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VUMC purchases from Amazon are made through Workday. This guide includes: Accessing Amazon Business,
editing your cart, Amazon returns, and how to set up your Amazon Business account the first time you access
the catalog.

Access Amazon Business = MEw
Menu >
1. In Workday, select Menu > Requisitions. Requisition Details
Note: if you do not see Requisitions in your | " e Requesting for
. — Charle Brown (0123456)
Menu, see the guide here to add apps. Vo Soved Order .
ompany
2. If applicable, click Edit Details and update your Vanderbilt University Medical Center
Requisition Details with your Requisition Type, 8 requistions « S;;’(g)“
Deliver-to address, and worktags (if needed). personal Information Requisition Type
Note: once saved, these same parameters supelies
will display the next time you create a ,h,@c% T P | P nwalluoiiasa

requisition, and only need to be updated if p
art Requisition Edit Details

you need to change them.
3. Select Connect to Supplier Website under Ordering

Methods. If the selection is greyed out, see your [ Connestto Supplier Website
ReqUiSition Details in Step #2. Request items from Supplier websites....
4. Click Connect on the Amazon supplier line.
Connect to Supplier Website ¢ A=}
5. From your Amazon Business account, Vet Universiy MedicalCenter etz US Soplee P
search for or select an item and add it to @
your cart. Note: if the Add To Cart button is
. . . ‘_/" - \‘ ePlus a
not available, the item will show as blocked.
B\ Amazon Punchout AMAZONCAPTALSERVICESINC(PUNCHOUT)»
bUSingSS prime @ mﬁﬁfﬁ:&»"“' Enter keyword or product number g' Q :irﬁthfﬂ%ﬁial\!arderm . ‘0.
Punchout Group: Workday Prod
= Al BuyAgain TodaysDeals BusinessSavings Gift Cards ~ Top Categories |T Supplies =~ Savings For You App Center  Custom Products Shop End of School Year savings Lists = Business Prime ~

B el e al Ha e I P PP L

et Py

"

6. Once completed, select Proceed to Checkout.

7. At the Amazon checkout page, use the Placeholder address. Cart Subtotal: *10
Note: the actual delivery address was selected on your » Proceed to checkout (1 item)
requisition in Workday. 3 Choose a shipping address p——

Your admin set your name as the default receiver
If you aren't the recipient of this order, enter recipient name

Deliver To: | Charlie Brown This will be applied to only this order.

Group Workday Prod addresses
(® PLACEHOLDER - Select shipping address in WorkDay 60 ATHLETES WAY N, MOUNT JULIET, TN,
37122-4439, United States, Phone: 0123456789

Use this address
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8. You also have the option to Save your checkout options as the default for future orders.

5 Review items and shipping

© Save your checkout settings as the default for future orders
[ Use the selected group, shipping address, and payment method as my checkout defaults.

9. To return the items to your Workday cart, select Submit order for approval. This will return you to

your Workday cart.
Submit order for approval
amazon Your Account | Help
By placing your order, you agres to the —

MAmazon Business Accounts Terms and
Conditions and Amazon’s privacy notice. .
Sending cart to your procurement
Order Summary system.
You are being redirected to your procurement solution. Your items will not be
Items: 510,29 shipped until we receive an approval from your procurement system.
shipping & handling: $0.00 Need help? Please contact us at 856-486-2360 or here.
Promotion Applied: -50.51
Total before tax 54978
Estimated tax to be collecred: 50.00
Order total: $9.78

10. From your Workday cart, select Checkout. Note: only Amazon purchases can be on your Amazon
requisition. To purchase from other Suppliers, you must start a new Requisition in Workday.

m Continue Shopping

11. On the checkout page of Workday, the Deliver-To and Ship-To addresses will display what was selected
in Workday.

12.If not defaulted, add the Spend Category for the items purchased before submitting your requisition
into workflow.

~ Goods
1 item = ﬁ I.-‘
' Extended
Item Description Commodity Code *Spend Category *Quantity Unit Cost Amount Deliver-To *Ship-To Address
1029 -
Physics Teaching Hook = ] I — | Quantity * Unit Cost 2525 WEST END = 2525 WEST END AVE
Weight, Double Hook 1 10.29 AVE (LOCD0248)  NASHVILLE, TN 37203
2’:‘9’“ S;tt Stl“‘;dy o X >2525WEND (o) United States of
rome sieel Versatile Unit of Measure * No Charge STE 750 America
+2% Accuracy Easy to
(LOC98262)

Use Portable 10g for
General Science

Each

13. Click Submit to process your requisition into workflow.

( Save for Later ) ( Continue Shopping ) (---)
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Editing your Amazon Cart

Do not make changes to your Amazon order on the Workday Checkout page. After you leave the Amazon
Punchout, changes to your Amazon order do not reflect in Workday. If you must add/change/delete items in
your order, you will need to cancel the order pending approval in the Amazon Punchout and start a new order.

