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PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed order products from the

Amazon punch-out catalog using the University of Nebraska BusinessPrime account. It will also cover
Amazon search tips, Amazon order history and analytics, and Amazon lists.

Two of the many benefits of ordering from Amazon via the Ariba interface are:
1. Eliminates the need to use a PCard for Amazon purchases.

2. Eliminates the need for duplicate Amazon Prime accounts (e.g., departmental, college-level, etc.).

PLACE AN ORDER

1. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile on Firefly home page.
2. Click the “SAP Ariba — Procure to Pay” on the Ariba landing page.

3. Click the “Amazon Business & Office Supplies” tile in the Guided Buying interface.

Neliada Guided Buying

Shop

IT, IT Equipment, and Accessories Facilities & Furniture Seientifie Supplies & Equipment

—  Amazon Business & Office Professional Services Cooperative Contracts
Supplies

Either hover over the “amazonbusiness” tile and click the blue “Buy from supplier” button or click the

tile itself and click the blue “Buy from supplier” button. You will be directed to Amazon
BusinessPrime.

<{ ' Amazon Business & Office Supplies

—_— amazonbusiness
-
Amazon ODP Business Punchout
Catalog
‘e Supplies and Equipment
—

(Preferred )
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PLACE AN ORDER (CONTINUED)

5. The Amazon BusinessPrime page opens. There are several ways that differentiate the University’s
BusinessPrime account from your personal or other accounts business accounts.

~ & Firefly Business Portal x 8 Amazon Business X+ — (m] J

<« @ %5 amazon.com/ref=nodl_punchout O o a2

busingss prin A @ = z All~  Enter keyword or product number Q D EdUCaTiDH SUDDUES >

B runchout croup: sap Arba - Amazon Punchout

Q) [ teto. unaa 1 ~\0
- “ | Account for University of N. Lists ~ Business Prime ~

= All Women-Owned Businesses Buy Again Education Store  Gift Cards  Recommendations ~  IT Supplies ~

Account Details

Your Account

Your delivery information will display. If changes are needed, Vour Orders

do NOT make them here. Changes to address information are Manage your delivery
made in Ariba, not Amazon. Business Analytics

You will see the “SAP Ariba — Amazon Punchout” below the Manage Subscribe & Save
S I'Ch bar Bulk Ordering

ea : . . Your Interactions

You also see your name and the University account name. Receiving for 3-Way Match
Expand the arrow to see more options.
There is an “Education supplies” link that contains a curated Customer Service

list of supplies specific to higher ed. Cancel Punchout & Sign Out

6. Perform a search for the item(s) you would like to purchase (e.g., pens). There is an “Amazon
Search Tips” section later in this document.

7. Indicate the quantity.

8. Click “Add to Cart”.

< C 2 amazon.com/konk hetic-Higt d-Supplies/dp/BOBCBD: _1_17crid=RRIVZNXWQGFWedib=eyJ2 [joiMSJ9.RvknYnSctWABQNA4tS QAP 2gWIDAZIr-urCvWoxbsM48gFqtAaiyfB_ewQf3 1dZaRQUIAXh7vCuwlY 1KEdSDm 1...

i 1 Delivering to Lincoln 68508 - " . .
busmgss prime ® Updatelocation Al konket 12pcs aesthetic cute highlighters bible pastel Shop q

Punchout Group: SAP Ariba - Amazon Punchout

= Al Women-Owned Businesses BuyAgain Education Store  Gift Cards Business Savings ~Recommendations ~ ITSupplies = Savings For You Amazon Basics Today's Deals Quantity Discounts = Hello, linda = .
S - Account for University of N... ~ Lists

Office Products ~ Office Deals  School Supplies = Printers, Ink & Toner  Projectors

U Brands Catalina Felt Tip Pens, Set of 6, Classic Pretty Pastel

Frfrdrieds 2,250 $14.40 vorime Shop now

Items more aligned with your organization’s buying policies as set in Amazon

I organization preferred I organization preferred
]| Mr.Pen- Aesthetic Highlighters and Pens No Bleed,
Pastel Color, Chisel Tip, No Bleed Bible Highlighter, 12 Pack, Morandi Color Bible Highlighters No

