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Organization’s Goals
* Joining the Amazon Business Account
e  Shopping on Amazon Business
e Business Account Navigation
*  Account Configuration
e Checkout
e Guided Buying
*  Tax Exemption
*  Amazon Business Analytics
*  Your Orders
e Business Customer Support
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University at Buffalo’s Goals

Consolidate Existing Amazon Accounts
Reduce Tail Supply Base

Better Compliance

Savings across the campus

Future Integration with Jaggaer
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Joining the Amazon Business Account
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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?

e 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” E!Thq? uccounilud.mm u.l your organization has invited 3,-fou to place clarders for work using A.rnazu-n.
usiness. 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

e 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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Shopping on Amazon Business
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Amazon Business Benefits

Share Bl W @) 200+ Shares

Business Pricing & Quantity Discounts Qty- 1 B
» Business pricing and quantity discounts are only available to registered business account customers on +/ Quantity discount available.
Amazon. Click to learn more.

Business Prime Shipping
* Once Business Prime Shipping has been purchased, it provides Free Two-Day Shipping on eligible items

for all users in the business account. There are multiple pricing tiers to meet the needs of husinesses of
all sizes. Click to learn more. E] Company Restricted

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.

| Submit order for approval

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

List Price: $343.00

Amazon Business Analytics Price: $266.99

* 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.

Business Price ¥ $248.60

amazonbusiness AMAZON CONFIDENTIAL
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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/dp/B00DBYBNEE/135-0424108-0435068?_encoding=UTF8&force-full-site=1&primeCampaignId=ab_bps_fbpsa
https://www.amazon.com/gp/help/customer/display.html/ref=hp_bc_nav?ie=UTF8&nodeId=201997670

Search & Browse Optimization

e 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.

e Recommended filters:

* Business Sellers

e  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

zBackto Business |

Balance your Business and Budget
with Brother

Featured Professional Borvice Calegores

Sort by highlighted items,
price & customer reviews

Sort by Avg. Customer Review

Featured

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

E_ & :l

See more choices

Utilize recently viewed items & featured
recommendations based on your browsing history

R m 17 # 7w

Select desired product
details to refine search

Eligible for Free Shipping
Free Shipping by Amazon

Quantity
Under 10 Sheets (21
10 to 19 Sheats (149
20 to 29 Sheets (611
30 to 49 Sheets (53
50 to 99 Sheets (401
100 to 299 Sheets (322
300 Sheets & Above (157

Feature Keywords
Phote (1,55
Matte (1,425
Fine Art (1,103
Professional (74
19x 13 (319
17 x 11 (304
Heavy Weight (285
+ See more

Featured Brands
HP (291
Epson (255
Avery (272
Hammermill (50
Jacquard (2
Inkpress (228
Cricut (1

+ See more

Packaging Option
Frustration-Free Packaging

AMAZON CONFIDENTIAL
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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.

amazonbusiness
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Sharpie
Sharpie Permanent Markers Fine Point
Black - 36 Pieces

e

YW WWyr v 3,783 customer reviews
| 84 answere d questions

Eal:EEg =g in Permanent Markers & Marker Pens

List Price: $30-69
Price: $13.05 vPprime
You Save: $17.64 (57%)

In Stock.
‘Want it Menday, Jan. 152 Choose One-Day Shipping at checkout.

Ships from and sold by Amazon.com. G't—wrap available.

| Ships from and sold by Amazon.com.
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Reorder & Shopping Lists

Hello, Katherine 2
Account for Ravenna Gar... = Lists = -u

How do lists work on Amazon Business? Your Lists

Breakroom Favorites

Choose a list type Shopping List

» Reorder List Shopping List Wish List

* 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

e Choose hetween multiple list types depending
on if you want the items to remain on a list W——

