
How to Place an Amazon Order and Submit Through E-Procurement 

 

*Only place an Amazon order if you are a Daemen Amazon business user. 

*Do not leave items in your shopping cart. 

*You should process the order online.  It will not be fully processed until all approvals have 
been received in E-procurement, after you create a requisition.  The purchasing 
department will then approve your order on Amazon.   

*Acceptable attachments for e-procurement are the printable order summaries. 

1.  Sign into your Amazon business user account 

 

2.  Place the items needed in your shopping cart and proceed to checkout.

 

 



3.  Enter details 
a. enter budget #, click “continue”  
b. select delivery address, click “deliver to this address"  
c. keep payment method as “Visa ending in 1686,” click “use this payment 

method” 
 

4. Submit order for approval 

 

 

5.  Your order was submitted for approval.  It WILL NOT be officially processed until all 
approvals in E-procurement have been completed. 
 

6. Click “review or edit your recent orders” 

 

 



7.  Click “printable order summary” 

 

 

8.  This will be the PDF attachment you will use in E-procurement 

 

 

 

 

 



The order summaries sometimes look like this.  We will accept either format.   

 

 

9.  Create a requisition in E-procurement and add your attachment.   
 Use vendor #142474. 

 