Mr. Pen- Aesthetic Highlighters, 6 Pack, Muted ‘HH” H
L

Assorted Colors, School Supplies ‘ Bleed, Morandi Ink Bible Pens, Highlighter Pens,
Ardrde Aol 960 e | A i 370
3438 (30.83/Count) L L 3898 ($0.75/Count)

prime prime
Back to results

konket 12Pcs Aesthetic Cute Highlighters Bible $5.39

1 i
i ( - t
! ‘ > Pastel Highlighters and Pens no bleed primesame-Day
) | ( - Assorted Colors Highlighters for School FREE Retums
b { . 3 FREE delivery Today 2 PM - 6 PM
L | - ‘ ( - | e EUE)EILES and Office Journal DIY Home on qualifying orders over $25.
rand:konket Order within 2 hrs 22 mins
‘ - l 45 JAHkfy v 1,057 ratings | Search this page T 2 s
10K+ bought in past month © Delivering to Lincoln 68508
‘ Update location
= § -
3 \# Typical price: %Deta\l? In Stock
> " | Prime Price: $5,39 vprime Same-Day
wi ¥ t ~
FREE Returns o (A% @
You Save: $0.60 (10%)
Exclusive Prime price Buying in bulk?
. . N Add to Cart
cwnzos - 5 } | / Don't forget to checkout with Pay by Invoice - with no interest or fees.
Buy Now
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9.

A summary of the shopping cart displays. Click the “Proceed to checkout” button.

<« c = / 4645224-fcbf-4933-ad78-b2ad! 18uref_=sw_refresh

business prime g beierng o neincason -
SN—

Update location

Punchout Group: SAP Ariba - Amazon Punchout

Al Women-Owned Businesses Buy Again Education Store  Gift Cards Business Savings Recommendations + T Supplies ~ Savings ForYou Amazon Basics Today's Deals Quantity Discounts E.:—;N Ja

© Added to Cart
Size: happy

Education suppli

Cart Subtotal: 5%

Proceed to checkout (1

Go to Cart

(SS)

~ Lsts~ BusinessPrime +

item)

10. The checkout screen opens. Click the “Use this address” button. (NOTE: If more than one shipping

address is available, select one; otherwise, leave the default of 1700 Y St, Lincoln.)

amazon Checkout (1 item)

1 Group 0 SAP Ariba - Amazon Punchout Change
Group under University of Nebraska Use this address
2 Business order Disabled A. Leave as is.
information B. Leave asis.
o C. Leave the default “1700 Y St, Lincoln”. If an additional
3 Choose a shipping address address is available, select either one. Essentially, it doesn't
Does this order need to be delivered to a recipient matter what Shlppmg addrgss dlsplays on th? Amazon,
punchout; address corrections are made during the Ariba
Deliver To: | Enter Recipient Name check out process.
D. Click “Use this address”.

hecking out.
ew and edit
nal

Group SAP Ariba - Amazon Punchout addresses

# (@) DISREGARD - SHIP TO ADDRESS SELECTED IN ARIBA 1700 ¥ ST, LINCOLN, NE, 68588-1230, United
States, Phone: 402-472-2126

ﬁ Use this address 0

4 Payment method

5 Items and shipping

*Why has sales tax been applied? See tax and seller information
Meed help? Check our Help pages or contact us

For an itern sold by Amazeon.com: When you click the "Place your order” button, we'll send you an email message acknowledging receipt of your
order. ¥our contract to purchase an item will not be complete until we send you an email notifying you that the item has been shipped

Important information about sales tax you may

we in your state

You may return new, unopened merchandise in original condition within 30 days of delivery. Exceptions and restrictions apply. See Amazon.com's
Returns Policy.

