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Placing Orders with Amazon
This guide shows how to place orders on Amazon and the steps required after the
order is placed to ensure a smooth verification process for fiscal and non fiscal
procard holders.

Placing an Order in Amazon

1 Navigate to https://www.amazon.com/

https://www.amazon.com/
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2 Search for the item you wish to buy

3 Add the items to your cart.
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4 Click on your chart at the top right when you are ready to check out. Or click the
"Proceed to checkout" button.
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5 Copy the TREQ number
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6 In the PO number field, paste the TREQ number. This field says "optional" but ALL
Amazon orders are required to have a TREQ associated with them.

7 Click continue
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8 Make sure the TREQ number is in the PO number field.

9 Then click continue.
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10 Paste the TREQ number in the reference number box under credit card being
used. This will help with identifying charges that post in Workday.

Please note: If you have your own procard, please use your procard when
purchasing Amazon orders. The fiscal card on file is for folks who do not have a
procard but need to place orders in Amazon.
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11 Click the " Use this payment method".

12 To update the Shipping Address, press "Change"
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13 Click "Add a new delivery address"

14 Update the address information. Please include a phone number
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15 Review that your order looks correct
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16 Then click "Submit order for approval"

Uploading Order Summary to TREQ Folder



Made with Scribe - https://scribehow.com 14

17 Click "Printable Order Summary"

18 Click "Print this page for your records." A box will pop up. Make sure to save it as a
PDF :)
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19 Click "Copy" next to the TREQ number box

20 Click "OneDrive Folder" to open the folder
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21 use the search bar to find the folder faster by pasting the TREQ number and
pressing "Enter" on your keyboard.

22 Open the folder
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23 Click "Upload"

24 Click "Files" and upload the file you just saved from Amazon.
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25 Your order is complete! Don't forget the complete the delivery task once your
items are recieved! Happy shopping :)


