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How to Create & Share a List in Amazon Business

You can use this method to share a

list of items that you need purchased with your school or district purchaser.

From the Amazon Business home page, start shopping as normal and find the first item you'd

1.
like to add to a list.
buﬂr"gss © ::l::ct your address
= Departments Back to School ~ Amazon Commercial Buy 4
2.

stapler]

stapler

stapler in Case Packs

stapler in Top Quantity Discounts
staplers for desk

stapler heavy duty

stapler with staples

stapler remover tool

staplers office heavy duty
stapler and tape dispenser set
stapler small
stapler set
L

staplers for desk heavy duty

Instead of adding the item to your cart, like you would on your Amazon account at home, scroll

down a bit further and click on Add to List.

Quantity: 1

Add to Cart

B Secure transaction
Fencils, Fre-snar...

[[] Add a gift receipt for easy
returns

Add to List
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3. It will prompt you to create a Reorder List or a Shopping List. If you're sharing a list with a
purchaser for a one-time purchase, a Shopping List is recommended. If you're creating a list
that either you or the purchaser will be purchasing or referencing repeatedly, a Reorder List is
recommended. Name the list anything you'd like, but it's recommended to use your name and
the date. For example: “Sarah Smith List 8/1." Then click Create List.

Create a new list x

Choose a list type

i: Reorder List o Shopping List
For items that are For items that are
bought repeatedly. bought once. Items
Items remain on the are filtered from
list after purchase. view after purchase.

|| Sarah Smith List 8/1

& Upload a spreadsheet of items (optional)

Cancel Create List

4. From there, you can click on Continue Shopping if you have more items to purchase.

Create a new list x

1 item added to Sarah Smith List 8/1

Amazon Basics Stapler with 1000
Staples, for Office or Desk, 10

’ Sheet Capacity, Non-5lip, Black
£6.18

View List

Continue shopping

5. When you search for your next item, and view the Add to List button, you'll now see a drop-
down menu instead of just a button. From this drop-down, you can now add the next item
directly to the list that you just created.

Set up recurring delivery

Add to List W

Sarah Smith List &1

4 Createal
mparable Other Sellers on Amazon
00 PSI

$6.58 (3000 / Count) | Add te Cart
s are prime
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6. When you're done shopping, hover over the List menu near the cart button, and select the list
that you've been building.

psale made easy P

0
Lists + Business Prime - -\_—!

Your lists
Sarah Smith List 8/1

Shared with organization
B APBD 2

7. From this menu, you can now adjust quantities needed or add in any notes that you want the
purchaser to be aware of by clicking on “Add comment, quantity & priority” for each
corresponding item. Below is an example of each.

v For the stapler itself, I'm adding a note that the stapler in my classroom broke, and that's
why I'm requesting a new one.

Add comment, quantity & priority *®
Camement:
’ My stapler broke, requesting a replacement.
Prigrity: Needs Has:
Mipdium d 1 u}
Cancel Save

v For the box of staples, I'm adjusting the “Needs” field to “2" letting the purchaser know that

| need two boxes of these.
| &

Add comment, quantity & priority =

Comment:

Priority; MNeeds Has:

Bediim Lo s o

Cancel Save
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8. Once the list is ready to submit, click on the Share button on the list menu.

Sarah Smith List 8/1 Estimated subtotal; $10.83 | aded all to Cart (2 items)
i= chapping lat g Private
Share Edit Print Delete QO Filter&Sortv E
+ Add items

9. Start entering the name or email address of the person you want to share the list with in the
Edit + Buy box (do not use Buy only), the name should automatically appear as a selection once
you start typing, and you can then click on that person’s name. A new box will appear at the
bottom of the menu to “Email a link...” If you check this box, it will also send an email to the
purchaser informing them they have a new list to review. When you're done, click on Save.

Share list ®
Share within your arganization
Buy anly Edit + buy
These people can only buy items from the List These people can add and rermowve items and changs
They cannot change the list. comménts and quantities
Betty Draper 3
iC rate [/
Ermaail & link to people and groups added (not organization or pulblic) Cancel Save

10.You've now shared your list and are all done! Your purchaser should be in touch soon with any
notes on your request or an update on your order.

For any questions about creating or sharing lists, please contact your Amazon Business
Customer Advisor or your main account administrator.
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