MNeed to add more items to your order? Continue shopping on the Amazon.com homepage.
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PLACE AN ORDER (CONTINUED)

11. The order summary screen opens. No changes need to be made in the “Payment method” section
as all Amazon orders are paid via invoice. Click “Use this payment method”.

amazon Checkout (1 item)

1 GI’OLIP SAP Ariba - Amazon Punchout Change
Group under University of Nebraska

2 Business order Disabled
information

3 Shipping address DISREGARD - SHIP TO ADDRESS SELECTED IN ARIBA Change

1700 Y ST
LINCOLN, NE 68588-1230

4 Choose a payment method Close X

Did you know your organization is setup to use Pay by Invoice?
Select Pay by Invoice at checkout te buy now and pay later with no interest or fees.

Net terms

® @ Pay By Invoice
Ml Provided by your organization

* Use this payment method

12. Review the order and click one of the “Submit order for approval” buttons. You will be directed back
to Ariba Guided Buying.

5 Review items and shipping
ﬂ Submit erder for approval

i\ This order requires approval.

© Important message Order Summary
If tax exemption is applied to this order, you acknowledge your tax exemption certificate may be provided to rorme oo
any marketplace seller you purchase from when applicable Shipping & handiing pops
Total before tax: $5.39
Estimated tax to be collected: $0.00
e e e e i
| Select FREE Amazon Day Delivery to receive orders in fewer boxes on a single day. i Order total: $5.39
L o o e H

Estimated Delivery: Depends on Approval For example, if approved now: Tomorrow, Mar. 12

Items shipped from Amazon.com How are shipping costs calculated?

konket 12Pcs Aesthetic Cute Choose your Prime delivery option: Prime shipping benefits have been applied to

your order.
Bible Pastel Highli O Tomorrow 10AM - 3PM
and Pens no bleed Assorted Colors $2.99 - Fastest Delivery
© — Highlighters for School Suppliesand @ Tomorrow, Mar 12
Office Journal DIY Home FREE One-Day Delivery
$5.39 (O Thursday, Mar 14
Exclusive Prime price FREE Amazon Day Delivery
prime & FREE Returns Get your orders together in fewer boxes and
Qi 1w deliveries each Thursday.

Sold by: konket
¥ Add gift options

Tax Exemption Applied

Order total: $5.39
# Submit order for approval By placing your arder, you agree to the Amazon Business Accounts Terms and Conditions and
Amazon’s privacy notice.

At this point, you cart will be pulled into Ariba as a requisition where ship to, cost object, etc.
information can be edited. Once the requisition has gone through funding approval, it will generate a
purchase order. An invoice will be generated against the purchase order from which the Amazon
order will be paid.
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13. Click the Ariba shopping cart icon to view the Amazon items.
14. Click the “Check out” button.
v 4 Firefly Business Portal X @ Adiba Guided Bujing x  + - 8 x
<« e %ot tail/acm_1904; USystemCHILDSITE-1 * O O 2

Nebiaska. Guided Buying

< | Amazon

Amazon

cs
amazonbusiness From AMAZON.COM SALES INC AMAZON.COM se9 st pelere 5
Total: $5.39 USD —

15. The Ariba request opens. Complete the fields at the DOCUMENT LEVEL as noted below.

< ‘konket 12Pcs Aesthetic Cute Highlighters ... | m

Checkout / PR4979

Ship to Manage locations Charge to Manage details Total cost $5.39 USD
1743 VINE ST GL Account (0000533101 Net amount $5.39 USD
LINCOLN, NE 68588 (Chemicals/Solvents/Enzymes))

United States

Meed-by Date (@ Unloading peoint
e March 18, 2024 E | KEW 429 - L Aden |

On Behalf Of Company Code

| Linda Aden | [ 1080 cuniversity of Nebraska) v |

A. (If needed) Click “Manage locations” to change the “Ship to” address.

B. (If needed) Click “Manage details” to change the G/L account and cost
object assignment (document level).

C. (Required) Select a “Need-by Date” (e.g., a week from the current date).
This date does NOT need to match delivery dates in Amazon.

B. (Required) If not already filled in, enter the building and room # followed
by the first initial of your first name and your last name

To add comments at the DOCUMENT LEVEL, enter them in the text box. To add attachment(s) at
the DOCUMENT LEVEL, upload them in the area provided. For each, indicate whether or not to
share with the supplier by checking the checkbox. Click the “Add” button.

