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How to Create a Wish List on Amazon

1. Loginto Amazon Business and search for item/s
a@onbusiness Al $
Departments v

TodaysDeals  Sellon Amazon Business  Help

Slay connected

with Arlo

Discover Business Prime Shipping

EN _ ol

0D v
@ ¥ Caleb’s Account v Lsts

Top expense in November

$948.30inArtan...

Awaiting deiivery
22 orders

Next defivery
6 November

Spentin November

$3.62k

Keep tabs on spending
Try approvals

2. Additems to List, NOT cart

Leam more Send feedback

MOHDUSIHBS‘S Ofica Products ¢ | school supplies B ® . Discover Business Pricing H
Departments ~  Todays Deals  Sell on Amazon Business  Help EN L MmO et Linin e
Offico Products ~ Office Deals  School Supplies - Ofice Elecironics - Printers - Ik & Tone - PensawWiing - Calendars & Plannors - Snipping & Maving -
« Back to search results for “school supplies”
share A1 ¥ @

\l Purpose School Glue Sticks, Washable, 30 Pack, 0.24-ounce

1,406 custegner reviews | 24 answered questions

- in Glue sticks
= Frice: $7.55 & FREE Shipping on orders veg $25. Detalls

vprime | Try Fast, Free Shipping

In Stock.
Want it tomorrow, Nov. 72 Add it to a qualifying order within
Ships from and sold by Amazon.com. Gift-wrap available.

rs 4 mins and choese One-Day Shipping at checkout. Details

Size: 30-Count
60-Count

Color: washable

* Bonds to paper, cardboard, foam board, display board, and more
= Washes easily off hands and out of clothes
* Non-texic and acid-free

SchoolGlue

Sticks

Dries quickly and colorlessly
Perfect for arts, crafts, and school projects

Compare with similar items
Roll over image to zo0m in

===
This item is available because of the Add-on program

The Add-on program allows Amazon to offer thousands of low-priced items that would be cost-prohibitive to ship on their own, These
items ship with qualifying orders over $25. Details

3. Name your list and keep public

amazonbusingss  an =

Departments v  TodaysDeals  Sell on Amazan Business  Help N

YourLists  G#tFinger Frinds & Family Gifing  Baby Registy  Wegdfp Registy  Amazon Gift Cards

Create a List
You a8 00U 10 CTEGE YOUT ITE! LIET WY Ihe e you

Name your List

Caled Steeds List

Set who can see thi
® Public
Anyome can search far and see this s, You can alsa shar using a link

Shared (link only)

iy peaple with the link can soe this st & will not appear in Amazon search results.

Private
Oy you can see this it

Learn more about List

(s (o )

Hutlo 150
Caleb's Account ¥

Ships with any qualifying order
over $25, or as a monthly
Recurring Delivery. Details

Recurring delivery

$7.55 @

One-time purchase:

$7.55 ®
oty 1 v

Add to Cart

1-Click ordering is not available for
this item.

ship to:
Hutto Ls.d. - 78634

Add to List

Other Sellers on Amazon

Discover Business Prime Shipping

Lists v
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4, Select “View Your List’

amazonbusingss | ai s | [ @, Discover Business Pricing )
1item added to Caleb Steed's List
Elmer's Extra Strength Office Glue Sticks, 0.28 Ounces.
View Your List |

Each, White, 24 Sticks per Pack (E554)
$9.14

Share this item

ik

Customers who bought Elmer's Extra Strength Office Glue Sticks, 0.28... also bought

i E <

Scolch 5-Inch Soft Toueh Poinled

Dixon Ticonderoga Wood-Cased

Facon Lightweight Canstruction

£2 8 Pencis, Box e Sisors, Paper, Banches

Fofchoolr (2.595) Fodoodol (97) Fodoiodol (431)

81148 $15.53 o

[ swom | [ mssom | [ mwon |
ol | odoLel [ wewet

5. Add comments, quantities, and priority

amazonbusiness  ar m ® — Discover Business Pricing )
Departments v TodaysDeals  Sellon Amazon Business  Help S e — Usts v
YourUists GMFinder Frends & Famdy Gifting  Baby Registry  Weddng Registry  Amazon G#ft Cards
Your Lists  Your Idea Lists  Your Friends Createa List  List help
e —— Caleb Steed's List Pubiic Edit this list
[ @ Find sems across vour Lises |
Unpurchased v S share
Caleb Steed's List Pustic
Detauit List
Eimer's All burpose School Glue Sticks, Item added November 6, 2017
i Washable, 3§ Pack, 0.24-ounce sticks
Wahps e Rdededetd - 01400
$7.55
= in Stock. Offerel by Amazon com.
128 Used & N m $2.06
Add comment, quantity & priority.
End of List
Your recently viewed items and featured recommendations
Inspired by your browsing history Page10f6

