon.com, I

Amazon Business account they are currently on.

amazoncom w
« End User is trying to place an order

OutSid e Of P U N CH 0 UT afte r th ey Your organization is set up to place orders on Amazon using a procurement system.

To place orders on the website, please ask your administrator to log into their business account, and set requisitioner permissions
H H for you. Thank you.
registered their account
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De-Regqistration
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De-Registration

When the end user tries to access Amazon Business through the Punchout tile, they will encounter an error
message. To resolve and get access, they must complete the following steps:

1. User must login to previously registered Amazon Business account outside of the punchout
environment by going to Amazon.com

2. Download an Order History Report as a best practice

3. Click De-registration link and follow all prompts (ignore account closure verbiage) -
https://amazon.com/gp/b2b/manage/deregister

4. Follow “User to Convert” instructions

: If the account has more then 5 users, they will need to remove the users first. If they do not, they will receive
the below error message and can work directly with customer service for support

Your account is too large to close without the help of customer service

You can either have business customer service help you close the account, or you can reduce the number of members in your account to 5 or below. Remove users from your account

Back to account settings
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https://amazon.com/gp/b2b/manage/deregister

Business Customer Support

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

Get to Know Us Let Us Help You Work with Amazon Business Solutions
Careers Help Sedl on Amazon Business Amazon Business Solutions
M . Fress Releases SI'IIPPIF-; Rates & Policies Fullliment E'g.' Amazon Pu [-:haSI'lg Sysiems
. -281- -
D I reCt P h O n e' 888 8 3847 Amazon and Our Planat Business FAQ Advertise on AMazon Amazon Credit Line
. AMAZON in the Community Contact Us Sell Services on Amazon Amazon Business Blog
* Contact the Business Customer S — e
Service team for any \‘

Contact Us

transactional questions related to
an order, including: ordering,

Vitat can wa halp you with?

quantity availability' Shipment An order 1 placed Fire and Einds Digital Services Prime or Something elss
speed, delivery tracking, returns [ e ——
and refunds. This team can also S

provide Administrator support,
including feature configuration
and system integration support

ﬂ How would you ke to confactus?

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

ama;on business AMAZON CONFIDENTIAL


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
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