
SCOE AMAZON BUSINESSPRIME SHOPPING 

1. Log in using your SCOE assigned Amazon business user ID and begin
shopping as usual.  You will notice some items will be restricted with an
explanation why they are restricted.

2. Begin adding items to your cart.  When you are finished click the “Proceed
to checkout” button.

3. You will then go to the screen shown below.
a. Enter your RX number in the “PO number” box.
b. If you are not a requisition entry person, enter “needs req”.
c. If you are the requisition entry person, you will need to create a

requisition in QCC prior to completing the checkout process,
change "needs req" to RX # and attach a copy of the Amazon
email/order.

d. You may also put in any comments for your buyer (the final
“approver”).



4. The next screen will ask who this order should be delivered to.  You must
enter your name in the “Enter Recipient Name” box.  This will help
Shipping/Receiving identify the package(s) and know who to
deliver it to.



5. The next screen will have the shipping date options.  Make sure it will be
delivered Monday-Thursday.  If it shows a Friday or a weekend date you
must change it to Monday-Thursday.  Some items may actually let you
choose the specific day of the week. Note: This date will most likely change due to actual
date order is placed by the buyer.

6. Payment method is automatic and cannot be changed.  Click on the
“Continue” button.



7. You will see a note that states “This order requires approval”.  Click on
“Submit order for approval”. This sends the order to either

a. The person who enters Reqs for your department or
b. The Buyer if you are allowed to enter Reqs

8. You will then see the below screen.



9. You will get an email stating your order has been submitted for approval.
This means it has been sent to the next step.  Once the Buyer receives both
the Amazon order AND the actual requisition, they will then place the order
with Amazon.  Note that the delivery date indicates “depending on
approval”.  This date will most likely change depending on when the order
can actually be placed.



10. You will need to go to your Amazon order(s) and pull up each one and click
on “View order details”

Then click on “Printable Order Summary” 



Then click on “Print this page for your records” and attach pages to your 
requisition in QCC.



11. If the requisition is not received by the buyer within 7 days from the order
date Amazon will automatically cancel the order and you will receive an
e-mail with the below image in the body.  If you would like to re-order the
items press “click here to re-add items to your cart” and use the same RX
number as your cancelled order.



12. Once your order has been approved by the buyer, (ie: actually placed) you
will get another e-mail stating your order has been approved. This e-mail
will list the items that have been submitted. If any items were removed, it
will state the items and the reason for removal.



13. Not pictured, when the order is shipped from Amazon, you will receive an
e-mail notification for this as well.  The e-mail will have the tracking data
for your order.

14. Occasionally, orders are cancelled by Amazon.  There are various reasons
for this.  An item may have been damaged, out of stock, or there were
delivery issues.  When this happens, you will now receive an e-mail from
Amazon informing you of the cancellation.



Damaged Package example: 

Undeliverable example: NOTE: Deliveries need to be scheduled for Monday 
– Thursday.



15. If an entire order was cancelled by Amazon, you have multiple options:
a. You can work with your buyer to determine if you wish to re-order

from Amazon
b. You can work with your buyer to select another vendor
c. Note: you will NOT need to do another requisition if you decide to re-

order from Amazon or another vendor.  The Buyer will be able to
change the PO AS LONG AS:

i. You are duplicating the exact order – no additions or
subtractions

ii. The final purchase price is not more than 10% of the original
order.

d. Individual item cancellations will require a new requisition if you wish
to re-order

16. Once shipping and receiving receives an order, it will be delivered to the
department on their regular delivery schedule.

17. PLEASE NOTE:
a. Shipping and Receiving receives DOZENS of orders on any given day

from Amazon.
b. THEY DO NOT KNOW if your particular order has arrived or not just

because you received a delivery notification. So please be patient.
c. Most boxes that arrive from Amazon are not labeled.  So the order

has to be opened to determine who it belongs to.
d. MANY orders from Amazon arrive in boxes BLENDED with other

orders.
e. MANY orders arrive from Amazon incomplete.   We do not deliver

incomplete orders.
f. We are hoping that this revised process will help alleviate some of

these issues, however, we won’t know until we start receiving
multiple orders.

g. All orders are important, your order will be delivered in the order it
was received as long as it is complete and identifiable.



18. Finally, you will have the ability to view your order history.

19. If you need to return an item or entire order to Amazon you will need to go
into your order history and click on “return or replace items” and follow the
prompts from there.  You should receive an e-mail with a return label that
you will affix to your return and either put with your outgoing mail if it is 30
lbs. or less, or if it is over 30 lbs. it will need to be delivered to the mail
room at H Street for Shipping/Receiving to pick up.




