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Account Setup
For first time users, you will need to reach out to Purchasing and request to be setup with Amazon
Business. You will then receive an invitation from Amazon Business to create an account.

Log onto Amazon Business with your YCCD Credentials. Ensure you are logged onto the Business
website and not the consumer version. You will see “Amazon Business” in the webpage header:

Requisitions
A requisition must be established before ordering from Amazon Business (Vendor #0006440).
Amazon Orders are only "held" for 5 business days, after that the cart expires and you will have to
reorder your items.
Purchasing recommends sending an email to your approvers asking them to expedite approvals.

Ordering
Search for your items and add to cart.
Items that are restricted will require pre-approval from Purchasing. (Please see item V below for list).
Proceed to checkout once you have completed shopping.
Checkout
1. Group is automatically populated as YCCD Requisitioners

2. Business order information
a. Reference your requisition under Comments for approver and then click Continue.
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3. Choose a shipping address
a. All orders must be delivered to the District Warehouse.
b. Enter your name in the Deliver To field (leaving this blank will cause a shipping delay to you).
c. Select either Columbia Receiving Warehouse or Yosemite (MJC) Receiving Warehouse under the

Group YCCD Requisitioners addresses.
d. Click Use this address.

4. Payment method is automatically set to Pay by invoice. Personal credit card payments are not
allowed!

5. Review items and shipping
a. Scroll through making sure the ‘FREE Shipping’ option is marked (unless you are paying extra for

shipping and this price is reflected in your requisition).
b. Click Submit order for approval once you are done.
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Etrieve Back Up
You will receive a confirmation email with your order details, this can be saved as a PDF and attached as 
your backup in Etrieve. 
Purchasing will then receive the order in their queue to review and approve.

RESTRICTED ITEMS

IT related equipment. (This will only be approved through Amazon Business with prior approval from IT).

Furniture that requires installation.

Food, beverages, and toiletries.

Books. (If Barnes & Noble cannot purchase the respective book you are needing, you may then move forward 
with ordering through Amazon Business).

Gift Cards

Copy Paper (Copy Paper is fulfilled by YCCD and must be ordered through the YCCD Warehouse Order 
Form).


