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Creating a Reorder List

» Use Amazon Business list functionality to create a Reorder List of items you purchase frequently or would
like someone else to purchase for you

» To get started, hover your mouse over Lists at the top right corner of your screen. Click Create a List

business All~  Enter keyword or product number Q BacktoBusiness 5o gre
P

Hello Hello, Hilary
© Select your address Departments -  TodaysDeals GiftCards Help Sell ~  Account for Salander Pub... -

Upgrade the office

with Fujitsu scanners
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Creating a Reorder List

« Select “Reorder List”
Create a List x

Choose a list type

(*) Reorder List (_) Shopping List
For items that are bought repeatedly. For items that are bought once. ltems are
[tems remain on the list after purchase. filtered from view after purchase.
« Name list in the following format
° “Date” “Name” “L.ist”
List name

* Create List
— 'CEII'IEEI CrEHtE 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 Supglies - Prinlers, ink & Toner  Projectars

o & # Bkt Exciting Deals for Work 1]
TREIRG = | P

+ Back to results
BIC Xtra-Life Mechanical Pencil, Medium Point (0.7 mm), 40-Count share (/] ] W @ 230+ Shares
b,mc iy 124 customer reviews | 7 answered questions ) Recuming delivery
EIETTY in Mechanical Pencils * 100
Was: $9.88

FREE, automatic delivery. No fees,

Price: $7.00 & FREE Shipping. Details no obligations. Learn more

You Save: $2.88 (29%)

prime | Try Fast, Free Shipping @ select delivery location

In Stock. aty(1_¢

Getit Thu, Jan 24 - Fri, Jan 25if you choose FREE Shipping at checkout, or

Delivered every 1 month &
Get it Tue, Jan 22 if you erder within 60 hrs 3 mins and choose paid Two-Day Shipping at checkout

Ships frem and sold by Amazon.com. Gift-wrap available.

Set up recurring delivery
Size: 40-Count ——

2-Pack (40-Count)  3-Pack (40-Count)  3Pack (120 Count]  4-Pack (40-Count) 4 pack (160-Count} One-time purchase:

)

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

40 count Xtra Life Mechanical Pencils

-+ 1 8ic 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

Add to List .

1.18.19 Hilary Salander .
Public

Shopping List
Private

$ Additems
Compare with similar items

Click image to open expanded view

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

o
5| Letpaaple knaw what gifts you'd like.

COReport incorrect product infarmation.

$ o+ Createalist
Exciting Deals for Work by AmazonBasics A

a0
= X
Ca | Irord eligible arders. Details
3 Janitorial and

Saold by: DISCOUNT CENTRAL
Office Sanitation Safety Education old by

Products Supplies Products Supplies Used 8 new (22) from $6.74 & FREE

shipping.

amazonbusiness
N

‘ Add to Cart

[ Secure transaction

Ships from and sold by
Amazon.com.

[ ] Add gift options

© select delivery location

‘ Add to your Dash Buttons ‘

Learn more about Dash Buttons

‘ Add to List ‘ W ‘

Private
9.1.20 John Smith List
Private

+ Create a List

‘ Reorder List
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Editing Your List

People who access your list will see your recipient name.
« To edit your list, select “Edit” List name 9.1.20 John Smith List
» Make edits to your list Name, Type of List, etc.
« Save changes Description Write a little something about the recipient of this list.
Tip: This information will help others find your lists
s
9.1.20 Jnh“ 5I11ith Li5t Shipping Address None W
. (@) Reorder List
S~ . _ List type . En.r er Lis |
K/ Reorder list a Private For items that are bought repeatedly. ltems remain on the

list after purchase.