Comments

Share with supplier E

N

Attachments

Ql Drag and drop file here oto upload, then click the Add button Share with supplier E
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16. If needed, changes to accounting assignments, ship to addresses, attachments, comments, etc. can

also be made at the ITEM LEVEL (see below).

17. Click the “Submit” button.

< ‘konket 12Pcs Aesthetic Cute Highlighters ...

Total Cost $5.39 USD

Checkout / PR4879

m saveand et

ltems ) <ff—

konket
A Highligf

00002344

Contact

E. Enter or validate cost object and/or G/L account assignments for the LINE ITEM.
(NOTE: Click the “Split accounting” link to split the cost among two or more cost
objects.)

F. Enter or validate shipping information for the LINE ITEM.

G. Comments and/or Attachments — Can be added here for the LINE ITEM. Indicate
if text should be visible to the supplier.

AMAZON.COM SALES INC

v |

PO BOX 81207 SEATTLE, WA 08108-1207 United States

Supplier Part Auxiliary ID

132-0080417-7428908,1

e ~ Accounting

Account Type

BOBCBDABEN

GL Account (0000533101 (Chemicals/Solvents/Enzymes))

Bill To
470049123 (UNIVERSITY OF NEBRASKA)

| QOperating Supplies RS
invoices@nebraska.edu Lincoln, NE 68588-0623 United
Sta
Account Assignment * GL Account
| X (Cost Center/WBS) v | ‘ 0000533101 {Chemicals/Solvents/Enzymesiv |
Cost
[ 9145200100 (esis Functionay v v
Split accounting
G v Shipping ShipTo (2000-0050879205 (COLLEGE OF ENGINEERING C/O KYLE MARLER))
ShipTo * Unloading paint *
2000-0050879295 (COLLEGE OF ENGINE. > KEW 429 - L Aden |
1745 VINE ST LINCOLN, NE 68588 United States
Need-by Date (@ Purchase Group
March 18, 2024 B ‘ 299 (UNL Dept Buyer) ~ |

> Comments
@ > Atchments

> Others

Once the request has been approved by the funding source approver, a purchase order will be
generated. The purchase order will be sent to Amazon so that the Amazon order can invoiced

against the purchase order.

(NOTE: For more details about completing an Ariba request, please refer to the list of Quick

Reference Guides on the Ariba website.)



https://nebraska.edu/offices-policies/business-finance/procure-to-pay/procurement-resources/sap-ariba-resources/quick-resource-guides
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AMAZON SEARCH TIPS

The following tips might be useful when searching for products on the University’s BusinessPrime site.

*  When using a generic search term (e.g., staplers) in the “Search” bar, use the filters on the left-hand
side of the window to narrow down results. Items determined as being “Organization preferred” are
noted above the item title.

business prime ® e peateC AR Office Products ~  staplers

~ o Lincoln 68588
Punchout Group: SAP Ariba - Amazon Punchout

— All Women-Owned Businesses Buy Again Education Store  Gift Cards Subscribe & Save  Bug]

Office Products  Office Deals  School Supplies Printers, Ink & Toner  Projectors

1-24 of over 5,000 results for "staplers”

Delivery Preferred by your organization
|| Tomorrow by 3PM /

[ Al Prime
Delivery Day

[ Get It by Tomorrow
Seller Type

[ Business Seller
More-sustainable Products

[ climate Pledge Friendly

Department
< Any Department
Office Products
Office & School Supplies
Office Electronics Products

u Organization preferred - —
Office Furniture & Lighting

Amazon Basics Stapler with 1000

Customer Reviews Staples, Office Stapler, 25 Sheet
7 &Up Capacity, Non-Slip, Black, 3 Pack
:_&Up ey v 43,11
& Up
&Up B‘I Sgu Typical: $2235

Save 29% | on 2+ units

Featured Brands Amazon Private Brands Discount Price

>
3
o
]
<]
3
o
I
Il
=
&

prime FREE One-Day

| swingline More Buying Choices

$15.63 (5 used & new offers)

o
D

TIo
§58
808
gtg
z8 5
=]

Results

+ If you order an item repeatedly and/or need the Amazon product number (ASIN) for any reason, it
can be found by selecting an item and scrolling to the “Product Information” section. The ASIN is
located in the “Additional Information” column.

