( Orenda ,,\.;6N ORDERING INSTRUCTIONS FOR PURCHASE ORDERS

Note: If you do not already have a personal Amazon account, please sign up for one. You will be
using this to streamline your Amazon ordering process for Orenda Purchase Orders (PO).

- 1. Log-in to your personal Amazon account.
&) Buy new: 0
™ ST A24 2. Select the item that you would like to order and make sure to
54 choose all options available for your item. (Note: select all
/primeToday options available for the item; size, color, count, shape, etc...)
FREE delivery Today Remember; Only the items and quantities listed on the
2 PM - 6 PM. Order within 1 br approved PO form will be ordered through the Orenda
34 mins Amazon account. If your Amazon list shows 3 of an item, but
o the approved PO lists the quantity as 1 of this item, we will only
[ Shorter shipping distance »
order 1.
@ Deliver to Susie - Georgetown .
78628 3. Instead of selecting “Add to Cart”, select the down arrow
next to “Add to List” (PIC 1 red circle).
In Stock _
4. Select “Create a List”
& Add to List W
[ Quantity: 2 VJ (PIC 2 purple box). )
= PO16677 Juliet Sueltenfuss ...
[« | Shared | Collaborator
Adxtart 15969 Cathy Byrd
Shared Collaborator
Bonnie's List
EIJF Now Shared Collaborator
Mew List
Private
Ships from  Amazon.com N 56 15263 Susie Hubrik
Sold by Amazon.com @ Shared | Collaborator
PO 15968 Anissa Bussell
— Shared Collaborator i
Add to List | l
__ 4+ Create aList
m r H “wp o H ”
Ul  create a new tist or registr . 5. Edit the “List name (required)” to
E e include your PO number and your
name (PIC 3 yellow box). Note: this
List name (required) field defaults to “Shopping List”, .
[[ PO 12345 Susie Hubni ]] delete the default and rename with
the PO # and your name.
Use lists to save items tor later. All Lists are pI‘IVEItE unless you share « . .
them with others. 6. Select “Create” and you will see
the following message (PIC 3 yellow
circle)
Celebrating an occasion? 4 Cancel T (e
Create a Registry or Gift List N

Page 1 of 2



0

Orenda A\ AzoN ORDERING INSTRUCTIONS FOR PURCHASE ORDERS

Education
- Y 7. If you have more than one item to add to your
ry| Create anew list or registry X list, click “Continue Shopping” (PIC 4) to add more
E items to your list.
1 item added to PO 12345 Susie Hubnik 8. Each time you click Add to List”, §elect the list
name you just created (it will appear in the drop
"'W" Crayola Bulk Crayon Classpack - down |iSt).
ST 800ct (16 Colors), Back to School
L;‘ Essentials, Kids Crayons, Arts & 9. When you are finished adding items to your
Crafts Supplies Teacher list. click “View List.”
Classroom Must Haves, Ages 3+ ’
#5410 10. If you leave the screen and need to get back
View List to your list, at the top of the Amazon webpage,
place your cursor over “Hello Your Name” and
Continue shopping select the list name you created in the menu that
L ) opens (under the Heading “Your Lists”).
3 PO 12345 Susie Hubnik #rivate Add item BB
E + Invite
o 11. Print 2 copies of your list to attach to the PO form by clicking the “...”
0 symbol (PIC 5 green box) and choose “Print List” (PIC 6 green box).
& Additem || ¢ , . _ o , ,
12. On the paper PO form, in the “Detailed Description” section, write
“See Attached List” and then fill in the total cost of the list in the Total
Managelist I field. Attach the 2 printed copies of the list to the PO and turn them into
F your supervisor for approval as soon as possible. Note: after you have
- turned your PO form, check the District PO Tracking Log (found on the
Orenda Employee Tools webpage) to see the status of your request.
b~ Required: You must send your list to the
(&) Invite others to your list E] Business Office by email. Once the PO form
E has received all approvals, the Business
_ Office will use the emailed link to access
Invite someone to your shopping list and place your order.
VIEW ONLY 13. In the upper right-hand corner of your
Anyone with a link can view your list without making Amazon screen, select the upload Symb0| (PIC 5
edits blue box).
[ VIEW AND EDIT ] 14. Click the “View and Edit” button (PIC 7 blue
box). Once you click the button, the “Copy link”
Invited people can add or remove items from your list button will appear (p|C 8 blue bOX).
: 15. Open your email and create a new email
1 | & Copylink |2 Invite by email sent to ap@orendaeducation.org and click “Ctrl”
t,;,) and V to paste the link into the body of your
R email. The subject of this email should be

“Amazon PO ##### Your Name”.
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