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Benefits of Amazon Business & Business Prime
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Amazon Business Benefits
Business Pricing & Quantity Discounts

• Business pricing and quantity discounts are only available to registered business account 
customers on 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 

businesses of all sizes. Click to learn more. 

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. 

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

Business customers.

Amazon Business Analytics
• 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.
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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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Options for Shopping With Amazon Business
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Punchout Process

Ariba              Amazon Business

Direct Login to Amazon Business

https://www.amazon.com
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Shopping Amazon Business Through Ariba Punchout
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New User 
1.

On your first punchout to Amazon Business from Ariba, you 

may have to enter your name and then start shopping
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User To Convert
1.

Begin the registration process from Ariba

2. 

The system recognizes the email. Sign in with 
existing password 

3. 

Choose ‘Yes, join this account’ in order to 

keep the same log in info and order history

4. Review that the log in information is now an Amazon 

Business account and start shopping
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User To Split
1.

Begin the registration process from Ariba

2. 

The system recognizes the email. Sign in with 
existing password 

3. 

Choose ‘No, I want to create a new account 

for Amazon Business’

4. Enter the personal email address you want to split your 

account off to. Once complete, your previous order 
history will be associated with the account tied to your 
personal email address
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Punch Out to Amazon Business from Ariba

Click the Amazon 
Punchout Option
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Searching Product via Search Bar or Shared Lists

You can search by 
keyword via the 
standard Amazon 
Search Bar

Or

Utilize lists that have 
been curated by the 
Amazon Business 
Admins

1

2

2

1



AMAZON CONFIDENTIAL

Add Items to Cart
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Proceed to Checkout
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Checkout
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Checkout

You can disregard Group (1) and Business Order 

Information (2) 

The shipping address will either populate with 

the shipping address from your Ariba profile (if 
populated) or you will see a placeholder address 
like the one below.

This just lets you know that you are to select the 
actual ship to address in Ariba.  Amazon will ship 

to the address that is sent from Ariba on the 
purchase order.

The payment method is a pre-loaded ghost card.  
Just click “User this payment method.

John Doe
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Transfer of Cart to Ariba
Once you click “Submit order for 
approval”, the cart will then be 
transferred back to Ariba where 
you can complete your requisition 
entry and submission for approval.

Click the “Check out” button and 
complete the shipping, account code 
selection, and any added comments 
prior to submitting requisition in 
Ariba

Please note that modifications (lines, quantities, etc.) to carts in Ariba after transferred from Amazon Business, 
should not occur (see slide 20)
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Entering Receipt in Ariba for Amazon Business Orders

NOTE: The Goods 
Receipts Process for 
Amazon orders is the 
same as other all other 
orders in Ariba.
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Halted Orders
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Halted Orders 
There are five instances in which orders can be halted/cancelled 

• Safeguards – If the approval is not completed in Ariba within the 14-day cart lock, and the order falls outside of the safeguards (set by your 

organization) at the time of approval, the item or order will be halted and a new order will need to be created and submitted.  If the order 

does not fall outside the safeguards, the current-day pricing will supersede.

• Multiple PunchOut Sessions – Multiple PunchOut sessions from Ariba can result in a cancelled order. When shopping on Amazon Business 

through PunchOut, make sure to use one PunchOut Session per order. 

• Changing or Modifying Cart – If after the cart is sent from Amazon Business to Ariba and there are any changes made to quantity, items, etc. 

(essentially if the PO doesn’t match the cart that was transferred from Amazon Business) items may be rejected (which you wil l be notified via 

the order confirmation) and a new order will need to be created and submitted for those rejected items.  Best practice is to not modify the 

cart in Ariba after it is transferred from Amazon Business.  If changes are required, it is best to abandon that order and submit a new one.

• Address on Final PO Differs From Address at Checkout – If the checkout address is in the contiguous US, but the address on the final PO is 

outside the contiguous US, the order will be cancelled and a new order will need to be created and submitted with the correct shipping 

address. 

• Zip Code Change for Next Day Delivery – If the zip code on the final PO differs from the zip code used for the address at checkout in Amazon 

Business and the item is set for next day delivery, the order will be cancelled and a new order will need to be created and submitted.

If any of these cause cancellations of items within orders (which will be communicated via Amazon 

Business order confirmations), POs in Ariba will need to be modified to release reserved funds.
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Halted Orders 
Amazon Business sends this email if an order hits one of the business rules (called “Safeguards”) set by your organization. 

Things to note:

• Refer to details provided in the email. 

Or, contact Customer Service for more 

information.