Product information

Technical Details Additional Information
Manufacturer Amazon ASIN BOTIZVE16K ffmmm—
Brand Amazen Basics UNSPSC Code 44121615 (Staplers) Report an incorrect code
Item Weight 7.2 ounces Customer Reviews 4.7 Hrk vz - 43,141 ratings
4.7 out of 5 stars
Product Dimensions 7.25x 2.63 X 1.69 inches
Best Sellers Rank #55 in Office Products (See Top 100 in Office Products)
Item model number DLSP-02 #1in Desk Staplers
Color Black Date First Available April 14, 2018
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1. One way of looking at your orders is to click the dropdown next to your name and select “Your
Orders”.

Hello, Linda
Q Account for University of N... H Lisi

Account Details

Your Account

Your Orders
Manage your delivery
Business Analytics
Manage Subscribe & Save
Bulk Ordering

Your Interactions

Receiving for 3-Way Match

Customer Service
Cancel Punchout & Sign Out

2. There are various filters to use to locate an order. The order status appears above the item
description.

Your Account » Your Orders “Paid by University of Nebraska” should appear in the dropdown.

Use filters such as “Not Yet Shipped” to further refine your list of

Your Orders orders.

w >

C. The default time range is 30 days, select another option for older
o View Your Orders: Paid by University of Mebraska w Order orders.
Cancelled © D. Order status appears at the top (e.g., Pending Approval, Arriving +
| Ordars .
ancetled Draers date, Delivered + date, etc.)
1order placed in | last 30 days v 0
ORDER PLACED SHIP TO PLACED BY TOTAL ORDER # 112-4406256-0543464
March 11, 2024 DISREGARD - SHIP Linda Aden ~ $5.39 View order details Invoice ~
TO ADDRESS SAP Ariba - Amazon
SELECTED IN ARIBA ~ Punchout
Pending Approval @
This order needs to be approved in your purchasing system Track package

§ - konket 12Pcs Aesthetic Cute Highlighters Bible Pastel Highlighters and Pens no bleed
Assorted Colors Highlighters for School Supplies and Office Journal DIY Home
S Sold by: konket ~

$5.39

View or edit order

@ Buy it again
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3. An order can be returned by clicking the “Return or replace items” button and follow the instructions
on the screen. You will receive a return notification from Amazon. Once the item has been cleared
for return, the item can be dropped off at the campus location where you deposit outgoing mail.

Order placed Total Ship to Placed by Order # 112-6583162-1077013
February 24, 2024 $95.38 Lily M Wang Lily M Wang - View order details
PCard Group Printable Order Summary

Delivered today

Master Lock Portable Key Lock Box with Push Button Resettable Combination Lock Get product support
- Outdoor Key Lock Box, 2 Pack, 5422EC2

Track package

it n
- '?#h d Return or replace items

\ J
EXPO Low Odor Dry Erase Marker Starter Set, Chisel Tip, Assorted, Whiteboard Eraser
Print packing slip
Cleaning Spray, 6 Count
Write a product review
Buy it again

Share gift receipt

4. Another way of viewing order history is via the “Business Analytics” option.

Hello, Linda
Q Account for University of N... H List

Account Details

Your Account

Your Orders

Manage your delivery
Business Analytics
Manage Subscribe & Save
Bulk Ordering

Your Interactions

Receiving for 3-Way Match

Customer Service

Cancel Punchout & Sign Out
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AMAZON ORDERS HISTORY & ANALYTICS (CONTINUED)

5. You will see analytics for the orders you've placed. Click the “Orders” option from the “Reports”
menu. (NOTE: You can also run reports for shipments, returns, refunds, etc.)

