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Self-service instructions for Liftbase

This document provides guidance and reference material to IT
professionals to establish a Liftbase Punchout/Punch-in
integration to Amazon Business.

Punchout/Punch-in setup on Amazon Business

If you don't already have an Amazon Business account, please register for one in the
Amazon Business store you are looking to integrate with Amazon Business:

https://www.amazon.co.uk/business - For UK Amazon Business store

https://www.amazon.de/business - For DE Amazon Business store

https://www.amazon.fr/business - For FR Amazon Business store

https://www.amazon.it/business - For IT Amazon Business store

https://www.amazon.es/business - For ES Amazon Business store

It may take up to 72 hours for the account to be verified and activated.
Once the account is activated, log in to your Amazon Business account and navigate
to Business Settings by hovering over your name as below:

{ Hello, Alberto

business L Al +  Enter keyword or product number Q
= © charlotte... 22901 Account for PSP test account x

EN Hello,
& ~  Account fo

= Departments Add People BuyAgain TodaysDeals Recommendations ~ GiftCards Quantity Discounts ~Savings Hub

Account Details

Best sellers in Office & School Supplies Accot

Your Account

. 1 Amazon Basics Multipurpose Copy Printer Your A
Paper, 8.5 x 11 Inch 20Lb Paper - 1 Ream (...

Your Orders

Your C
-$1 - -
| $es89-$151800 Busi Business Settings
' usine
See all buying options
Busine Manage Subscribe & Save
- e EXPO 80074 Low-Odor Dry Erase Markers, Try B
@ Coms Chisel Tip, Assorted Colors, 4-Count Iy Business Analytics
& G $5.29-$43.58 Manag i .
& L= ‘Seaall baykig options Bulk O Try Business Prime
Scotch Heavy Duty Packaging Tape, 1.88" x Categc Bulk ordering
22.2 yd, Designed for Packing, Shipping an .
$13.99 - $34.38 Mana Amazon Business Amex Card

Your interactions


https://www.amazon.co.uk/business
https://www.amazon.de/business
https://www.amazon.fr/business
https://www.amazon.it/business
https://www.amazon.es/business
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» Under Members section, click on Group.

Q& Billing & delivery

Manage your checkout preferences for employees by adding payment and shipping

info.
Shared settings Blanket purchase orders
Payment methods Invoice by Amazon (single-supplier solution)
Addresses Receiving (3-way match)
Business order info Checkout defaults
2 Members
A0 ) . . ) X .
aca Invite others to join the business account and organise them into groups with

common settings

People

Invitations

* Click on Add Group to create a new Group. This group will host both the Punchout
and Punch-in connection.

Displaying 0 of 0 Add group

Refine by

No Results Found
Q Find a group

Show groups within

@) This group only

This group and
subgroups

* Enter a group name of your choice (e.g. Liftbase Punchout) and select Shared
payment methods if a common payment instrument will be used for all the users
(i.e. Pay By Invoice). Select Individual payment methods only if users will use their
own payment instrument. If this option is selected, users must add their payment
instrument in their Amazon Business account. Select Shared addresses, as the
shipping address will be taken from the purchase order sent from Liftbase.
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Group name

Liftbase punchout
Turn off purchasing for this group

Payment methods
Which payment methods should members of this group use to place orders?

Individual Payment Methods — Employees provide their own
@) Shared payment methods - the admin will provide payment methods for the group to use

Both Shared and Individual Payment Methods — Admins can provide payments for the group, employees
can also use their own

Delivery addresses
Which delivery addresses can members of this group ship orders to?

Individual Addresses - Employees provide their own

@ Shared addresses — the admin will provide these for the group to use

Add group Cancel

* Click on the newly created group. If it doesn’'t show up immediately, please refresh
the web page.

Liftbase punchout Actions v

PSP test account / Liftbase punchout

* To make sure you are in the newly created group, check if you can see the name on
the top blue banner. Otherwise, select it from the dropdown list highlighted below.