• If an Amazon Business order has been 

halted, the end user will need to start 

over and place a new order.
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Error Messages
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Error Messages
This section of the account provides additional detail regarding the status of all orders placed

Application Error

• End User will need assistance from a Ariba Admin 

to assist with their user’s profile

Amazon Error

• End User is receiving this message because they are associated to a 

separate Amazon Business account and either need to be removed from 

that Amazon Business account (if not an admin on that account) or 

invited to join the LAUSD Amazon Business account (if they are an admin 

on that account)

Amazon Error

• End User is trying to place an order 

outside of Ariba after they registered 

their account
Please note that if you receive this error message, please reach out to your PCard Representative for 

assistance.
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Reconciliation / Refund Process
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Reconciliation/Refund Process

Requester submits a 

purchase requisition 
in Ariba for Amazon 
order for approval

Purchase Order 

(prefix “PCO”) is 
generated and Ariba 
Ghost Card account 

is charged

Amazon receives 

order and ships the 
items

Requester receives 

items and enters 
good receipt (GR)

Card transactions 

are loaded to Ariba 
and are auto-

reconciled

Reconciled 

transactions are 
loaded to SAP ECC 
for GL posting and 

clearing

Return / 
non-

received 
Item(s)?

Requester returns 

items to Amazon(or 
contacts Amazon for 

refund

Amazon issues 

credit for returns

Card transactions 

are loaded to Ariba 
and are auto-

reconciled

YN
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Reconciliation/Refund Process
▪ Ariba will link card transactions 

with the corresponding PCO# 
and 16-digit card # and auto-
reconcile to the appropriate 
funding line.

▪ If charges cannot be identified, 
they are routed to the P-Card 
Manager queue for the admin 
to assign the transactions to the 
correct PCO# and these will go 
through the approval workflow 
process for reconciliation.
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https://www.amazon.com

Shopping Amazon Business Direct (Outside of Ariba)
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Checkout – Group, Business Order Information

1) In most cases, you will have a 
single group when purchasing 
directly from Amazon Business 
(Outside of Ariba), however, if you 
happen to be assigned to multiple 
groups, you will select the group 
that you are purchasing on behalf 
of.  

2) PO# is an optional field and can 
be bypassed by clicking “Continue”
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Checkout – Shipping, Payment, and Order Submission

3) Select shipping address (Please ensure that the 

“Deliver To” recipient is added to ensure delivery to the 
appropriate person)

4) Payment method is pre-populated with 
department/school PCard for you.  Nothing 
additional to select here.   

John Doe
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Buying Policies 
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Restricted Policies
Administrators can customize messaging (up to 120 characters) to let end users know IF and WHEN they can purchase certain 
categories on Amazon Business 

Considerations:
• Because restrictions are created at the category 

level, some items may be unintentionally 
restricted.

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

While these items are able to be purchased, please note that they may route through approvals.
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Organization Blocked
Hard blocking product categories prevents an end user from adding these products to their cart. The add to cart 
option will appear greyed out for any product categories that are blocked. 

Examples of Blocked Items for 
LAUSD:
• Chemicals
• Waxes & Oils
• Solvents
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Highlighted Products and/or Sellers
Mark specific products as preferred to ensure your end users can easily find what they are looking for. This 
messaging is visible throughout the shopping experience, search results, and on product detail pages.

Examples of Other Preferred 
Policies for LAUSD
• SBA Certified Business
• Small Business
• Veteran Owned Business
• Women Owned Business
• Minority Owned Business

Although preferred, please ensure that you do your due diligence to ensure product, price and delivery best 
meet your purchasing needs
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Business Account Navigation
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Page Functionality 

Your Account Standard Amazon account information

Your Orders View and track your orders. Administrations can view orders others have placed on behalf of the organization

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
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Your Orders
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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 
such as initiating returns or tracking the 
delivery of a package.

Please note that if someone else places an order on your behalf, you will not be able to track orders.  Only the 
person who submitted the order will have this capability.
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Return an Item
Navigate to Your Orders from the dropdown

Please note that if someone else places an order on your behalf, you will not be able to complete returns.  Only the 
person who submitted the order will have this capability.
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Business Analytics
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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 

Please note that if someone else places an order on your behalf, you will not be able to see order history of these 
orders. Only the person who submitted the order will have this capability.
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Business Customer Service
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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. 

Not sure what you’re looking for? Learn more about the features and benefits on Amazon Business HERE.
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Jared Arambel
Strategic Adoption Manager

• How can I help?

• Provide a personalized, white-glove purchasing experience

• Streamline purchasing processes to improve efficiency

• Identify cost-saving opportunities to maximize value

• Secure discounts for bulk or high-volume orders

• Assist with complex projects and Request for Quote (RFQ) 
submissions

• Help navigate inventory availability and quantity limits

• Conduct departmental presentations and business reviews

• Offer escalated customer service for high-priority issues

Available for Individual/Team Meetings – Let’s Connect!

E: jarambel@amazon.com
P: 310-869-5344 
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Common Customer Support Questions 
See below for quick resolutions to frequently asked questions from your end users as well as 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 

Call Business Customer Support: 
• 866-486-2360

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

Your Account Executive – Steve Purgatorio (spurgato@amazon.com) 

• This 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
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Appendix
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Background of Program
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• Vision: LAUSD will be the premier  public school 
district by eliminating inequities to graduate ALL 
students ready for the world-to thrive in college, 
career, and life.

• Mission: Realizing excellence for all students by 
providing the unique, rigorous, and culturally relevant 
education every student deserves.

