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Amazon Business Benefits

There are a variety of discounts available on Amazon Business that RPS can take 

advantage of to unlock savings

Business Pricing 

Cheaper pricing 

available only for 

registered Amazon 

Business customers

Amazon Business 

Prime Shipping

Free Two-Day 

Shipping on eligible 

items for all users in 

the business account

Business-Only 

Selection

Business-only 

selection refers to 

items and offers that 

are only available for 

purchase by Amazon 

Business customers

Quantity Discounts 

and Limited Time 

Deals/Coupons

Amazon Rebate 

Program

Provides a rebate of 

up to 3% of districts 

overall total spend if 

certain thresholds 

are met
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How to Gain Access to the RPS Amazon 
Business Account 

Each RPS department has an Amazon PO/Invoicing Group and a P-card group (if applicable) 

used to place orders 

• PO/Invoicing Group: Requisition/PO used to make purchase

• P-Card Group: Departments P-Card used to make purchase   

Access has to first be approved by your Budget Holder (Principal or Director)

• In most cases, access is only granted to a departments Office Associate, their back up and/or Budget 

Holder

• To request access please contact Procurement Coordinator, Tiffany Archer, at tarcher2@rvaschools.net

• Upon approval, a link will be sent to the employee to gain access to their departments group(s) in 

Amazon 

mailto:tarcher2@rvaschools.net


Amazon Account Navigation 

• Your Account: Standard Amazon account 

information including name, email address & 

password 

• Your Orders: View and track your orders

• You are able to save and/or print order 

summaries as well as retrieve copies of 

invoices from this tab

Functionality
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Hover over your name in the top right hand corner to 
access additional tools in your account



Amazon Account Navigation 

Workplace Essentials: 4+ star rated work supplies, including top searched and purchased 

Wholesale: Save by purchasing items in bulk, case packs, and large packs 

Private Brands: Discover Amazon Business brands, including Amazon Commercial, Amazon 

Basics and more

Links to Explore
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Utilize the Search bar or your Lists to search for specific items

Click here to shop 

by department and 

and/or category

Click here to review 

and buy your 

recently purchased 
items

Click here to review all 
of your notifications

Access your 

shopping cart here

https://www.amazon.com/businessplus/b?node=20312414011&ref_=abn_cs_sow_nav_beihub
https://www.amazon.com/b?_encoding=UTF8&node=21482319011
https://www.amazon.com/b?ie=UTF8&node=17602470011


RPS Buying Policies 

Blocked Policies
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RPS has blocked certain product categories in 

Amazon based on our internal buying policies 

Restricted products will be clearly marked throughout 
your buying process.  If a particular item is not 
blocked on Amazon, it does not always mean that it is 
eligible for purchase on Amazon per RPS purchasing 
policies. 

This is not a complete list, but some of the items that 
should not be purchased on Amazon include the 
following: 

• Computers, printers (or any other device that must 
connect to our RPS network) 

• Gift Cards 

• Software 

• Gas-Powered Equipment 

• Assembly and Installation Services or 3rd party 
warranties 

• Any fixed asset/taggable item 

If you are not sure if an item should be purchased, 
please contact the Program Administrator 



LINQ ERP Amazon Requisition Entry Process

Amazon Business

• Create your Shopping Cart by placing items into 
the cart to get item totals and amounts.

• Click on “Proceed to Checkout” to lock in item 
prices.

• After creating your order, under 1) Choose a 
group - select “PO/Invoicing” for your location.

• Please note that if you are using the P-Card to 
make an Amazon purchase, you do not need to 
create a LINQ requisition. 

• Click “Choose this group” to proceed to 2) 
Business Order Information.
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1) Log into Amazon Business: Create and 

finalize Amazon Order  



LINQ ERP Amazon Requisition Entry Process

LINQ ERP

• Meanwhile, log into your LINQ ERP site account 
to create a requisition for your order (click 
Modules → FAS → Processing → Order 
Processing → Requisition Entry/Approval).

• Click Requisition to obtain a system-generated 
Requisition number.

• Go through the standard requisition entry 
process and enter locked in unit prices in the unit 
price field. Refer to the LINQ ERP FAS User Guide 
if additional guidance is needed.
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2) Log into LINQ ERP: Create a Requisition 

for the Amazon Order



LINQ ERP Amazon Requisition Entry Process

Amazon Business

• Return to the Amazon checkout page and enter the 
LINQ Requisition number.

• It is a requirement to enter the purpose of the order in 
the comments section (Ex: supplies, etc.)