® Ef::;:;:lzez”: o All » Enter keyword or product number

iss Gift Guide Buy Again Add People Today's Deals IT products ~ Business Savings Recommendations ~ Ca

Resale Outlet Subscribe & Save Vouchers  Amazon Family ~ Amazon Prime Prime Video Prime Student M

PSP test account ’ Liftbase punchout

Liftbase punchout

PSP test account / Liftbase punchout

« Under ‘Billing & delivery’, click on Addresses.
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Q& Billing & delivery

Manage your checkout preferences for employees by adding payment and shipping info

t methoc voice by Amazo

2 Members
LN
e Invite others to join the business account and organise them into groups with common settings
| tio
a2y Buying policies
N 4 Guide employee buying by setting purchasing rules and approval workflows based on spending limits.

Certifications

Apply professional credentials that allow you to buy specialty items or order without sales tax

credentials

System integrations

&

Connect Amazon Business with other purchasing, tracking, and financial programs you use

NorkDocs

* On the right side, click on Add an address (twice).

Add an address v ’ Actions Vv

Add an address
Import address from your account

Upload addresses for the current group

Upload addresses to multiple groups !

The address that you are adding is a placeholder address, which all punchout users
will be forced to select upon checkout. This address will be ignored. The real
shipping address will be taken from the purchase order generated from
Liftbase.

» Complete the form as shown in the screenshot below:
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Country/Region

[ United Kingdom v] Enter the main country for
shipment

Full name (first name and surname)

[ Temporary address — definitive taken from Liftbase ]

Company name (optional)

Phone number Enter a phone number.

| 0123456789 ] Amazon Business will never

use it for any purpose

May be used to assist delivery

Postcode

[SE‘I 9SF ] Enter headquarters’ postcode

Address line 1

[ Temporary address — definitive taken from Liftbase ]

Address line 2 (optional)

Town/City

[ London ] Enter headquarters' town/city

County (if applicable)

Add delivery instructions

Do we need additional instructions to find this address?

Provide details such as building description, a nearby landmark, or other navigation

instructions

Do we need a security code or a call box number to access this building?

‘ 1234 ‘

Fields that show empty must be left empty.

» Click on Add address at the end of the form. If a warning message pops up, ignore
and click again on Add address.

» Click on Back to Liftbase punchout.
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[ Back to Liftbase punchout l

Liftbase Punchout - Addresses Add an address v

Purchases made by this Group can only be shipped to the following addresses. Requisitioners purchasing on behalf of {
able to edit or add shipping addresses during checkout.

Search addresses:

Q

* Under System Integrations section, click on Configure purchasing system.

@ Billing & delivery

Manage your checkout preferences for employees by adding payment and shipping info

et B8
Y O - ¥ S0
A g atc
B C utd
2 Members
&8
(=3 Invite others to join the business account and organise them into groups with common settings
copl
Invitatio
Grou

Buying policies

Guide employee buying by setting purchasing rules and approval workflows based on spending limits.

Certifications
£

Apply professional credentials that allow you to buy specialty items or order without sales tax

OOO System integrations

<> Connect Amazon Business with other purchasing, tracking, and financial programs you use

 Type Liftbase in the search bar and select it.
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Set up your purchasing system

Amazon supports ¢XML and OCl based punchout systems and cXML and OAG based ordering

systems.
| Q Liftbase '
|

Liftbase

NEeuTIElpT
Learn more about configuring your purchasing system to connect to Amazon.
For questions, contact Business Customer Service.

* Credentials are autogenerated. If needed, change the System login and Password
per your choice. Click on Save.

Set up your purchasing system

Amazon supports cXML and OCI based punchout systems and cXML and OAG based ordering

systems.

| Q Liftbase

@ Download Liftbase integration guide

Use the settings below to configure Basware to connect with Amazon Business.

System Login @
Identity (Username) is automatically generated here

The system login can contain only letters, numbers, hyphen and underscore, must be from 4 to
64 characters.

Password @
Shared secret (password) is automatically generated here

The password can contain only letters and numbers, must be between 6 and 30 characters, and
contain at least one letter and one number.

Save Cancel

* During this step you will receive your user name (from/sender identity), password
(shared secret), Punchout URLs for Test and Production environments, and
purchase order URL. Please note, these details will also be emailed to you as well if
you select the email these settings option (highlighted in the next screenshot).

* Note that the shared secret is hidden by default. To reveal, select Show.

