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. Signinto your Amazon business user account
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2. Place the items needed in your shopping cart and proceed to checkout.

Subtotal (2 items): $55.53

("] This order contains a gift

Shopplng Cart Share cart items

Price

Proceed to checkout

Amazon Basics File Folders with Tabs for Filing, AMZ401, Sturdy, Letter Size, Assorted
Colors (100 Pack)
=TT i Menia File Folders
In Stock

Shipped from: Amazon

prime Tomorrow

FREE delivery Tomorrow, Aug 14
FREE Returns

Color: Assorted

Size: Letter

Buy 2, save 4%

Qty:1 (" Buyinginbulk? ) Delete | Saveforlater Share

Frequently bought together
Amazon Basics Hanging Organizer File Folders for Efficient Filing, Sturdy, Adjustable Tabs, Letter Size, Pac...

NEO CHAIR Office Desk Computer Chair Ergonomic Mesh Gaming Mid Back Seat with
Comfy Lumbar Support Adjustable Height Swivel for Home Task (Black)
IEEEEEY i computer Gaming Chairs

In Stock

Shipped from: NEO Direct

FREE delivery Mon, Aug 18 for Prime members

FREE Returns

Color: Black

Qty:1 | Request quote for 251+ | | Delete  Savefor later  Share

51557

($0.16 / count)
Typical price: $45:95
Savings: $0.42 (3%)
Business Price

$9.27 AddtoCart X

$3gs8

List Price: $59:98
Savings: $20.02 (33%)
Educator Price

Download cart to PDF
Por

Download

Download your cart's contents to a printable
PDF.

Items with business-only
pricing to consider
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3. Enterdetails
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

Secure checkout v

Group Change Submit order for approval
Bus Aff
Group under Daemen College By placing your order, you agree to the Amazon Business Accounts Terms and

Conditions and Amazon's privacy_notice

. . Items (2): $55.53
Ch

Business Order Information ange Shipping & handiing $0.00

PO number: No value entered Estimated tax to be collected:* £0.00

Budget#: 1-251015-51502 Order total: $55,53

Delivering to Brenda Twardowski Change

DAEMEN COLLEGE 4380 MAIN ST, AMHERST, NY, 14226-3592, United States

Paying with Visa 1686 Change

Use a gift card, voucher, or proma code

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”

@ Your order has been submitted for approval.

l o Pending Bus Aff (Daemen College) approval.

Confirmation will be sent to your email.

Shipping to Brenda Twardowski, DAEMEN COLLEGE 4380 MAIN ST, AMHERST, NY, 14226-3592, United States

Depends on Approval

For example, if approved now: &
Monday, Aug. 18

Depends on Approval

For example, if approved now:

Tomorrow, Aug. 14

You saved $9.99 in shipping fees on this order with Business Prime. Learn more

Business order information

= Budget#: 1-251015-51502

Review or edit your recent orders »



7. Click “printable order summary”

Your Orders

Q item, order or PO number...

| Search Orders

Orders Buy Again Not Yet Shipped Digital Orders Local Store Orders Amazon Pay Cancelled Orders
Viewing 6 orders placed in All orders v Last 30 days v [:/ View order reports \:]
Order placed Total Ship to Placed by Order # 111-9211873-4314653
August 13, 2025 $15.57 Brenda Twardo Diana Chambe... View order details
wski v Printable Order Summary
v Bus Aff

o This order is pending approval. View details

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

813125, d:44 PM

Order Summary

Onder plaoed Awgust 15, 2025 Onder # 1171-6824553-55 54602

Ship to

Brenda Twardosskd

DAEMEN COLLEGE 4580 MAMN 5T
AMHERST, NY 14238-3532

Payment method
Wiz ending in 1685

¥ ~
Vi rlited Eransactions

United States
Flaced by DHana Chamberlain
Budgets 1-257015-51502

Arriving Monday

Sold by: NED Direct
Suppliad by Othes
3955

Order Details

MED CHAIR Office Desk Compurter Chair Erganomic Mesh Gaming Mid Back Seat with
l:,:\rr":,- Lumibar Support Adpestable Hosght Swivel for Home Tk (Black)

Order Summary

temis) Subtotal:
Shipping & Handling:
Tatal before tax
Estimated tax to be
enllected:

‘Grand Total:

Have an idea to help us improve? Send feedback »

L3006

33596




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

amazon.com

Paid By: Daemen College
Placed By: Brenda Twardowski
Order Placed: August8, 2025
PO number : 35151

Order Total: $7.99

Amazon.com order number: 111-0763684-6620260

Business order information

Department: Business Affairs
Budget#: 1-251015-51502

Shipped on August 10, 2025

Items Ordered Price
1 of: TECKNET Gel Mouse Pad with Wrist Rest, Erganomic Office Mousepad with Wrist Support - Nen-Slip & Smooth Surface £7.99
Comf
orfable Desk Accessonies Mat for Office, Gaming and Study - Gradient
Sald by: SILICOMES Direct [seller profile
Condition: Meaw
Shipping Address: ltem(s) Subtotal:  §7.99
Brenda Twardowski L .
DAEMEN COLLEGE 4380 MAIN ST Shipping & Handling:  $0.00
AMHERST, NY 14226-3592 R
United States Total before tax: §7.99
Sales Tax:  $0.00
Shipping Speed: —_—
FREE Prime Delivery Total for This Shipment: ~ $7.99
Payment information
Payment Method: ltem(s) Subtotal:  §7.99
Visa | Last digits: 1686 Shipping & Handling: ~ $0.00
Total before tax:  §7.99
Estimated Tax: $0.00
Grand Total: $7.99

Credit Card transactions

Visa ending in 1686: August 10, 2025: §7.99

9. Create arequisitionin E-procurement and add your attachment.

Use vendor #142474.




