amazon bUSiI’lESS Shopping List Reference Guide
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Create Your Business List
Use Business Lists to create a list of items you would like your
designated purchaser to purchase for you.

To get started, hover your mouse over Lists at the top right of
your screen. Click Create a List

mbelp AB LAB.C 3 Trouble Ticketing 3 DocuSign AB ATEP € Travel Appication

amazonbusingss | Al s | Enter keyword or product number
K026

Departments v Todays Deals  Sellon Amazor

Shop Deals in
Business & Industrial

Featured General Business Categories

Office Products Electronics & Computers Software

Create a List

Customize Your List:

This list is for

1. Select that this list is for | [ ™

you Choose s s type
2. Select list type: Reorder | & peorder List
List S
3. Name the the list with

the school you are
ordering from AND the
date of your order

_ Shopping List
For items that are
bought once. Items are

Items remain on the filtered from view after

list after purchase.

9O

‘ School A-|1/1/2019 ‘

purchase.

List name

Where's Wish List?

() 1dea List

Make a list for the

Amazon community.

Cancel ‘ Create List |

Add items to your list

1. Search for anitem

2. Select the Add to List option which appears to the right of the page

below the “Buy Box"

Select the applicable list to add item

4. Confirmation message will show that item was added and you can
choose to view your list or continue shopping

w

Recurring delivery
= $1275

. One-time purchase:
$1275

qty:

1|

Buying in bulk? ~

Add to Cart

1-Click ordering is not available for
this item.

® Deliver to Julie - Boston 02210

Add to List v

Finalizing your list

Once your list is complete, Click View Your List. Before
sending your list, you may

1) request a quantity and/or

Email List to designated purchaser

2) add comments

Canon MX492 BLACK Wireless All-IN-One
Small Printer with Mobile or Tablet

Item added January 7, 2019

Printing, Airprint and Google Cloud Print l 2 Add to Cart
Compatible
vy v (3814 Move v Delete

$39.99 vprime

Color:Black = Style : Printer
45 Used & New from USD 15.99
Comment Add

Priority Add

1. Select “Share”
Share ~ T
2. Click “Manage coworkers”
3. Click Add People
4. Search for the recipient’s name or email
5. Click “Save”

Mr. Havivi - 3rd Grade - ABC Elementary

With Havivi City Pubic Schools Cancel | Save |

Michael Oar )X Search for people

People

Michael Oar
havivi+demo2@amazon.com

List Settings

To change your list name, settings, or delete list,

1. Select the 3 dots in the upper right corner and select
“Manage list” from drop down

2. Please make sure to include your school name and date
in the list name

Manage list x

People can search for your public lists using your recipient name. When finding your

public lsts, they will see your recipient name, birthday and city.
Share ~ nan
List name Tal's List
List is for You ¥
Recipient Tal B. Havivi Ma nage l i ot
Email example@amazon.com
Birthday Month v || Day v F r i I"It Li Et
Description Write a little something about the recipient of this list.

Tip: This information will help others find your lists

Shipping Address | None h

List type (®) Reorder List

ot Itarme that sea bouobt enaatadii. s ramale.an. tha.

Cancel || Save Changes

The Amazon Business Customer Service team can be reached Monday through Sunday from 8am to 12am Eastern time at (888) 281-3847 or at www.amazon.com/gp/help/contact-us



http://www.amazon.com/gp/help/contact-us
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Other Settings

Although not needed in the day to day process, there are

options to share your list outside of the account:

1. Click on “Share with a link” and it will provide a URL you
can copy and send via email to anyone

2. Click on “Searchable on Amazon,” and your list will be
made public so anyone can find and purchase off your
list

With public With public

Share with a Llink 0

— http://a.co/6CTqiKe

Searchable on Amazon 'J

Searchable on Amazon

The Amazon Business Customer Service team can be reached Monday through Sunday from 8am to 12am Eastern time at (888) 281-3847 or at www.amazon.com/gp/help/contact-us
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