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Amazon Business at Rowan University

Buying Guide

To request a Rowan Amazon Business account, click here or contact Stacie Mori at mori@rowan.edu.

Amazon Business Account Set Up

e Amazon Business is strictly for business use only.

e You must use your @rowan.edu email for the account. All other types of emails are prohibited.

e You cannot change your email address in Amazon Business for personal use at any time.

e If you are using your @rowan.edu email for personal Amazon use, you will need to change your
personal account to a personal email (Gmail, Yahoo, etc.)

Procedure
Choose the appropriate group at checkout:
amazon Checkout (1 item)
1 Choose a group
Your groups Addresse Payment method:
Athletics Shared Shared
Ro versit
Chemical Engineering Shared Shared
Rows versit
Chemical Engineering Grants Shared Shared
Rowan SOM- Funds Starting with 10200, 30200, or 18xxx Shared Shared
Row orsit
@ Rowan University Shared Shared
Rowan University Grant Purchases Shared Shared
Ro t
Choose this group

Traditional Purchases

1. At checkout, choose Rowan University when selecting a group.

2. Make sure to include full FOAPAL number (Fund-Org-Account-Program).

3. Add any additional notes and approvals in the comments section (ITAP, furniture, etc.) and send
approval to requisitions@rowan.edu.

4. Add a name to the “Deliver To” field and choose the shipping address.

5. Choose the Visa ending in 9610 as the payment method.


https://www.amazon.com/ab/invitations/accept/2021161K76lizruSG-9mOVwmjSdPw?ref_=b2b_eam_inv_lnk
mailto:mori@rowan.edu
mailto:requisitions@rowan.edu

Grant-Funded Purchases Under $5,000

1. At checkout, choose Rowan University Grant Purchases (or your specific department's
grant purchasing group, if applicable) when selecting a group.

2. Make sure to include full FOAPAL number, with dashes.

3. Add any additional notes and approvals in the comments section (ITAP, furniture, etc.) and
sendapproval to requisitions@rowan.edu.

4. Add a name to the “Deliver To” field and choose the shipping address.

Choose the Visa ending in 9610 as the payment method.

6. These purchase requests will be routed to the Grants Department for review once approved
bythe Office of Contracting and Procurement.
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Grant-Funded Purchases Over $5,000

1. At checkout, choose Rowan University Grant Purchases (or your specific department's
grant purchasing group, if applicable) when selecting a group.

2. Make sure to include full FOAPAL number, with dashes.

3. Add any additional notes and approvals (ITAP, furniture, etc.) and send approval to
requisitions@rowan.edu.

4. Choose “Pay by Invoice” as the payment method.

5. Once you receive the approval email, submit a requisition for Amazon using Banner ID
916307054.

6. Forward approval email to requisitions@rowan.edu as supporting documentation.

7. A purchase order will be created upon review from both the Grants Department and the
Officeof Contracting and Procurement.

Athletics, Engineering, or SOM Purchases Using Funds starting with 10200, 30200, or 18xxx

1. Atcheckout, choose the appropriate group.

2. Make sure to include full FOAPAL number, with dashes.

3. Add any additional notes and approvals in the comments section (ITAP, furniture, etc.) and
sendapproval to requisitions@rowan.edu.

4. Add a name to the “Deliver To” field and choose the shipping address.

5. Choose the Visa ending in 9610 as the payment method.

6. These purchase requests will be routed through the appropriate approval queue for review.

Posting
Charges will post to your budget the month following the date the items ship.

Example:

e |temis ordered on January 31st
e [tem ships on February 1st
e Charges will post mid-March

Returns and Exchanges

You are responsible for processing your own returns and exchanges through your Rowan Amazon Business
account. Refunds will be credited to the original FOAPAL once the credit has been processed by Amazon and
posted to the account.


mailto:requisitions@rowan.edu
mailto:requisitions@rowan.edu
mailto:requisitions@rowan.edu
requisitions@rowan.edu

Restrictions

Although Amazon Business is an approved vendor, there are a number of items that should NOT be
purchased through Amazon unless pre-approved. Send all pre-approvals (IRT, furniture, etc.) to
requisitions@rowan.edu. The Office of Contracting & Procurement will approve restricted orderson

a case-by-case basis.

Do not submit an order in the portal prior to receiving your approval. This will result in a rejection.

Restricted Items

Furniture

Office Supplies

IRT

Textbooks

Restricted items will be marked on the Rowan University Amazon Business account to inform you of
what you can and cannot buy. When buying items on Amazon, you will notice that an item will be

marked in a number of ways:

1. When browsing, the item will be marked as “company restricted.”

by Acer

$379%

Get it by Tomor
FREE Shipping

Company Restricted
Acer Aspire E 15, 15.6" Full HD, 8th Gen Intel Core i3-8130U, 6GB RAM Memory, 1TB HDD, 8X DVD, E5-576-392H

v 163
Save $20 on Microsoft Office 365 Personal See Details
« Display Size: 15.6 inches
* Operating System: Windows 10
* Cpu Model Famity: core I3
+ Computer Memory Size: 6.0 GB
* Hard Disk Size: 1000 GB

Add to Cart

2. If you do click into an item that is restricted, the below image shows a banner that will

appearsaying it is restricted.

A Company restricted

This item may not comply with the purchasing standards for your organization.

All laptops should be purchased by the IT department
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4 wuuEwEw 9

Acer
Acer Aspire E 15, 15.6" Full HD, 8th Gen Intel Core i3-8130U, 6GB RAM Memory, 1TB HDD,
8X DVD, E5-576-392H

i ~ 163 customer reviews | 276 answered questions

EEETSEA in Traditional Laptop Computers

Price: $379.99 & FREE Shipping.Details
prime | Try Fast, Free Shipping ~

Save $20 on Microsoft Office 365 Personal 1 Applicable Promotion ~

In Stock.
Want it tomorrow, Aug. 14 to 022102 Order within 19 hrs 36 mins and choose One-Day Shipping at checkout.
Ships from and sold by Amazon.com. Gift-wrap available.

+ 8th Generation Intel Core i3-8130U Processor (Up to 3.4GHz)
* 15.6" Full HD (1920 x 1080) widescreen LED-lit Display

+ 6GB Dual Channel Memory, 178 HDD & 8X DVD

* Up to 13.5-hours of battery life

« Windows 10 Home

» See more product details

Compare with similar items
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