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Creating a Reorder List

* Use Amazon Business list functionality to create a Reorde
like someone else to purchase for you

« To get started, hover your mouse over Lists at the top right col

business All» Enter keyword or product number Q BacktoBusiness SN
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Creating a Reorder List

Your Lists  Your Idea Lists  Your Friends Create a List X

' \ . This list is for
| ists I

for all your shopping needs

You v

| S Choose a list type WRETYS Wis Lz
Reorder LIt e e SNOPPING LISt et | *) Reorder List () Shopping List () Idea List
GBSt es R fer purchase. For items that are For items that are Make a list for the
bought repeatedly. bought once. Items are Amazon community.
Items remain on the filtered from view after
list after purchase. purchase.
* Click “Create List"
» Select “Reorder List”
« Name list in the following format List name Privacy
u nu "oy ~4n [
* "Date” “Name” “List 1.18.15 Hilary Salander List \ ‘ Private ‘ ’ Public ’

* Create List

People can search for your public lists using your
recipient name. When finding your public lists, they
will see your recipient name, birthday and city. To edit
this information, go to Manage List on your list page.

‘ Cancel H Create List |
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Add Items To Your List

» To add items to your list, search for your item
» Select “Add to List” which appears to right of the page below the

Buy Box

» Select the List Name where you wish to add the item

» A confirmation message will show that the item was added to your

list and you can choose to view your list or continue shopping

Office Products  Office Deals ~ School Supplies - Printers, Ink & Toner  Projectors
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Click image to open expanded view
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BIC Xtra-Life Mechanical Pencil, Medium Point (0.7 mm), 40-Count
by BIC
WAy ~ 124 customer reviews | 7 answered questions

LY in Mechanical Pencils

w : $9-28
rrrrr : $7.00 & FREE Shipping. Details
You Save: $2.88 (29%)
VPrime | Try Fast, Free Shipping ~
In Stock.
Get it Thu, Jan 24 - Fri, Jan 25 if you choose FREE Shipping at checkout, or
Get it Tue, Jan 22 if you order within 60 hrs 3 mins and choose paid Two-Day Shipping at checkout
Ships from and sold by Amazon.com. Gift-wrap available.

Size: 40-Count

2-Pack (40-Count)  3-Pack (40-Count)  3Pack(120 Count)  4-Pack (40-Count) 4 pack (160-Count)

5-Pack (40-Count) 5 pack (200 Count) 32 Pencils 0.7mm Value Pack | 40-Count

« 40 count Xtra Life Mechanical Pencils

+ 1 Bic Pencil = 2.5 wood case pencils

« Medium, 0.7mm lead

« #2 Pencil Perfect for Standardized Tests

- Smooth writing lead does not smudge and erases cleanly

Compare with similar items
Used & new (22) from $6.74 & FREE shipping.

CJReport incorrect product information.

Exciting Deals for Work by AmazonBasics

share 7] ] W @ 230+ Shares

(&) Recurring delivery
= $1.00

FREE, automatic delivery. No fees,
no obligations. Learn more

© Select delivery location
Qty 1 ¢

Delivered every 1 month +

! Set up recurring delivery

() One-time purchase:

Add to List .

1.18.19 Hilary Salander S...

Public

Stopping Lt

5 Add i mmsy uwzmwshuplnr
-2 Wish

| [ i

S/ Let people know what gifts you'd like.

S+ crateatin

Sold by: StorageShop

eligible orders. Details
Sold by: DISCOUNT CENTRAL

Used & new (22) from $6.74 & FREE
shipping.

Delivered every 1 month *

Set up recurring delivery

) One-time purchase:
—  $7.00

Add to List

1.1B.19 Hilary Salander 5...
Public
Shopping List
Private

$ Add items you want to shop for. _]

Wish List
d i |” public
S Let people know what gifts you'd like.

$

+
Sold by: StorageShop

$10.00 Add to Cart
& FREE Shipping on

eligible orders. Details

Sold bv: DISCOUNT CENTRAL

= Create a List ]
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Editing Your List

« To edit your list, click the three dots and select “Manage

List"”

» Make edits to your list Name, Type of List, etc.
* Or delete if necessary

* Save changes
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Create a List List help

Send list to others ses

Print List

Manage list X

People can search for your public lists using your recipient name. When finding your
public lists, they will see your recipient name, birthday and city.

List name 1.18.19 Hilary Salander List
List is for You v
Recipient Amazon Business Professional Services
Email AB-Services+wccusd@amazon.com
Birthday Month v ’ ‘ Day hoA
Description Write a little something about the recipient of this list.

