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Creating a Reorder List
• Use Amazon Business list functionality to create a Shopping List of items you purchase frequently or would


like someone else to purchase for you
• To get started, hover your mouse over Lists at the top right of your screen. Click Create a List
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• (p.3)
• (p.3)


Creating a Shopping List


• Click “Create List”
• Select “Reorder List”
• Name list in the follow format:


• “Date” “Name” “List”
• Create List
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Add Items to List
• Search for your item
• Select “Add to List” which appears to the right of the page


below the Buy Box
• Select the List Name to add the item
• Confirmation message will show that item was added and


you can choose to view your list or continue shopping
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• (p.3)
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Finalizing Your List


Amazon.com Confidential


• Once your list is complete, Click
View Your List, or access your Lists
from the List drop down


• Update and finalize requested
quantities
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Sharing Your List 


• Click on ”Share”


• Then “Buy only or Edit +
buy" Edit + buy allows
changes to be made after
order is submitted for
approval.


• Type in the name or email


address of your Secretary,


select “Email a link to the


people you added,” and


click Save
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List Share Confirmation
• NOTE: When you select save, you will


NOT receive a popup or an email
confirming your action. But know that
your Secretary has been sent a
notification via email.


• After you share your
list, you will also notice
that the user you
shared it with will be
listed as a user the list
has been shared with







How To Create a Wish List in Amazon 


WHAT HAPPENS NEXT 


The secretary/bookkeeper will get the email and go online to send your order to Purchasing with the 


proper RQ10 from Lawson. 
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How to Place an Order in Amazon 


As a User you are responsible for placing orders on behalf of your faculty/staff that do not have access. Items requested 
for purchase will be shared via a List in Amazon Business. You will receive an email notification that a List has been 
shared with you. Lists shared with you are also accessible directly within your Business Account 


1. Receive email from Amazon that you have a Wish List to view
2. Login to Amazon Business


https://www.amazon.com/b2b/info/amazon-business?layout=landing
Make sure you are in Amazon Business and you should see (your name) Account for Business
If you are not logged in you will receive an error message.


3. Click “View List”


OR 
3. Access the list directly in your Amazon Business account under “Lists”
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https://www.amazon.com/b2b/info/amazon-business?layout=landing





How to Place an Order in Amazon 


4. Click “Add to Cart” or “Add all to Cart”
Check quantities to make sure they are correct.


5. Double check quantities and Click “Proceed to checkout”
You might be ask to sign-in again
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How to Place an Order in Amazon 


6. At this time, a requisition number is needed. Create a header in RQ10 using vendor # 44425, once you have a RQ
number, type number here; only include numbers when entering the RQ number. Click “Continue”


7. Enter name for Deliver To and Choose Delivery address then Click “Deliver to this address”


8. Choose delivery option – usually “Free Shipping” and Click “Continue”
Double check your order and make any changes needed by Clicking “Change quanities or delete”


9. Select a payment method – should be defaulted to “Pay by Invoice”  and Click “Continue”
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How to Place an Order in Amazon 


10. Review order and click “Submit order for approval”


11. Amazon will send you a confirmation email that order was submitted for approval
12. Now go back and complete the RQ10 for and submit for supervisor approval. Make sure you add shipping as a


reverse dollar amount, not all orders are free shipping.


Inquiries about order details will be directed to you as you are the purchaser and have direct access to order shipping 
status and order information.   


Questions regarding the status of an order or regarding order issues should be directed to Customer Service. 


The best way to reach Amazon Business Customer Service is by clicking Contact Us or by phone at 888.281.3847 
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How to Process a Return 


1. Login to Amazon Business
https://www.amazon.com/b2b/info/amazon-business?layout=landing


2. Access your orders directly in your Amazon Business account under “Account for Pasadena ISD”   “Your 
Orders”


3. Locate order you would like to return and
Click “Return or Replace Items”
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How to Process a Return 


4. Choose items to return and choose a reason for return from drop down menu.


5. Choose one of the highlighted reasons. There should not be a shipping charge if one of these reasons are
chosen.
Click “Continue”
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How to Process a Return 


6. Choose “USP Drop-off” and Click “Confirm Your Return”


7. Print label, box up return and follow instructions on the label. The carrier will pick up return where
mail/packages are delivered.