* The Punchout URLs for Test and Production vary per Amazon Business marketplace
region. See the below list for Punchout URLs in each region:

Test:

e FR: https://www.abintegrations.amazon.fr/punchout/test

« ES: https://www.abintegrations.amazon.es/punchout/test

« UK: https://www.abintegrations.amazon.co.uk/punchout/test
« DE: https://www.abintegrations.amazon.de/punchout/test
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« IT: https://www.abintegrations.amazon.it/punchout/test

Production:

« FR: https://www.abintegrations.amazon.fr/punchout

« ES: https://www.abintegrations.amazon.es/punchout

« UK: https://www.abintegrations.amazon.co.uk/punchout
« DE: https://www.abintegrations.amazon.de/punchout

o IT: https://www.abintegrations.amazon.it/punchout

Purchasing System

Use the settings below to configure Basware to connect with Amazon Business. You can alsof¢

Liftbase punchout connection to Amazon Business Status : Test

Download Liftbase punchout connection to Amazon Business
Purchase orders placed in Test mode are only used to

(*From Identity” in XML D verify connectivity. We will not charge or dispatch these
orders.
‘Shared Secret’ in cXML Start testing punchout setup
eoseosessosssssessesseeseseese  SHOW
Switch to Active mode

Punchout URL
https://www.amazon.co.uk/eprocurement/punchout
Search for purcha:
Punchout Test URL
https://www.amazon.co.uk/eprocurement/punchout/test

Purchase order request URL

A J

Default payment method
his p

ayment method will be automatically selected at checkout
A To switch to active mode, add a payment method and then set it as default.
Add a payment method
Taxonomy settings

Classification taxonomy to use in punchout
UNSPSC

Advanced settings
Use these settings to configure additional information

Extend punchout configuration

Extend punchout configuration to legal entities or groups
Configure

Purchase order confirmation email

Punchout User
Allitems, accepted and rejected, are included in the email sent by Amazon Business after the order has been placed

Administrator

Prices and stock levels can change. Tell us how to handle order requests if they do.

Edit

* The purchasing system is set to Test mode by default in the Amazon Business
account. As long as it is set to Test mode, all the purchase orders transmitted to
Amazon Business will not get shipped or invoiced. Users will receive confirmation
emails informing whether test orders were successful or not, including reasons for
rejected orders (see Potential reasons for rejected orders).
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* Once the testing is successful, you will have to switch the mode from Test to Active
to be able to place live orders (instructions in Move to production section).

Status : Test

Purchase orders placed in Test mode are only used to
verify connectivity. We will not charge or dispatch these
orders.

Start testing punchout setup

Switch to Active mode




Self-service instructions for Liftbase

Punchout/Punch-in setup in Liftbase software
Instructions for Liftbase customers

1 - Click on the three blue dots in the top right corner and select “Administration”,
“Settings” and “Marketplaces”.

Administration «

Max Mustermann i
°
max.mustermann@example.com ° SettlngS

g Companies

@& Dashboard
& Cost Centers

& Overview
B3 Ledger Accounts -t

& Administration -—

2 Profile
@ Help

€« Logout

2 — Add a new marketplace using the L+ -

oy

s Departments

People

Task Groups

Suppliers

Product Groups Notifications

Product Catalog

Marketplaces
Permission Groups
Mailboxes

Invoices

Settings

amazonbusiness

Anbieter
Button and select Amazon as the punchout I
provider. -
Deutschland
3 — Select the country based on your Amazon _—

Business Marketplace.

Amazon Business

URL
Amazon Country
Marketp[ace https://www.abintegrations.amazon.de/punchout
amazon.de Deutschland, Osterreich, Schweiz, Tschechien,
. . . Bestell-URL
Polen, Slovakei, Niederlande, Belgien

amazon.fr Frankreich https://https-eu-ats.amazonsedi.com/9e4def51-¢
amazon.it Italien

= E-Mail
amazon.es Spanien
amazon.com USA — Vereinigte Staaten
amazon.ca Kanda : : Identity
amazon.co.uk GroRbritannien

4 — Enter URL, Order-URL, Identity and Secret

from step before.

Secret

5 - Leave E-Mail empty, except if you want to
access Amazon via a single user (not
recommended).
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5 — Save using the save button:

6 — Now switch to companies, select your company and click 7

Oy

Administration «

Companies /

Cost Centers

Ledger Accounts

s Departments

People

Task Groups

Suppliers

Product Groups

Product Catalog

Permission Groups

Invoices

Settings

7 — Select “"Marketplaces”, click add

Save

Company: Your Company

Marketplaces

Amazon - DE
+ \

Departments

Marketplaces

w

| and select Amazon from the list and click

i
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Testing

You are now ready to test Punchout and submit some test orders. While in test mode,
place several different orders (suggestions below) and make sure you receive an
order confirmation for each (check Appendix 1 with example). Please note that test
orders will not be shipped or invoiced.