6. Select the share envelope

amazonbusiness  ar — Discover Business Pricing )
Departments v  TodaysDeals  Sell on Amazon Business  Help 2 . Usts v
YourLists GMFinder Frends & Famdy Gifting  Baby Regisry  Weddng Registry  Amazon Gift Cards
Your Lists  Your Idea Lists  Your Friends Createa List List help
= Caleb Steed's List pubiic £dit this list
| @ Find ttems across vour Lists |
Unpurchased v| S share (]
Caleb Steed's List Puslic
Detauit List
Elmer’s All Purpose School Glue Sticks, Item added November 6, 2017
? Wiashable, 30 Pack, 0.24-ounce sticks
wish List Pustic Ardrdedrds (1,406 Mimon
$7.55 & !
In Stock. Offered by Amazon com. Move 7] D)
128 Used & New from $206
Add comment, quantity & priority.
End of List
Your recently viewed items and featured recommendations
Inspired by your browsing history Page10f6




7. Type email address here and select “Send e-mail”

8. The administrative assistant/bookkeeper will get the e-mail and go online to send your order to
Purchasing with e-commerce




How to place an order on Amazon Business

1. Receive an e-mail from Amazon that you have a Wish List to view

amazonvishlist -5
N

Vicki (victoria.melton@huttoisd.net) sent you this via Amazon

(44 Check out my Wish List. Wish Lists are great for keeping track of things b b ]
you'd like to have and for helping your family and friends buy gifts you really
want. Thanks for taking a look.

Items from Vicki's Wish List: Vicki&#39;s List See more

5 Pack Large Sales Order Book Receipt Invoice Duplicate Carbonless 50 Sets 5.5" X 85

2. Loginto Skyward and select purchase from online catalogue

7 Requistions - WRPU\MR\RE\RQ - 10740 - 05.17.10.00.04 - Google Chrome

& secure |

'(- Hutto ISD
war

[© % [ @ 8 i roies € i virson @bty e

<8
Yuwna

s 5 i | e s o <]
- 2T Y- o e B e T =
| ook o
e
-
_ Repon
3. Select Amazon Business
£ Requisitions - WF\PUMPRAREVR - 10740 - 05.17.30.00.04 - Geogle Chrome - 0o x
& Secure | httpsy/ y Fin wiisPOpypstrue a
\ oM 8 7
to onder from. e
officensror || Adso_ || DAL || pont=== || amagoniusiess |




4. Build your requisition — be sure to name the “Attention” line

Il Master - WRPU Q) - 10740 - 05.17.10.00.04 - Google Chrome - u} X
@& Secure | hitps://| hutta.txed.net:444/scrip .dll/WService =wsFin/foreqmast001.w Q
Requisition Master Information owo & 2]
Requisition Master Information | Requisition Detzil Lir i
isition Master i
Save and
Add Detai
Back

Requisition Setup Information

Requisition 758 - CENTRAL OFFICE
Group:

Fiscal Year: [2617 - 3618 Septerber 1, 2017 -

“ Account allocation by total requisition amount (YMA).

Account allocation by each requisition detai line (YDA).

|able for this group.

August 31, 7818 Current Fiscal year not

Requisition Information

= Batch
Number:
* Description:|
Vendor: AzoN SUSDRESS ] [Ecommercs Vendor™ |
 Ship Tos FTTo mrom semoor 5127534700101 pw cos mTEo T 9563 -
Attention: |[MARGARITA YANIS
* Due Date: [[/0/207_|| o[Monday |
Ship Date: [11/06/2017 | iolMonday |
Ship Via:
* Contract: [US_CO_#R-TC-17886 - Online Marketp] Ifnr the Purchases of Products and Service v

5. Select “View (name) Wish List”

Discover Business Prime Shippin

EN Hutto ISD =
% ¥ Caleb's Account v b 3

amazonbusiness  an:

Departments v  TodsysDesls  Sell on Amazon Business  Help

Stay connecte
with Arlo

Leammore  Send feedback *

Top expense in November Reconciiation made easy
$948.30 in Art an... See how

Spent in November

Awaiting delivery Next delivery
Q IN;Colety 21 orders 6November  $3.62k

and search for the email the list is coming from
m ‘ﬁ Business Gift Guide )