Amazon will send you a confirmation email that the return was processed. It usually takes about 7 business days to 
receive a “credit memo”.  


Returns can also be processed by calling Amazon Business Customer Service by clicking Contact Us or by phone at 
888.281.3847. 


Contact Tanya Morgan @ tmorgan1@pasadenaisd.org with any issues you may have. 
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Amazon 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 Omnia. 


Q:  How should I receive against PO’s for Amazon orders? 
A:  Each invoice must have a separate receiver number. 


Q:  Who should I send invoice questions to in the Business Office? 
A:  Send invoice questions to  Roseann Reynoso rreynoso@pasadenaisd.org 


Q:  Can I order items from Amazon instead of ordering from the warehouse? 
A:  Warehouse Items must be ordered through the warehouse.  There is no allowable category for Janitorial/Custodial 
products through the Omnia cooperative contract. 


Q:  Can I place blanket PO’s for Amazon? 
A:  No blanket orders are allowed through Amazon 


Q:  How do I place an order in Lawson if I have multiple lines on my Amazon order? 
A:  Each line item must be entered on the requisition, this includes any shipping charges.  Shipping should be done in a 
reverse dollar amount, making the quantity the shipping charge and the cost should be $1.00.  This will allow for partial 
receiver if the freight is not fully charged.  We do not allow “See Attached Quote”. 


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 struck in customs for several weeks. 


Q:  What is the purpose of the different addresses in my Amazon account? 
A:  Make sure you are choosing the correct address and split orders that may need to ship to different addresses. This 
screen for selecting the ship to address is located after you enter the requisition number. 


Q:  What information do I enter in the PO field? 
A:  Please only use the six‐digit RQ number; do not enter RQ in the field. 
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Q:  What if I 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 items 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. 


Q:  How do I cancel an order on Amazon? 
A:  If the order hasn’t been processed contact Tanya Morgan (713) 740‐0198. If order has already been processed and  
approved by Purchasing call 1‐866‐486‐2360.  


Q:  How can I filter items by Amazon Prime and Fulfilled/Sold by Amazon to ensure I get free shipping and tax 
exemption? 
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?nodeId=201734750  
View Info on Free Shipping: https://www.amazon.com/gp/help/customer/display.html?nodeId=201117690 


Q:  Do we pay tax on Amazon orders? 
A:  All vendors that don't participate in the tax exemption program are blocked. You will received this message on those 
vendors "This vendor does not participate in the tax exemption program search for the item from another supplier on 
Amazon".


Q: What benefits do we have with Amazon Business? 


• Free Two‐Day Shipping on Prime items
• Automatic tax exempt purchasing on items sold by Amazon.com LLC or other participating resellers


• Pricing and quantity discounts millions on items


• Access to a specialized business only Customer Service team at 866.486.2360


Q: What items are blocked by Amazon? 


 Alcoholic Beverages


 Amazon Devices & Products: Cloud Drive, Coins & Prime


 Audible


 Computers: Desktop & Laptops


 Credit Cards


 Digital Goods & Content


 Gift Cards


 Health & Personal Care: OTC Medication & Sexual Wellness


 Janitorial Supplies


 Services


 Subscribe With Amazon


 Vehicle & Automotive: Vehicles


Q: How do I get added to the PISD Amazon Account? 
A: Contact Tanya Morgan in purchasing. She will sent you an invite to set‐up  
account. tmorgan1@pasadenaisd.org
713‐740‐0198 
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Q: When I add items to a cart and try to check out it says I 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 I rename or delete a Wish List? 
A: Click on list settings and change the name or delete the list. 


Q: How to have Customer Service Call Me at a Certain Time? 
A: Scroll to bottom of page and click “contact us”, log in to your account 


1. Select “An order I placed”
2. Select issue from drop down menu
3. Click “Phone”, enter phone number and whether you want immediate call back or in 5 minutes.
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