
AMAZON E-COMMERCE 
1. Log into AptaFund with your credentials 
2. Click on tab “My AptaFund” and select “My Purchase Requisitions” 

 

3. Select “+ Add” 

 

 

4. Under Suggested vendor select “Amazon E-Commerce” and select save 

 

 

 



AMAZON E-COMMERCE 
 

5. Fill out areas for: Department (or subject you teach); Comments (items being requested).  
Then select “Shop Online”. You will automatically be routed to the Amazon E-Commerce website. 

 

 

6. Add items to cart. Review cart and proceed to check out. 

 

 

7. Enter your name under section 3 (blue box), and select “Use this address” 

 

 

 



AMAZON E-COMMERCE 
 

8. Payment Method should be “Line of Credit; Pay by Invoice”, and select “Use this payment method” 

 

 

9. Select delivery date and select “Submit order for approval”  (You will automatically be routed back to 
AptaFund). 

 

10. Click on the line item (blue text).  
 

 
 
 
 
 



AMAZON E-COMMERCE 
 

11. Select the box next to Account Code section, with “…”. 
 

 
12. Enter the “Function” (your department), and the “Object” (expense type).  The account code will populate 

below.  Next, select “ok”, and then click “Save”. 

 

 

 

13. Select “Submit Requisition” to route for approval. Two approvals will be needed, your Admin and CBO. Once 
the approvals have been made. The Business Office will issue the PO and the system will automatically place 
your Amazon order and you will receive an email confirmation. 

 