Usts v

EN | Huttoiso
] Caleb's Account v

6. Select “Your Friends”.

amazonbusiness  an s

Departments v Today's Deals  Sell on Amazon Business  Help
Gifts Yo Uists  Friends & Family GRting  Baby Registry  Wedding Registry  Amazol
Your Lists  Your Idea Li Your Friends Createa List  List settings

eep track of birthdays and gift ideas
nopping reminders for every occasion
and remember friends' Wish Lists

* Find

Get Started by Adding Friends
I3 Find friends on Facebook |

Add friends yourself

Get Gifting Help
Need help? Vit our Help section | Want halp with a purchase? Contact Customer Service




7. Select “Add to Cart” for the items you are purchasing

Discover Business Prime Shipping

a@nbusmms Al 2

EN _ hutorso v\
© ¥ Caleb's Account v Lsts \

Departments v  TodaysDeals  Sell on Amazon Business  Help

YourLists ~GiftFinder Friends & Famiy Gifting  Baby Regsty  Weddng Registy  Amazon Gift Cards

Your Lists  Your Idea Lists  Your Friends Add Friends with Facebook  List help

QFindsomeoneslst | Q Vicki's List

Vicki Melton ~
L'=J 5 Pack Large Sales Order Book Receipt Invoice
Vicki's List Duplicate Carbonless 50 Sets 5.5" X 85
Prdrdrdr (s * 52
$14.99 vprime
Buying this gift elsewhere?

In Stock. Offered by Online Best Service:
3 Used & New from $13.48

End of List

8. You may need to sign in again here.
9. Select “Proceed to Checkout” if complete

NYBIMN3UYHTD

<hlist/fie=UTF8&cic

@ Secure | hitps/

Your Business Hutto ISD ' Punchout Group. Hutto 1D

amazonbusiness i« Discover Business Prime Shipping

Departments v  TodaysDeals  Soon Amazon Business  Halp BN s uss v \ly

Yourlists GAFinder Friends & Famiy Giting  Baby Registry  Wedding Registy  Amazon Gt Cards

Your Lists  Your Idea Lists  Your Friends Ad Friends with Facebook  List help

| @ Find Someones List @ Vicki's List
Vicki Melton - Unpurchased v @ share 4

 Added to Cart

5 Pack Large Sales Order Book Receipt Invoice
Duplicate Carbonless 50 Sets 5.5 X85

Frirdedrsy v 52)

$14.99 vprime

In Stock. Offered by Online Best Service. i st =
3 Used & New from $13.49 Gift Options not available

End of List

10. Choose Shipping Option. Choose Standard or Free Two Day Shipping, select “Continue”

B Select Shipping Options - Amazon.com Checkout - Google Chrome:

@ Secure | httpsy o handlers/disph has t=1
amazoncom
— SHPPING & PAYMENT
Choose your shipping options T
Shipment 1 of 1 Choose aglelivery option:

Shipping from Amazon.com (Leam more) @ Standard Shipping — get it Friday. Nov. 10

Shipping to: Little Hippo CDC, 302 COLLEGE ST, HUTTO, T, 786344526 United States Two-Day Shipping — get it Wednesday, Nov. 8
9 Ons-Day Shipping — get it tomarrow, Nov. 7
~ 5Pack Large Sales Order Book Receipt Invoice Duplicate Carbonless 50 Sets
55" X85
$1499 - Quantity. 1
Sold by. Onlne Best Service

Change quantities or delete

Do you have 3 promotional code? We'll ask you 10 enter your ciaim code when s brne 10 pay

Condions of Use | Privacy Notice © 1996-2017. Amazon com, Inc




11. Select “Pay by Visa” then select “Continue”
amazoncom
s —

SIGHYA  SHIPPING & PAYMENT

Select a payment method

credit and debit cards

® wisa Visa endingin 7825

Reference number (optional):
Hutto ISD line of credit

) Pay by Invoice

Name on card

Amazon Hutto ISD

Expires on [

You can review this order before it's final
06/2020

12. Select “Change” if you need to adjust quantity of items. Once Order looks correct select

III

“Submit orderfor Approva
13. You are unable'to return to Amazon to

anything once selected.