Here are some suggested test scenarios using product and quantity variations:
* One type of product, quantity one

* One type of product, quantity three

» Two different products, quantity one

» Two different products, quantities three & five

Review order safeguards

Amazon Business surfaces offers from multiple sellers and prices and inventory
levels can change. We added some controls, so you can tailor how you interact with
Amazon Business.

To change the default order safeguards, navigate to Business Settings > Groups>
Punchout Group > Purchasing System > Order Safeguards > Edit

(X@ System integrations

Connect Amazon Business with other purchasing, tracking,
and financial programs you use

Purchasing system

12



Liftbase
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Purchasing System

Liftbase punchout connection to Amazon Business
Download Liftbase punchout connection to Amazon Business

“From Identity” in XML

‘Shared Secret’ in cXML

Punchout URL
https:

eprocurement/punchout

amazon.co.

Punchout Test URL

htt nchout/test

amazon.co.

eprocuremen

Purchase order request URL

Default payment method

his payment method will be automatically s heckout

A To switch to active mode, add a payment method and then set it as default.

Add a payment method

Taxonomy settings

Classification taxonomy to use in punchout
UNSPSC

Advanced settings
Use these settings to configure additional information

Extend punchout configuration

Extend punchout configuration to legal entities or groups
Configure

Purchase order confirmation email

Punchout User

All items, accepted and rej¢ are included in the email s

Administrator

eing sent - To update these settin

Use the settings below to configure Basware to connect with Amazon Business. You can also email thes:

nt by Amazon Business after the

ease contact customer support or your des

Status : Test

Purchase orders placed in Test mode are only used to
verify connectivity. We will not charge or dispatch these
orders.

Start testing punchout setup

Switch to Active 1

Search for purchase orders

gnated account

Order safeguards

Prices and stock levels can change. Tell us how to handle order requests if they do.

20% % v

Item subtotal OFF ()
Recommended OFF )

The total of all duplicate items in the

sa r (exampl dentical blue
blankets)

Order total OFF ()

total of allitems, plus taxe:

and delivery for the order

Shipping fee OFF (])

ended OFF )

s % means a perc

of all line items excluding tax

Delivery time oN @)

Edit
Safeguard type O Current value New value Action to take
[EmEEs oN D Remove that item from the order (recommended)

Cancel the entire order

Remove that item from the order (recommended)

(O Cancel the entire order

Use Fulfilled by Amazon only (recommended)

O Use any seller or vendor

13



Self-service instructions for Liftbase

First time Punchout user experience

If the user does not have an Amazon Business account yet, the user will be asked to
create one when they punch out for the first time; this is a one-time process. For the
subsequent Punchout sessions, user will be taken to the Amazon Business home
page directly without needing to log in. User will be asked to enter the password
only if they try to access Your Orders page on their account. Please reach out to your
Amazon Business representative if you have any questions or concerns as you
navigate Punchout for the first time.

Punch-in user management and user experience

To access Punch-in, users need to be invited to the Amazon Business account by the
admin. Admin can add the users by navigating to the Punch-in group > People > Add
people > Enter the email address of the user that needs access to Punch-in > Select
Punchout User role. Once this is done, users can register themselves by following the
steps on the invitation email. After registration, users can log in using their email
address and password and proceed with Punch-in. They can add items to their cart
and transfer the cart back to Liftbase for approvals.

Users should not have Requisitioner role for Punch-in to work. Requisitioner is only
used for direct website purchases and not for Punch-in purchases.

Move to production

After an administrator has tested system connectivity, they can change the group
status to active mode. To be able to do this, a payment method must be setup in the
account.

Payment method setup

Amazon Business offers several payment methods, such as credit card, Direct Debit
or Amazon Business's Pay by Invoice line. The payment method lives on Amazon
Business and must be added by an administrator prior to going live, following these
steps:

* Go to Business Settings.

* Click on the top-right search bar.