Tip: This information will help others find your lists

Wz

Shipping Address | None v

List type (®) Reorder List

For items that are hnuaht reneatedlv. Items remain an the

‘ Cancel ’ Save Changes
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Finalizing Your List

* Once your list is complete, oo FOUOGE ORI |
click View Your List, or
access your Lists from the

Add to List x

1itemadded to 1.18.19 Hilary Salander Shopping List
Your Lists

BIC Xtra-Life Mechanical Pencil, Medium Point (0.7 mm),

1.18.19 Hilary Salander Sho... 40-Count View Your List
List drop down Reordor L —
1S L}

Create a List
Customers who bought BIC Xtra-Life Mechanical Pencil, Medium Point (... also bought

1.18.19 Hilary Salander List Public Send list to others s=s

Estimated subtotal: $34.85

‘ Add all to Cart
+ Add Idea to List | @ Search this lst Filter & Sortw
« Update and finalize
"
requested quantities for
. AmazonBasics Pre-sharpened Wood Cased Vel atded January 18, 2019

eaCh |tem #2 HB Pencils, 150 Pack -
fodedede oy  (504) R Add to Cart
Business Price ~ $10.90 vprime
Size : 150 Pack | e v L

2 Used & New from USD 10.90
Quantity discount available.

Comment Add
Priority Add

f @ Clipco Stainless Steel Scissors with Item added January 18, 2019
4 Ergonomic Handle (Pack of 12)
WY $16.95 <prime h Add to Cart

2 Used & New from USD 16.95

' ‘ Maove v ‘ Delete
Comment Add
, & i Priority Add
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Sharing Your List

* C(Click on “Share”

» Click “Manage coworkers"
then + “Add People”

« Type in the email address
of the user you are sharing
the list with and click
“Save”
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Create a List List help

Shal'e ~ =nm Mom

with Amazon

Amazon Business Professional Services (You)
AB-Services+weccusd@amazon.com

@ With public
Share with a link j]

Searchable on Amazon

Shopping List

with Amazon
A

Cancel I Save

kearch for people

Please enter 3 or more characters

Share ~ === More

With public
Share withalink ||

Searchable on Amazon
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List Share Confirmation

 NOTE: When you select save, you will NOT
receive a popup or an email confirming your
action. But know that the user has been sent a
notification via email

 After you share your list, you will also notice
that the user you shared it with shows up as a
user you have shared with

amazonbusiness
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Secretary/Bookkeeper, your coworker shared a new
Amazon Business list with you.

You can find it under Shared with you in Lists.

Your Lists Shared With You Your Idea Lists

REORDER LISTS Reorder List

Reorder List Shared
Default List

With Salander Public Schools

Q Administrator Hilary (You)

hilsal+admin2@amazon.com
SHOPPING LISTS

Teacher Mary
hilsal+Teacher@amazon.com

Shopping List Private

Wish List Public Q Secretary/Bookkeeper

hilsal+secretary@amazon.com

Create a List List help

Share ~ === More

Manage coworkers

With public

Share with a link |||

Searchable on Amazon ED
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List Management

« Keep your lists up to date and reduce list clutter for you and your buyer by deleting your lists periodically
« As a best practice, delete the list once the order has been placed unless you need it for future orders

* To delete a list:
* Click on the Lists drop down

» Select the list you wish to delete under “Your Lists"”
» Select “More” top right hand corner

* Manage List and scroll to the bottom

» Select "Delete List”

back to school supplies Fublic o Send list to others === More
Q 4+ Invite
Manage list
Print List
+ Add Idea to List Q, Search this list
AmazonBasics Multipurpose Office Scissors - 2- Item added July 31, 2018
Pack
") wdrddr v (360) Add to Cart |
$6.99 ~prime
é % Size - 2-Pack Move v | L |
Add comment, quantity & priority

Manage list x
People who access your list will see your recipient name.
Recipient ‘ Teacher Mary ‘
Email ‘ hilsal+Teacher@amazon.com ’
Birthday ‘ Month v ’ | Day v ‘
Description Write a little something about the recipient of this list.
Tip: This information will help others find your lists

e

Shipping Address ‘ None v ‘

¥ Keep purchased items on your list. ~

[ Default List

Delete list ‘

e [swacnee
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Questions
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Questions regarding the status of your requested items should be
directed to the user who placed your order

Your purchaser is responsible for communicating order
approvals/rejections

Inquiries about order location should be directed to your purchaser
as they have direct access to order shipping status and order
information

Amazon Business Customer Service can be reached at 888.281.3847
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