Payer
Hutto ISD Pay by Invoice

Change

ipping address change
LitNe Hippo CDC
302\COLLEGE ST

Ship 1o multie addresses

Business\Order Information change

Estimated Delivexy: Depends on Approval

(For example, if approved Now, Friday, Nov. 10, 2017)

5 Pack La\ge Sales Order Book Receipt
Invoice Dupicate Carbonless 50 Sets 5.5" X

$14.99
Quantity: 10 Ghange
Sold by: Online Best Service
| i Add a gifi receipt |
and see other git aptions

“Wihy has sales tax been applied? See tax and seller information

Do you need help? Explore our Help pages or contact us

Payment method change

Promotional Codes:

Submit rder for approval

Enter Code ‘ Apply ‘

By placing your order, you agree to Amazon's
privacy notice and conditions of use.

Order Summary

Items (10): $149.90
Shipping & handiing: 52024
Free Shipping 52024
Total before tax: 5149.90
Estimated tax to be collected 30.00
Order total: $149.90

Qualitying offers:
- Free Shipping

How are shipping costs calculated?

You got free shipping on the eligible items in your
order! (Why aren't all my items sligible?)

Choose 2 delivery option:
© Monday, Nov. 13 - Thursday, Nov. 16
FREE Shipping
Friday, Nov. 10
FREE $tandard Shipping
© Wednesday, Nov. &

FREE Two-Day Shipping

®

Tuesday, Nov. 7
$60.10 - One-Day Shipping

@

Choose a shipping preference:
Group my items into as few shipments as possible

) @

items faster. Ship items as they become

c
£

available.
(at additional cost)

14. Choose shipping preference “Group my items into as few shipments as possible”




15. Your line items should be built for you!
16. Make sure all information carried over correctly and select “Add Requisition Accounts”

{{% Requisition Detail Lines/Accounting - 05.17.10.00.04 - Google Chrome - -] X
@ Secure | httpsy/hipponet hutto.txednet:444/scripts/wsisa dil/WService =wsFin/foreqdeti001 1w
Accounting

Requisition Detail Lines/Accounting
Requisition Master Information
Batch tumber:

#E20t9n ooooassas
Group: (750) CENTRAL OFFICE Aenount: 149.90

Fisca Year: 2017 - 2018 Ship To: HUTTO HIGH SCHOOL 512.759-4700
ndor: Blanket PO;

17. Add your Requisition Budget Number and select “Save Account Distrib”

g’l?f Account Distribution - 05.17.10.00.04 - Google Chrome

& Secure | https://hipponethutto.txed.net:444/scripts/wsisa.dll/WService=wsFin/facctmdist001.w?MenulDOverride=0&isPopup=true
Account Distribution

Available Accounts (Accounts are displayed based on Account Clearance access) AE;WEM
E'J .h. Account Level Description Distrib
Student Tuition Back
Frd a T Feo Obj Zo Org E Ei Loc |_| lLJ
199 R 00 5735 00 000 0 00 000 a | Account Number Information
199 E 11 6112 00 001 0 11 000 jGodegg| Nesrrinfing
199 E 11 6112 00 001 0 22 000 198 GEMERAL PO |
199 E 11 6112 00 001 0 25 000 F7as  STUDENT TWTION |
159 E 11 6112 00 001 0 24 000
199 E 11 6112 00 001 1] 26 000 2017-2018 Awvailable Funds By
158 E 11 6ilz 00 001 0 28 000 [ngividuzl Account |
199 E 11 6112 00 001 0 99 000
199 E 11 6239 00 001 0 9% 000
199 E 11 6249 00 001 0 11 000
199 E 11 6249 10 001 0 22 000
199 E 11 6249 11 001 0 22 000
159 E 11 6249 12 00l 0 22 000
199 E 11 6249 30 001 0 99 000 h
4 3 5
4 ¥ W 100 records displayed Account Numher:z] y
Quickkey:[ ]
Total Amount to Distribute: $22.87 100.00%
Total Distributed: $0.00 0.00%
Amount Remaining: $22.87 100.00%
Selected Accounts N
[Azcount Number [|amaunt [Percent | [ Bemowe |
Removs
All
-
1 v




18. Select “Submit for Approval”

i Reqisition Detail Lines/Accounting - 05.17.10.00.04 - Google Chrome
& Securs | htp: y sa.dll/WService =wsF:

s i nes/Accourting
Requisition Detail ines/ Accounting \
| Requisition Master information (siemr
Batch Number: CS. | Savn.and |
Requstion . s
S0 0000038451 [ fosr

Group: (750) CENTRAL OFFICE Acunt: 149.90 [ dowss.
Fscd Yo 2017 - 2018 st Te; HUTTO HIGH SCHOOL 512.759-4700 [—

19. Once the requisition is approved the Purchase will automatically be submitted and you will
receive an email notification

20. Please forward this email notification to our Finance Specialist at finance@huttoisd.net.
You have completed your amazon e-commerce purchase!



mailto:finance@huttoisd.net

Amazon Business: Frequently Asked Questions (FAQs)

Q: What categories are available for purchasing under the US Communities cooperative contract?