14
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Amazon.co.uk  Today's Deals Resale Outlet Subscribe & Save  Vouchers  Amazon Family ~ Amazon Prime  Prime Video  Prime Student  Mobile Apps

PSP test account | More groups v

Business settings _

=2} Billing & delivery Account admins (3)

Manane vaur chockont nrefersncec for emnlavesg hy

* Type “punchout” to find the newly created punchout group and click on the search
result.

Amazon.co.uk  Today's Deals Resale  Outlet  Subscribe & Save  Vouchers  Amazon Family =~ Amazon Prime  Prime Video Prime Student ~ Mobile Apps

Groups

Liftbase punchout

Company name / Liftbase punchout k

* Click on Purchasing System under System integrations.

(>X<) System integrations

Connect Amazon Business with other purchasing, tracking,
and financial programs you use

Purchasing system

* Click on Add default under Default payment method.

Default payment method

This payment method will be automatically selected at checkout

A To switch to active mode, add a payment method in Checkout default.

Add default

* Under Payment method section, click on Add and select the payment method
desired (in this case, Pay by Invoice; check Appendix 2 if Pay by Invoice is not
available) and click Save.
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Checkout defaults

Make checkout faster and easier for buyers in this group by selecting a preferred delivery address and payment method as the default at checkout
Buyers will still have the option to change the delivery address or payment method during checkout

Delivery address

© 7o configure a default delivery address when purchasing with this group, your group needs to have some
shared addresses. Add a new shared address in Addresses and delivery preferences

Deliver to

The Deliver to field at checkout allows buyers to fill in a recipient name for shared addresses, which will be
displayed in the order and on the delivery label. This field overrides the name of the shared address.

D Set the buyer’'s name as the recipient name at checkout

Buyers can change the name if needed

Payment method

© Required for system integrations

Select a payment method

Line of credit

® [E] Pay By Invoice
@ P2y By Invoice available credit is £1,919.83

canCEI E

» Click on Back to Liftbase punchout.

[ Back to Liftbase punchout ]

Checkout defaults

» Click on Purchasing System under System integrations.

S2) System integrations
@) ton -
Connect Amazon Business with other purchasing, tracking,
and financial programs you use

Purchasing system

* On the right section, click on Switch to Active mode

16
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Status : Test

Purchase orders placed in Test mode are only used to
verify connectivity. We will not charge or dispatch these
orders.

Start testing punchout setup

Switch to Active mode

Switch to Active mode

A\ You have not successfully completed the basic test scenario yet. Amazon
recommends that you complete this test before switching your account to live.

Switching your account to live will end test mode, and all orders placed will be charged
and dispatched.

Are you sure that you want to switch your account to live?

Cancel Switch to Active mode

When the status is in active mode, purchase orders will be shipped and the
selected payment method will be charged. Contact customer service (check
Appendix 3) for any delivery problem, payment or invoicing issues, etc.

If needed, Punchout can be moved back to Test at any time and continue with
testing.

In case your company has several legal entities (i.e. different VAT numbers and/or
billing addresses), please reach out to your Amazon Business representative for

support (see Appendix 4).

Potential reasons for rejected orders

e Multiple punchout sessions: Several active punchout sessions in parallel can
cause a rejection in order submission.

¢ No approval within 7 days: Amazon Business locks the price and stock of items
submitted in the cart to Liftbase for 7 days. If a purchase order is not approved
within the 7 days, the order may be cancelled due to price and/or stock
fluctuations outside of the defined tolerances.

¢ Modified shopping cart: If the final PO submitted via Liftbase contains a different
quantity than the initial defined during cart checkout on Amazon Business, the
order will be rejected. If you need to modify/cancel an order, cancel it both on
Amazon Business and Liftbase.

17
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Single Sign-on (SSO)

If SSO is enabled, users don't have to create an account manually when they
Punchout for the first time and they will also not be asked to enter password if they
try to access the Your Orders page on their account. Single Sign-On can be setup via
self- service.

Please navigate to Business Settings > System Integrations > Single Sign-On (SSO) and
follow the steps on the page.

(g) System integrations

Connect Amazon Business with other purchasing, tracking, and financial programs you use

Purchasing system Amazon WorkDocs

Configure e-Invoicing UNSPSC product classification
Reporting API Identity management (SCIM)
Single Sign-On (SSO) App Centre

Please contact your Amazon Business representative if you experience any issues.

