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Creating a Group

A group can be created within the Amazon Business account by an account or group Admin from
the Business Settings page of your account.

1. Hover over “Hello, NAME" in the upper right hand corner of your home page.

2. Click

Hello, Admin
Account for Example ~ Lists ~

Account Details

Your Account

Business Setting

Your Orders X@
Try Business Prime
Manage Suppliers

Bulk Ordering

Business Analytics

Category Savings Evaluation

Recurring Deliveries

from the drop down menu.

3. Click from within the section.
2 Members
AP
[

Peaple

Invitations

Groups
@Spend Visibility roles

4. Click

Add Group

’@

Invite others to join the business account and organize them into groups with common settings
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5. Enter the group’s name and select which payment method(s) and shipping address(es)

members of the group will use when placing orders.

Group name

Enter group name
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 — Admin will provide ones for the group to use

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

Shipping addresses
Which shipping addresses can members of this group ship orders to?

@ |Individual Addresses - Employees provide their own

Shared Addresses — Admin will provide ones for the group to use

PunchOut (optional)

Assign PunchOut orders to:

Business unit / Department name / Cost center

6. Once completed, click

Add Group Cancel

L)

7. A confirmation will appear notifying you that the group has been created.

NOTE: You may need to refresh your page before you see the group appear.

O Group Name is being added to ABCD Organization

ngj Did you find this guide to be helpful? Please complete this short survey to provide feedback.
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https://amazon10.qualtrics.com/jfe/form/SV_1WU3QMVyH2IKU9U

