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User Management 

What is User Management? 

This guide contains instructions on how to manage users 

within your Amazon Business account. This includes adding, , 

moving, and removing users as well as managing user 

permissions within your Amazon Business account. Select the 

links below to view each instructional guide. 



Adding a User 

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

2. Click Business Settings from the drop down menu. 

3. Start at the group level you will be adding a user to. To navigate to a group, select 

Groups, under the Members section. 

A user can be invited to the Amazon Business account by an account or group  administrator from 

within the Business Settings page of your account. 
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4. Select the group you will be add the user to.  



6. Enter the user’s email address in the space provided and select which role(s) they will be 

assigned.  

7. Click Invite people. 
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5. Click Add people in the right hand corner of the business or group settings page. Select Add 

people from the drop down menu. 
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Updating a User’s Role 

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

2. Click Business Settings from the drop down menu. 

A user’s role can be updated by an account or group  administratorfrom within the Business 

Settings page of your account.  

3. Enter the users email address in the search bar and select their name when it appears.   

4. Click Actions and Update roles from the drop down menu.  



5. Select the user role(s) and click Update roles. 

6. Once completed, you will receive a notification at the top of your screen notifying you that 

you have successfully updated the users role and permissions. 
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Moving a User 
A user can be moved to another group within the Amazon Business account by an account or 

group  administrator from within the Business Settings page of your account. If moving a user to 

a new group and removing the user from their existing group, always move the user to the new 

group prior to removing them from their existing.  

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

2. Click Business Settings from the drop down menu. 

3. Enter the users email address in the search bar and select their name when it appears.   

4. Click Add to another group. 
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5. Enter the name of the group you wish the user to be added to. Once entered, select the users 

role(s), and click Add to group.  

NOTE: If adding to another group, the group will need to exist within your business account 
before your can move the user. If you need to create a group, click HERE for a guide on how to 
create a group. 
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https://amazonbusiness.my.salesforce.com/sfc/p/A0000000gudS/a/2K000000QRDG/W1T1N7sBTHiQ0dHlo97aj8.LMQ5Tkj6o72IGDB8ev0Y


6. Once completed, you can see that the user will now show as a member of their existing group 

and the new group. 

7. If the user will be removed from their initial group, select Actions and Remove From Group in 

the drop down menu. 

AMAZON CONFIDENTIAL 



Removing a User 

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

2. Click Business Settings from the drop down menu. 

A user can be removed from the Amazon Business account by an account or group  administrator 

from within the Business Settings page of your account.  

3. Enter the users email address in the search bar and select their name when it appears.   

4. Click Remove from Business. 
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5. You will receive a pop up notification informing you that the individual will be fully removed 

from the business account. Click Remove From Business once more to complete the process. 
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NOTE: When a user is removed from an Amazon Business account, they will receive an email that 

informs them that they have been removed from the account. The users account will be converted 

into a consumer Amazon.com account.  Users who are removed from an Amazon Business account 

will not have access or visibility into the order history or settings of the Amazon Business account.  

Did you find this guide to be helpful? Please complete this short survey to provide feedback. 

https://amazon10.qualtrics.com/jfe/form/SV_2gdJ2qj0S11knJ4