18
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Appendix

Appendix 1: Confirmation emails during testing
Punchout users will receive confirmation emails on whether test orders were
successful or not, including reasons for rejected orders, as highlighted in the below

image.
amazon business Order Information
Purchase Order / Reference: PQ123
Hello Alberto

We can't process your order. All items in this order contain errors. Please see the list of item level errors
with corresponding resolutions.
[Error code: 001-012]

Item(s) not for shipment

1.0 requested.

Rapesco 1471 Germ-Savvy Antibacterial, Marlin Stapler, R4 Staple Remover & 5000 26/6
mm Staples, Black

/A Your eProcurement system is transmitting an invalid 'Postcode’ in the postal address. Please ask your IT
support team or Amazon Business account admin to provide valid 'Postcode’ information in
[cXML/Request/OrderRequest/OrderRequestHeader/ShipTo)

[Error code: 003-034])

Purchase Order / Reference: PQ123

Buyer
Alberto on behalf of Amazon Business

For more information, please reach out to Amazon Business Customer care

Appendix 2: Configure Pay by Invoice

Go to Business Settings > Pay By Invoice and define invoicing details following this
quide. If Pay By Invoice is not visible in your account, reach out to your Amazon
Business representative or customer service.


https://view-su2.highspot.com/viewer/65d3305e8e08040a4b938846?iid=65cf589a44b34cfe6aa1a547
https://view-su2.highspot.com/viewer/65d3305e8e08040a4b938846?iid=65cf589a44b34cfe6aa1a547
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Appendix 3: Amazon Business customer service/post-production support:
Contact the Amazon Business Customer Service team for any transactional questions
related to an order, including ordering, quantity availability, shipment speed,
delivery tracking, returns, and refunds. Find the link at the bottom of Amazon
Business page.

Have an idea to help us improve? Send feedback >

Get to know us Let us help you Work with Amazon Business Solutions Business Settings Buy for your business

(Careers Retumns and Sell on Amazon Business Amazon Business app Add people Quantity Discounts

—C— Replacements

Fulfillment by Amazon About Amazon Business Billing & Delivery Today's deals
Shipping rates and
policy

Business FAQ

IAmazon and our
Planet

Advertise on Amazon Business Prime Manage your budgets Buy again
(blanket PO)
Buying Policies &
Approvals

Pay by Invoice Savings Hub

Amazon in our )
VAT Invoicing

lcommunity Customer Service

Amazon Business Amex

Card Certifications

Company Facts Contact Us

System integrations

Scan the QR code to download the new business
Amazon Business app. ~—

b\' éoégle Play ‘ [ ;Xp‘p’S(woylle € EUR - Euro = Germany

If you have any issues regarding the Punchout integration or for any post production
issues, please reach out to your Amazon Business account manager.

Appendix 4: Extending punchout to multiple legal entities

Contact your Amazon Business representative to request the creation of different
legal entities. Once the legal entities created in your account, follow this quide to
extend punchout to all entities.


https://view-su2.highspot.com/viewer/65d3305e8e08040a4b938846?iid=6639ce3f52b13715cce1ea6c

yA
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Frequently encountered errors - Liftbase

“An error occurred. Please check the Punch-out settings or contact a person with
administrator rights.”

If you encounter this error while trying to access the Amazon Business Punchout,
please:

1. Verify that the Identity and Secret match up between Liftbase and Amazon.
2. Verify the E-Mail @domain.de used by the user encountering the error matches

the one used by the Amazon Business Main-Admin User. Users that use different
@domains need to be manually added in the Amazon Business Account / Group.
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FAQs

Please use the below FAQs to resolve common Punchout failures.

Q: Why am | not able to punch out?
A: Punchout failure can occur due to multiple reasons. The most common reasons
are:

« Credential mismatch

« User's email has a retail account associated with it.

 User's email is part of a business account and user is trying to punch out to a
different account.

« User doesn’t have access to eProcurement system or the Amazon tile to punch out.

Q: How do | verify my Punchout credentials are correct?

A: The credentials for Punchout should match with the credentials configured in
Amazon Business (website) -> Business Settings -> Purchasing systems -> Show
credentials. Account admins have access to the credentials set up in their Amazon
Business account. Please verify the credentials for your Punchout setup with your
account admin.

Q: Can | punch out to Amazon Business if | have a retail account with the same
email ID?