Create a List

after they are ordered | Y US; \, |d —————
* To share your list, create a public -
list and use the URL to email it Share this List via Email ¥ —
directly to your desired audience &, Breakroom Favorites
* When a list is shared with you, you - ]
can save it to your own account or To: mport Contacts
make a copy to edit yourself Email addresses will be stored in recently used contacts and will not
be used for marketing purposes.
4| Send me a copy of this Email —
nvo Err—
1 P

amazonbusiness AMAZON CONFIDENTIAL
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Business Account Navigation
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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.

ama;on business AMAZON CONFIDENTIAL


https://www.amazon.com/gp/help/customer/display.html?nodeId=202099970
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Checkout — Individual Payment Methods

When checking out on Amazon Business, be sure to enter the appropriate payment and shipping details. This
information can be entered in or during the checkout process

Your Addresses
Edit addresses for orders and gifts

Each time you add a new address, be sure to indicate

if weekend deliveries can be accepted at that location.

If in doubt, we recommend opting for week day
deliveries only.

Be sure to indicate if an access code is required to
deliver to a specific address.

Previously used ship to addresses will automatically

be saved and made available during future checkouts.

Ship to addresses can be audited by your account
administrator at any time. Please he sure to comply
with all purchasing rules and policies

amazonbusiness
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[E— .
Payment options
- Edit or add payment methods

Purchase cards are the recommended form of
payment for the Amazon Business account.

The Amazon Business account is intended for
business purchases only. No purchases should be
made on a personal credit card.

If you have access and permission to use multiple
different cards, multiple cards can be stored in your
account information.

Payment instruments are visible to your account
administrator and can be audited.

AMAZON CONFIDENTIAL



Restricted Policies

Administrators can customize messaging to let end users know IF and WHEN they can purchase certain categories on
Amazon Business

& Noncompliant item

This item does not comply with the purchasing standards for your business. For more information, contact your business administrator.

Restriction Best Practice:

* Because restrictions are created at the category level,
some permitted items may get unintentionally
restricted.

* Be aware, restricting a category does not prevent a
purchase but adds a warning.

ABCDEF - Level Test Group employees: Defer fo our existing IT contracts before purchasing consumer electronics
Show other admin messages

A Your cart contains noncompliant items

TA B LE One or more items in your cart de not comply with the purchasing standards of your business. For more information, contact your business administrator.
o Current Total: $ 49,99

— AT AN — 3 Test, get a upon approval Savings: - $ 50.00 Apply now

INCREDIBLH - for the Amazon Rewards Visa Card Cost After Savings: $ 0.00

PR I C E ' Savings Remaining: $ 0.01

Shopping Cart

Price Quantity
Fire Tablet with Alexa, 7" Display, 8 GB, Black - with Special $49.99 v :
Offers by Amazon
In Stock

. ABCDEF - Level Test Group employees: Defer to our existing IT contracts before
purchasing consumer electronics

Show all admin messages ~
Eligible for FREE Shipping
This is a gift Leam more

Delete Save for later

amazonbusiness
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Checking out with ATEP

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:

e iyl i itocy/ *  On the Review Your Order page (checkout), verify
s8 and/or modify which items should be charged
. Cuantity e 45 business days
sales tax.
. w3 8 gt 1o mgt . .
-~ Choose a shipping preference e 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, 11
\"'d of J packs (1500 Sheets) (Y98606)
$15.4
Guantity: .

B 7ot g2 resopt : _ » What items are eligible for tax exemption?
- . | Tax Exem I:'t“:'n -'E"-F:'F'“E"j Remove I Tax exemption applies to items sold by . ..

