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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 

1. In Workday, select Menu > Requisitions.  
Note: if you do not see Requisitions in your 
Menu, see the guide here to add apps. 

2. If applicable, click Edit Details and update your  
Requisition Details with your Requisition Type, 
Deliver-to address, and worktags (if needed).  
 Note: once saved, these same parameters 
 will display the next time you create a  
 requisition, and only need to be updated if 
 you need to change them. 

3. Select Connect to Supplier Website under Ordering 
Methods. If the selection is greyed out, see your  
Requisition Details in step #2. 

4. Click Connect on the Amazon supplier line. 
 

5. From your Amazon Business account,  
search for or select an item and add it to 
your cart. Note: if the Add To Cart button is 
not available, the item will show as blocked. 

 
 
 
 
 
 
6. Once completed, select Proceed to Checkout.  
7. At the Amazon checkout page, use the Placeholder address.  

Note: the actual delivery address was selected on your  
requisition in Workday.  
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8. You also have the option to Save your checkout options as the default for future orders. 
 
 
 
 

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

 

 

 

 

 

 

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. 
 
 
 

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.  
 
 

 

 

 

 

13. Click Submit to process your requisition into workflow. 
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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. 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

8. Once canceled in Amazon, delete the items from your Workday cart. 
 
 
 
 
 
 
 
 
 

 

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. 
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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 
purchased anything personal on that account.  
 
 
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. 
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