1. Access the Amazon Punchout by selecting Continue

Shopping > Connect to Supplier Website from
your Workday cart.

2. Connect to Amazon Punchout.

Search Catalog ]

Request Mon-Catalog ltems

»Connect to Supplier Website i
Add from Templates and Requisitions [

Select from My Procurement Faverites

Continue Shopping

Company
Vanderbilt University Medical Center

Supplier Websites 2 items
Logo

ePlus

Connect to Supplier Website

Supplier Link Name

[aD}

Requeste!

r Currency Requisition Type
Charlie Brown (0123456) ue i

SD Supplies

Multi-Supplier  Supplier Description

a

AMAZON CAPITAL SERVICES INC (PUNCH OUT) p
v

>

3. From the Amazon Business page, select the drop-down menu

for Your Account.
4. Select Your Orders.

5. From Your Orders page, select to Cancel Items or
View or Edit Order. Note: Selecting View or Edit
Order will also allow you to cancel the order. To
make changes, you will have to cancel the current
order and begin a new order.
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Account for Official Vander.. ~

Your Account

i

Cancel Punchout & Sign Qut

Your Account

Your Orders

mazon Business Car
Business Analytics
Manage your delivery
Manage Subscribe & Save
Bulk Ordering

Receiving for 3-Way Match

Your Interactions

Cancel items

Change Payment Method

{ View or edit order
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6. Select a Cancellation Reason.
7. Select Cancel selected items in this order. You will receive a cancellation email from Amazon.

Are you sure you want to cancel this order?

Items Ordered Price
1 of: Physics Teaching Hook Weight, Double Hook Weight Set Sturdy Chrome Steel Versatile £2% Accuracy Easy to Use Portable 10g for General Science [Luggage] $10.29
Condition: New

Sald by Lanxued {seller profile)
- 1 item(s) Gift options: None

Reason for cancellation (optional): | Select Cancellation Reason

Order Created by Mistake D Cancel selected itemns in this order

Item(s) Would Mat Arrive on Time - .
| Return to order summary |
Shipping Cost Too High N A
| Item Price Too High
Found Cheaper Somewhere Else
Item Sold by Third Party

Meed to Change Shipping Address

. View ar edit
After viewing product detail poges, | Meed to Change Shipping Speed 1y poges you are interested in. ;tlvur ) '
rowsing
MNeead to Change Billing Address history
| Mead to Change Payment Method
Other
8. Once canceled in Amazon, delete the items from your Workday cart.

. = —
View Cart LET
Compan Requester Requisition Type Total Amount Currency
Wanderbilt University Medical Center Charlie Brown (0123456) Supplies $10.29 usoD

1 item

Phy Teaching Hook Weight, Dou... 1

S e Description Physics Teaching Hook Weight, Double Hook Weight Set Sturdy Chrome Steel Versatile +2% Accuracy Easy
$10.29 to Use Portable 10g for General Science
Supplier Item Identifier BOD97985KL
R S N S A N e e S g e Sy g P i P e e g et Al

Amazon Returns

When returning items purchased with your Amazon Business account, the return must be processed in
Workday.

1. Type Create Return in the Workday Search bar.

2. Select the Create Return task.
Q@ create return a @

Create Return
Task

2 4
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3. From the Create Return window, select whether you want to search for the return by Purchase Order,
Supplier Contract, or Receipt.

4. Select the Appropriate option from the drop-down menu.

5. Select OK.

Note: The return will be processed with Amazon by Supply Chain. You will receive notification with the
appropriate return number and information once processed.

Logging in the First Time

1. The first time you log into Amazon through Workday, Amazon will automatically create your Business
Prime account with your vumc.org email address.

2. If you have previously used your vumc.org email address to purchase from Amazon, you will be
prompted to answer the following question the first time you log in through Workday.
3. Choose the 1st option only if you strictly used that account for
work purchasing. Choose the 2nd or 3rd option if you've What kind of shopping have
P g.‘ P y you done with this account?
purchased anything personal on that account.

There are a couple more steps needed to join
VUMC'’s Business Amazon account. Your
answer here helps us figure out what those
steps should be.

VUMC's business shopping only

Personal shopping only.

Amixof VUMC business and personal shopping
I’m not sure

Note: Choosing options 2 or 3 will require you to transition your
current Amazon account associated with your VUMC email to a new
email that is neither VUMC or currently used for an Amazon Account.

o000
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