• Complete all other required fields, then click “Submit for 
Approval” - this will send an email from your Amazon 
Business Account outlining the items you are submitting 
for approval to order.

• Download a .pdf copy of your Amazon order summary
sent to your RPS email and save to your computer (this 
.pdf copy will be required in the LINQ ERP system).
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3) Amazon: Enter Requisition Number in PO 

Number Field



LINQ ERP Amazon Requisition Entry Process

LINQ ERP

• The Procurement team requires a quote for your 
Amazon purchase before final requisition 
approval. You can attach this .pdf copy of the 
Amazon order summary during the requisition 
entry process or after you submit your requisition.

• To attach the order .pdf copy of the Amazon order 
summary to this requisition, click Tools, scroll 
down to the Documents section, and select 
Attach.
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4) LINQ ERP: Attach .pdf copy of Amazon 

order summary to the Requisition in LINQ 

ERP



LINQ ERP Amazon Requisition Entry Process

LINQ ERP

• Upload the order summary from a saved file 
on your computer by clicking on the folder 
icon to the right of the File Name field. When 
finished attaching the order summary, click 
“Save file to database”.
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4) LINQ ERP: Attach .pdf copy of Amazon 

order summary to the Requisition in LINQ 

ERP - Continued



LINQ ERP Amazon Requisition Entry Process
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5) LINQ ERP: Submit Requisition for approval

• Click Finish to submit the requisition to go through the approval process.
• Check that the requisition was submitted successfully by making sure the Requisition Status field updated to “Needs 

approval by _____”. If Requisition Status has errors, refer to the Common Errors on LINQ ERP Requisition Entry PDF 
for solutions.

• Once approved by your office/building-level approver or Procurement, you will receive notification of updated 
requisition status to “Approved/Ready for PO Print”. Proceed to follow the steps in the LINQ ERP FAS User Guide to 
change the approved requisition into a purchase order.

• The Procurement team will ensure that order attachments were uploaded appropriately, approve the requisition, and 
change the requisition number to the Purchase Order (PO) number from the Amazon vendor site for approval.



Amazon RPS P-Card Purchases 

Amazon Business

• Create your Shopping Cart by placing items into 
the cart to get item totals and amounts.

• Click on “Proceed to Checkout” to lock in item 
prices.

• After creating your order, under 1) Choose a 
group - select “P-Card” for your location.

• Please note that if you are using the P-Card to 
make an Amazon purchase, you do not need to 
create a LINQ requisition. 

• Click “Choose this group” to proceed to 2) 
Business Order Information.
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1) Log into Amazon Business: Create and 

finalize Amazon Order  



Amazon RPS P-Card Purchases 

Amazon Business

• It is a requirement to enter the purpose of the 
order in the comments section (Ex: supplies, etc.)

• Complete all other required fields, then click 
“Submit for Approval” - this will send an email 
from your Amazon Business Account outlining the 
items you are submitting for approval to order.

• Before submitting your order, please ensure that 
all P-Card information is updated and that the 
purchase is within your available balance and 
single transaction limit. 

• If your purchase is initially declined because you 
have exceeded your card limit, Amazon will 
make 2 additional attempts to process the 
payment.  After that, your order will be 
completely canceled. 
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Continued…



Things to Remember…
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• Only RPS Amazon business accounts allowed for purchases 

• Your order will not be processed until it is approved by the Program Administrator 

• Orders over $1,000 require additional approval from RPS Procurement Management

• You will be notified via email once your order is approved and processed 

• If your order is not approved within 7 days of submitting, the order will automatically be canceled 

• If your order is canceled, you will need to submit the order again in Amazon (using the existing 

requisition/PO if applicable) 

• If there are any price changes to be made to your requisition/PO, that information must be provided to 

the Program Administrator BEFORE your order can be approved

• Description of purchase MUST be entered into the comment section when placing an order 



Purchase Responsibility

It is the responsibility of every end user and 

budget holder to ensure that all purchases 

made are those of the best value and are in 

accordance to the Mission of RPS. 
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Tiffany Archer 

• tarcher2@rvaschools.net 

• Office: 804 204-1087 

Duties 

• Set up users 

• Review and approve all 

orders and requisitions 

RPS RPS Program 

Administrator Contact 

Information Amazon Customer Service Number: 

1-888-280-4331

Request a call through 

your RPS Amazon 

Business Account 

Live chat with a 

representative through 

your RPS Business Account 

Amazon Contact Information 