Business analytics

Home  SpendVishility v insights ENB WorkDocs

Reconciliation

Time period @ Current quarter v
Orglgrs Ih i

Business analytics dashb

Shipments
Overview for Jan-Mar 2024 .
As compared to previous quarter
Refunds
Total spend @ Related offers Total savings @ Total orders @ Top category @
$542K pownby 25% Sevings $13K vownby30% 4051 $70K s pasic

Credentials

Your reports

Annual spend comparison @ Spend by category ©

Download history

T AT e PR S O IR L R ORI I U VR SRR S Y L P Ly R e ey |

6. A display of all orders for the default time period “Month to date” displays. Change the time period by
selecting another option and click “Submit”. (NOTE: You cannot run a report for a future date.) You
can adjust report results and/or layout by using the “Filter” and “Adjust columns” options on the left.

Business analytics

Home Spend Visibility v Reports v insights GE  WorkDocs

Orders report Time period Downloads

Add title miﬁ-/-\. your templates View order history and statuses with line item details. Month to mm- Generate report. DRownload history

Week to date
\v4 Order Date Order ID (1) Account Group (| PO Number (i Order Quantity (| Order Subtotal (| Order ‘omation (1) Order Tax (|
! Past 7 days

Maonth to date
02/26/2024 111-4070141-0404263 SAP Ariba - Amazon Punchout 2 $42.99 3000 $0.00

Past 4 weeks

02/26/2024 111-8773897-09 SAP Ariba - Amazon Punchout 1 $99.99 sooo LastMonth $0.00

Quarter to date
1025 SAP Ariba - Amazon Punchout 1 $12.37 $0.00 $0.00

02/26/2024 111-4597999.

Past 12 weeks
02/26/2024 114-8624959-7369805 SAP Ariba - Amazon Punchout 1 $19.49 5000 $0.00
Year to date

Past 12 months

Next page —

7. Click “Filter” and then select a column to filter one by clicking the dropdown to the right of “Account
Groups”. Enter desired parameters and click “Submit”.

VW Filter

Filter

Account Groups

K4l

Adjust Account Groups
columns
D ° Account Users
i Product Categories
Get order
documents )
Seller Credentials
PP Loy mﬁ."a».f'f‘-f' ST 7

10
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AMAZON ORDERS HISTORY & ANALYTICS (CONTINUED)

8. Because most reports contain 70+ columns, click the “Adjust Columns” option and uncheck
unwanted column(s) to remove.

Orders report

Add title and save to your templates Vi
Product Info
Yo
Filter
Organization Specific Info
Adjust Seller Info
columns
- od s Seller Name
Get orde Seller Credentials

documents

w Seller City
v Seller State

[ Selerpacass o o

9. Once filters have been created and columns adjusted, click the “Generate Report” button to produce
a .CSV file of the report.

10. The report layout can be saved by clicking the “Add title and save to your templates link” (see arrow
in graphic on Step 8).

11. Enter a template title that makes sense to you.

12. Click the “Save as new report” button.

Business analytics

Home Spend Visibility Reports v Insights (NI WorkDocs

Orders frpm 2015

Cancel

13. Saved reports can be retrieved from Reports > Your reports.

Business analytics

Reconciliation

Training Report Orders
Save report
Shipments
Returns
B
b Adjust columns Refunds
Filter L
Related offers
= Submit
- Savings
Adjust
o Order Info Credentials 2
.
0 — o]
il 3
documents Download history

02/26/2(

11
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There are two types of Amazon lists: Reorder List and Shopping List. Reorder lists can be created for
those items you frequently re-order; shopping lists can be used as a “holding pen” for items you might
be interested in purchasing at a later date. Items on a reorder list stay in the list indefinitely; items on a
shopping list are removed once ordered.