Pillars:

• Pillar 1: Academic Excellence
• Pillar 2: Engagement and Collaboration
• Pillar 3: Joy and Wellness
• Pillar 4: Operational Excellence

• Pillar 5:  Investing in Staff 

Core Beliefs:

• Equity
• Collaboration
• Excellence

Mission:  Enabling the Learning Mission via Digital 
Procurement, bringing product into practice efficiently 
and  Reallocating Resources towards Instruction

Values:

Empowerment:  Empowering educational staff to bring vison to 
fulfillment for student growth

DEI (Diversity, Equity, Inclusion): To bring high quality, diverse, 
equitable solutions and opportunities to our partners

Personalization:  To honor a personalized approach to engaging 
tools for enabling learning

Strategic Alignment
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LAUSD-Amazon Business Relationship Timeline

Dec. 2019 
Partnership 

Begins

Sept. 2021

Direct Access 
Program Launch

2022-2023

Refine, Enhance 
Solutions

Sept. 2024

Punch-out Catalog Solution 
Launch
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Purpose: Amazon Business is a tool for schools’ teachers and staff to obtain products 
efficiently, equitably,  via digital solutions, to Enable the Learning Mission.   

Benefits of Program: 
• Discounted pricing 
• Punch-out or Direct Access option
• Fast, free shipping to your schools with Business Prime
• Choice for P-Card purchases 
• Empowers Teachers and Staff 
• Vast product selection 

• Personalized approach

Program Highlights
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Joining the LAUSD Amazon Business Account
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How to Access Amazon Business
Amazon Business is integrated into LAUSD’s Ariba Application.  All users will access Amazon Business through Ariba regardless  
of how they have previously accessed Amazon.

• All registration flows start when the buyer punches out to the Amazon Business 

account from Ariba for the first time

• End users must have access to the Amazon Business punchout in Ariba order to access 

Amazon Business

If you already have a profile in the LAUSD AB account, you can disregard this and the next pages regarding registration.
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Amazon Business Registration Scenarios
Depending on how an end user has used their work email on Amazon.com or Amazon Business in the past, they will be 
prompted through the corresponding registration flow. 

Persona Objective

New User Has never used LAUSD email address on any Amazon account

User to Convert
Amazon.com User (LAUSD email address linked to Amazon) who’s order history will be 

migrated to the Centralized Business Account

User to Split
Amazon.com User (LAUSD email address linked to Amazon) who would like to transfer all 

previous order history and account information to a personal email address, freeing up the 

business email and starting with a clear profile in the Centralized Business Account

User to be Invited
Amazon Business User (LAUSD email address currently linked to an Admin profile on an 

existing Amazon Business account) who needs to be invited to migrate the existing AB 

account to the central LAUSD AB account.  If there are multiple users on the existing AB 

account, those users will migrate over with the account to the central LAUSD AB account.
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Bulk Buying Tool
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• Create bulk orders when you need 
more of something

• You can Buy in Bulk by Category

• Request custom quotes directly 
from sellers based on your 
business needs

• Search for and Order Books in Bulk 
using ISBN or ASIN numbers

Bulk Buying Tool 
Access the Bulk Ordering tool from the drop down menu of your business account 
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Custom Quotes
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Amazon Business Customer Quoting
• Amazon Business has the ability to request quotes from across the sellers 

on the Amazon Marketplace.  The Custom Quote Engine (CQE) is a tool 
which helps Amazon Business Customers request a specific, discounted 
price on higher volume purchases.  

• Requirements of Custom Quote Tool:

• Using the tool from the AB account: Minimum requirements are 
*>=$10K or quantity of >999 units for a particular item(s).  

• Work directly with your organization’s AB Account Executive (AE): 
Minimum requirements are >=$7500K or >999 units).  Your 
organization’s AE contact information is at the end of this guide.

*Books are an exception to these minimum requirements



AMAZON CONFIDENTIAL

Why Create a Custom Quote Engine? 
• AB is primarily a buy-now solution (based on the Amazon.com model), 

offering instant quotes and fast deliveries.

• Customers come to AB for small/medium orders and turn to contracted 
suppliers for larger bulk purchases

• We are thinking bigger with bulk.

• Our vision: Help Customers leverage Amazon’s supplier network and 
competitive marketplace to get better pricing on bulk purchases while 
meeting bid requirements.
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How Does Customer Quote Engine Work?

1. Go to www.amazon.com/customquotes and find a product
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How Does Customer Quote Engine Work?

2. Toggle “Buy new” and click on “Buying in bulk?”
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How Does Customer Quote Engine Work?

3. Change the Quantity and/or click “Request a Quote”
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How Does Customer Quote Engine Work?

4. Change all relevant fields and click “Request Quote”
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5. Check your Bulk Ordering list and click “View request"

How Does Customer Quote Engine Work?
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6. Review status until quote is received.  Once quote(s) are received, 
select the quote and add to cart and proceed to checkout like normal.

How Does Customer Quote Engine Work?
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