A: Yes, you should be able to punch out to Amazon Business if you have a retail
account with the same email ID. You have the option of keeping that account
separate from your organization by changing the email address to a personal one
(e.g. Yahoo, Gmail, etc.) that isn't associated with Amazon or merging the retail
account into the Amazon Business account.

Q: What should I do if | already have a retail account with my email ID and need
to use the same email for Punchout?

A: You can keep a retail account separate from your organization by changing the
email address to a personal one (e.g. Yahoo, Gmail, etc.) that isn't associated with
Amazon or merging the retail account into the Amazon Business account. Please
choose the option that works best for you. If you need any assistance in changing
account email or account deletion, please contact Amazon Business Customer
Service and they will be able to assist with changing the email ID on the account or
deleting the account.

Q: What will happen to “Order History” If | delete my retail account?

A: If you merge your retail account to the AB account, your order history should
migrate to the AB account. If you delete the retail account, order history will be lost.
Please save a backup of your order history before deleting the account. You can
contact Amazon Business Customer Service to merge the order history from previous
retail account into a new business account.
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Q: My email ID is part of a business account. Can | punch out to a different
business account using the same email?

A: Currently, Amazon Business Punchout journey doesn't support this functionality.
One email address can be part of one business account for Punchout only and the
user can punch out to that account. In case a user needs to be part of multiple
accounts, they need to have different email IDs, one for each account. A user can
create a different alias with the same email domain (example : abc@xyz.com and
abc+1@xyz.com), or use different domains (example : 123@xyz.com and
123@abc.com) to punch out to different accounts. Note that the different email
address may not work if SSO is enabled on the accounts.

Q: Can | punch out to Amazon Business if | am not part of a Punchout group?

A: Yes, you can punch out to Amazon Business, even if you are not part of a Punchout
group. Your account will be auto-provisioned and linked to the Punchout group
during first login attempt. The account admin can also add users to the Punchout
group by sending an invite via email or direct link, or by adding the user under the
Punchout group directly.

Q: Can | punch out to Amazon Business if | am part of a "Direct Access" group?
A: Yes, you can still punch out to Amazon Business, even if you are part of “Direct
Access” group. Your account will be linked to the Punchout group during first login
attempt. The account admin can also add users to the Punchout group by sending
an invite via email or direct link, or by adding the user under the Punchout group
directly.

Q: Can | Punch out to Amazon Business if | don’t have access to my company'’s
eProcurement platform?

A: No, you can only punch out through your company's eProcurement system by
clicking on Amazon Business tile. If you don't have access to your eProcurement
system or have issues accessing the Amazon Business tile, please check with your
account admin.

Q: Can | order digital products (e.g. ebook, software, license) through Punchout
ordering?

A: Ordering digital products are not supported through Punchout ordering. The
purchase orders can be sent to Amazon Business, but they will be rejected.

Q: Can | make changes to the cart after checkout?

A: Although your eProcurement system might allow cart item modifications,
currently Amazon Business doesn't support changes to the cart after checkout. This
cause price fluctuation, delivery delays, and order rejections.

Q: Can | merge different carts from different Punchout sessions into a single
purchase order?
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A: Although your eProcurement system might allow carts to be merged, currently
Amazon Business doesn't support changes to the cart after checkout. This might
cause price fluctuation, delivery delays, and order rejections.

Q: Can | copy items from different carts into a different purchase order?

A: Although your eProcurement system might allow items to be copied from
different carts, currently Amazon Business doesn't support changes to the cart after
checkout. This might cause price fluctuation, delivery delays, and order rejections.

Q: What will happen if | send the same purchase order more than once?

A: Most eProcurement systems transmit each purchase order with a unique identifier
(payload ID). Amazon considers those orders as unique orders (even if PO # are same)
and will fulfill and deliver all such purchase orders. Please work with your
eProcurement system contacts to ensure your system does not send purchase orders
more than once.

Q: What is the maximum number of line items, that | can include in a purchase
order?

A: We currently support a maximum of 50 line items in a single purchase order.
Sending more than 50 line items in a PO might cause order rejection. Please create
separate POs for orders requiring more than 50 line items.

Q: What is the maximum quantity for an item that | can include in single purchase
order?

A: We currently support up to 999 units for a single line item (based on availability).
Sending a PO with more than 999 units will cause order rejection. Please create
separate POs for orders requiring more than 1000 units for a line item.
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