1. To create a list, click the “Lists” menu and click “Create your first list”.

Education supplies »

0
Lists v | Business Prime ~ -\_—_/

’3’-!-', -

Lists

I Create your first list

2. Select which type of list you want to create (e.g., shopping list).
3. Give the list a name.
4. Click “Create List”.

Create a List X

Choose a list type

() Reorder List E Shopping List
For items that are bought For items that are bought once.
repeatedly. ltems remain on the Itemns are filtered from view after
list after purchase purchase
List name

Office Supplies

& Upload a spreadsheet of items (optional)

B

12
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AMAZON LISTS (CONTINUED)

6. Items can be added to your list via several categories (e.g., Keyword, ASIN, Your Orders, etc.).
Click a category (e.g., Keyword) and enter required information (e.g., 10 staplers). Click the
“Search” ltem button.

LiStS Learn more Office Supplies Add all to Cart (0 items)

= Shopping list fg Private
Create a list Q

Sorted by date created
Share Edit print Delete Q  Filter & Sortv

A i Your reorder lists

tone Start adding items to your list

A = Your shopping lists

— Use these options or go to any product and click Add to list > Office Supplies
= Office Supplies

A & Shared with you

None Add items using product information
A & Shared with your groups
~ [0 SAP Ariba - Amazon Punchout Your Orders Keyword ASIN ISBN
Amazen product number International Standard Boak
Number
p

Amazon URL Suppler and SKU Manufacturer part
number

Link to product page

Enter a product keyword to see the top 3 r-zsults‘ Quantity
‘ staplers | ‘ 10 ‘ | Search item |

7. The top three results display in the pop-up. If the desired item is on the list, click the “Add” button;
otherwise, click the “See all results for “stapler™ link at the bottom of the pop-up and perform a
search.

r

Choose a product to add X

Keyword: staplers \

Swingline Commercial Stapler, 20 Sheet Capacity, Add

’ Jam Free, Metal, 2 Pack, Black (44401AZ)
Frirdrirdr 16,312
$2124 vprime

Quantity discount available.

Add

™ ""ar"’._atirnp;u/’""*,.,-'4.,)',/'. et e e P e
8. You now have 10 staplers in your list. Click the “Add to Cart” button and order as many as you need
at any given time. As you order from the list, the number will automatically reduce.

Swingline Commercial Stapler, 20 Sheet Itemn added March 11, 2024
Capacity, Jam Free, Metal, 2 Pack, Black Needs 10 has 0

7 (44401A2Z) ’ Add to Cart
g ; 7 ¥ 16,312 Delete item

$19.22 vprime

Price dropped 10% (was £21.24 when added to Edit comment, quantity & priority
List)

Size : Pack of 2

Quantity discount available.

Compare with similar items

13
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AMAZON LISTS (CONTINUED)

9. You can share you list with others. You can also edit, delete, and print them.

Lists N Office Supplies Estimated subtotal: $192.20 | Add all to Cart (10 items)
Cronte alict $= Shopping list g} Private

Sorted by date created
Share Edit Print Delete h Q  Filter & sortv

A i Your reorder lists

X

N , . . .
.G_He A Add items using product information
A i= Your shopping lists

ISBN

i= Office Supplies

A & Shared with you Your Orders Keyword ASIN

Amazon product number International Standard Baok Number

None

A & Shared with your groups

~ [ SAP Ariba - Amazon Punchout
Amazon URL Supplier and SKU Manufacturer part number

Link to product page

10. To share a list with others, click the “Share” option. Indicate whether you want to the person to have
the ability to only buy from the list or to buy and edit the list. Start typing the name of the recipient in

the field and select it when it displays.

=

Share list

Share within your organization

Edit + buy

Buy only
These people can add and remove items and change

These people can only buy items from the list.

They cannot change the list. comments and quantities

Search for people and groups Lynnw

When sharing the list with groups/organization, Admins will
get Edit permissions as well People seeall
Lynn McAlpine i —
lynn.mcalpine@nebraska.edu
[[] Generate a public link Lynne

lynne.rch@unmc.edu
Lynn DeVries
lynn.devries@unl.edu

Pt Ry S

11. You can elect to send the recipient an email notification (checked = sends an email, unchecked =
doesn’t send an email). Click “Save”. (NOTE: Items will be deducted from the list as they are
purchased. When all items have been purchased, the item falls off the shopping list.)

Email a link to people and groups added (not applicable when shared Cancel Save

with organization or shared via public link)
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