A: Books; Office Supplies; Classroom, School, Art Supplies and Materials; Audio Visual and Electronics;
Scientific Equipment and Lab Supplies; Home and Kitchen; Musical Instruments; Animal Supplies,
Equipment and Food; and Clothing and Uniforms

Q: Is furniture allowed through Amazon?

A: Furniture ordered on Amazon must be under $500.00 per item and not paid with Bond Money or
Federal Funds.

Q: Are bond fund purchases allowed?

A: Bond funds can be used with Amazon if the items are on the allowed purchase list for bond funds and
approved category list for US Communities.

Q: Who should I send invoice questions to in the Business Office?

A: We should be automatically receiving invoices but you may send to accounts.payable@huttoisd.net.

Q: Can | place blanket PO’s for Amazon?

A: No blanket orders are allowed through Amazon unless approved by Purchasing Department.

Q: Can we order items through Amazon for items shipping from another country?

A: If not using the Amazon Prime filter for items, make sure your order is from a United States vendor;
otherwise, the purchase can be stuck in customs for several weeks.

Q: What if | am missing items from my Amazon order?

A: If an item is missing from a shipment, first check to make sure Amazon shows item(s) delivered, if the
item is truly missing call the Amazon Business Customer Service 1-866-486-2360 and they will help you
replace the missing item or issue a refund. The business customer service is a line for business
customers only, so there is a very short wait time, if any.

10




Q: How do | cancel an order on Amazon?

A: If the order hasn’t been processed contact the purchasing office. If order has already been processed
and approved call 1-866-486-2360.

Q: How can | filter items by Amazon Prime and Fulfilled/Sold by Amazon to ensure | get free shipping?

A: On the left side of the screen you have an option to “refine by” choose Amazon Prime (ensures free
shipping) “Brand” choose Amazon (ensure no tax.)

View Info on Free Two-Day Shipping:
https://www.amazon.com/gp/help/customer/display.html?nodeld=201734750

View Info on Free Shipping:
https://www.amazon.com/gp/help/customer/display.html?nodeld=201117690

Q: Do we pay tax on Amazon orders?

A: Most orders are tax free with Amazon. There are a few instances where tax will be charged and a tax
refund will need to be requested. If you use the filtering feature this insures that no tax will be charged.
If tax is charges on an order, please email purchasing office, so a refund can be requested.

View More on Tax Refunds:
https://www.amazon.com/gp/help/customer/display.html?nodeld=201133470

Q: What benefits do we have with Amazon Business?

v" Free Two-Day Shipping on orders over $49

v/ Automatic tax exempt purchasing on items sold by Amazon.com LLC or other
participating resellers

v Pricing and quantity discounts millions on items

v" Access to a specialized business only Customer Service team at 866.486.2360

Q: What items are blocked by Amazon?

e Alcoholic Beverages

e Amazon Devices & Products: Cloud Drive, Coins & Prime

e Audible

e Computers: Desktop & Laptops

e Credit Cards

e Digital Goods & Content

e Gift Cards

e Health & Personal Care: OTC Medication & Sexual Wellness

11




e Janitorial Supplies

e Services

e Subscribe With Amazon

e Vehicle & Automotive: Vehicles

Q: How do | get added to the Hutto ISD Amazon Account?

A: Email purchasing@huttoisd.net to get an account set up. You should receive an email invitation. If
you accidently set up an Amazon account using your work email please change this before requesting.

Q: When | add items to a cart and try to check out it says | do not have rights?

A: Items for purchase must be added to wish list and then shared with your secretary/bookkeeper. Only
Secretary/Bookkeeper have ordering rights. See “How to Create a Wish List”.

Q: How do | rename or delete a Wish List?

A: Select on list settings and change the name or delete the list.

Q: How do | have Customer Service Call Me at a Certain Time?

A: Scroll to bottom of page and select “contact us”, log in to your account
1. Select “An order | placed”

2. Select issue from drop down menu

3. Select “Phone”, enter phone number and whether you want immediate call back or in 5 minutes

12
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