#10 Security SELF-SEAL Envelopes, No S Amazon.com LLC

t‘-’ Window, Premium Security Tint Pattern QAmaZOn Digi‘[al Semices LLC

Ideal for Home Office Secure Mailing

QUICK-SEAL Closure - 4-1/8 x 9.1/2 Inches
White - 24 LB - 100 Per Box (14100) D Warehouse Deals LLC

$7.49

JAmazon Services LLC

| [ Sellers (Non-Amazon) participating in ATEP

amazon bUSiness AMAZON CONFIDENTIAL
~—




Business Analytics
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Amazon Business Analytics

Amazon Business Analytics provides the
ability to: Reports

* Aggregme purd‘uses to compare and Use our reports to get line-item details about your organization’s orders and

track spend over time access important documents like invoices. Start with one of our curated
e 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
e (Customize and save report |emp|(ﬂes fo Compare arder and payment history to Get detailed shipping, product, and seller
meet business needs your records. info on an order.

 Download CSV files to unulyze your Returns Refunds
d(ﬂ(l In EXCE| Monitor what items are being returned and Track the payment, product, and status of a
the reasons why. refund.

Related offers

See what other offers were available at the

time of an order.

amazon bUSiness AMAZON CONFIDENTIAL
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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

e Customize report columns and
filters at the left to find required
information

amazonbusiness
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Business analytics

Adjust
columns

[

Get order
documents

Reconciliation
Add title and save to your templates

Transaction Date

11/08/2018

11/08/2018

11/08/2018

11/08/2018

11/08/2018

11/08/2018

11/08/2018

11/08/2018

Repaorts

Payment Reference ID

K3TRZEKRUWL

2FL26BHF590

4TTMWIZLTYS

SHOZR3I0OKBKD

T15KCMPOG0OS

0000001LOQ4L

ZLNKETGK4AL]

66/HB47PP11

Time period

Month to date v

Transaction Type

Charge
Charge
Charge
Charge
Charge
Charge
Charge

Charge

Payment Amount

$13.47

$357.88

£51.62

$60.99

$27.92

£18.59

$22.48

£34.35

Account Group
Timberlands-Western
Timberlands-Western
Timberlands-Southern
CorpFunc-GeneralCounsel&Cor
WP-Mid South Region
Timberlands-Southern
WP-Eastern Region

CorpFunc-CompBenefits&HR

AMAZON CONFIDENTIAL



Your Orders
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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

Take a variety of actions on your
orders such as initiating returns

Your Orders T or tracking the delivery of a
package.

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

[

B

Wiew All Orders: Ravenna Garden *

16 orders placed in | past 6 months % ArriVing AUgUSt 1 6 - August 20
ORDER PLACED SHIP TO PLACED BY TOTAL Ordered Sunday‘ August 12
May 15, 2018 Third Floor ™ Katherine ~ $0.00

Approval Demo 2

This order was approved. View details

Track package
Cancelled P 9

Shipped today

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

Return or replace items
Sheets)

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

Write a product review

Out for delivery

amazon bUSineSS AMAZON CONFIDENTIAL
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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.

amazonbusiness
N

Noft sure what you're looking for? Learn more ahout the features and benefits on Amazon Business HERE.

Get to Know Us
Careers

Press Helegses

Amazan and Our Planet
Amazon in the Commiunity

Company Facls

Let Us Help You

Heip

Shipping Rates & Policies

Business FAQ

Cantact Us

‘Work with Amazon

Sedl on Amazon Business
Fuii@ment By Amazon
Advertise on Amazan

Sl SEVICES N AMAZON

XMEEUH Giobal Seling

Business Sclutions

Amaron Business Salubons

Purchasing Systems
Amazan Credit Ling

Ammaron Business Blog

Contact Lis

oMt 4 By

n Vit can wa halp pou with?

ﬂ Toll g more aboul yoer mvoe

ﬂ Herey wepubd you ke fo coniect ue?

# Piane mate @ salacton =

An prder 1 placed Fire and Eindle Dhgrtad Sernces

Frime or Something eloe
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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

Common Customer Support Questions

See helow 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

mednicka@amazon.com
*  This person is your point of contact for anything related to the Amazon Business account structure, new features and functionality,
and questions that do not fall into the above categories

ama;on business AMAZON CONFIDENTIAL
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