Share Print Delete (L) Shopping List
For items that are bought once. Items are filtered from

view after purchase.

i = 4+ AddIdea to List (] Default List

‘ Cancel H Save Changes
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Finalizing Your List

Add to List X

* Once your list is complete, e e e Tl
click View Your List, or

1item added to 1.18.19 Hilary Salander Shopping List

L . t f th Your Lists BIC Xtra-Life Mechanical Pencil, Medium Peint (0.7 mm),

access your LiIsts trom the 1.18.19 Hilary Salander Sho... 40-Count View Your List

LI St d rop down if;ds;LiSt Continue shopping
| |

Craate a List

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

1.18.19 Hilary Salander List rublic Send list to others s=s
Estimated subtotal: $34.85
Add all to Cart
+ Add Idea to List Q, Search this list Filter & Sortw

» Update and finalize

requested quantities for

AmazonBasics Pre-sharpened Wood Cased

eaCh ]tem #2 HB Pencils, 150 Pack
i i iy~ (504)
Business Price ~ $10,90 ~prime

Size : 150 Pack
2 Used & New from USD 10.90
Quantity discount available.

Comment Add
Priority Add

$16.95 vprime 1 Add to Cart
2 Used & New from USD 16.95

@ Iq @ Clipeo Stainless Steel Scissors with [term added January 18, 2019
- Ergonomic Handle (Pack of 12)

Move v Delete

Comment Add

BIMTA] o
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Sharing Your List

9.1.20 John Smith List

. Cl]Ck on “Share” $ Reorder list a Private
Edit Print Delete
i =+ Add Idea to List
° Cl]Ck “Manage Coworkersn With West Contra Costa USD With public
« " Business Professional Services (You) Share with alink ||
then + “Add People or AB-Servicesvwoosd@amazonoom -

Searchable on Amazon

Groups”

» Type in the name or email
address of the user you are
sharing the list with (they With West Contra Costa USD Cancel E With public
must be on the Amazon sor w2t [T
Business account). You can Searchable on Amazon ||
also search by group name Plesse enter s ormore characters
and then click “Save”

Shopping List Share ~ | =es More
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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(s) and/or the
users in your group have been sent a
notification via email

» After you share your list, you will also notice

amazonbusiness
p ——

Blake Smith, your coworker shared a new Amazon
Business list with your group.

You can find it under Shared with you in Lists.

View list
that the user you shared it with shows up as a
user you have shared with
Your Lists Shared With You Your Idea Lists Createa List List help
REORDER LISTS Reorder List Share ~ | === More
Rearder List shared ith Salander Public Schools Manage coworkers With public

Default List

Administrator Hilary (You)
hilsal+admin2@amazon.com

SHOPPING LISTS

Teacher Mary

Shopping List Private hilsal+Teacher@amazon.com

Secretary/Bookkeeper
hilsal+secretary@amazon.com

Wish List Public

Share with a link __

Searchable on Amazon

amazonbusiness
N
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Business Customer Support

Dedicated U.S. based Business Customer Support can be reached a number of ways including email,
chat and phone.

Not sure what you’re looking for? Learn more about the features and benefits on Amazon Business HERE.

Departments -  BuyAgain Savings Hub Quantity Discounts Today's Deals Business Plus  Add People  Gift Cardsl| Help

Fixing things is
quick & easy

Gift Cards  Help § ContactlUs

Hey, | never received my Fire table

So sorry it never showed up

The bot ql.llckly fixes your prOblEm or I'll go ahead and send another one to the
same address you had the last one sent, OK?
connects you to someone who can.

Start chatting now

rg) Need help over phone? We can call you.

Yes, sounds good

Messaging Assistant « Customer Service

e OK, we just put in the replacement order, It
should arrive in a couple of days.

The bot quickly figures out what you It fixes your issue, or connects you Your're on your way!
need help with. with a human if you need more help. y ¥

Here are a few things you can take care of on your own

= S 0 ¥ -
p— Qg_ p

Check on an order Returns & Refunds Manage content & devices Get help with Prime Update payment info Account settings
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https://www.amazon.com/gp/help/customer/contact-us?
https://www.amazon.com/gp/help/customer/display.html/ref=hp_bc_nav?ie=UTF8&nodeId=201606350

