QMUL - Amazon Business FAQ’s

1. How do I sign up for Amazon Business?
You can request to join by clicking on: Amazon Business Invitation Link. 
Please ensure you use your individual ‘@qmul.ac.uk’ email address to sign up.

2. How soon can we start using Amazon Business?
The Queen Mary Amazon Business account was launched on the 1st of August 2025. Once your account has been set up, you can start buying via Amazon Business.
Please note: Where existing contracts are in place for provisions and e-marketplace, these should be used as they have been competitively tendered and provide assurance on value for money and compliance requirements.
Amazon Business is not intended to be a primary source for purchasing goods but can be used for the rare instances of needing to procure what are normally low value items expediently, which do not fall within the list of areas we have contracts in place for.

3. Is there training available?
Yes, Amazon Business user training is available here:



4. Will all staff with a QM Purchase Card (P-Card) be able to use Amazon Business?
Yes. Please note: All purchases are for Business use only and any set up needs to be in your individual ‘@qmul.ac.uk' email address. 
Where existing contracts are in place for provisions and e-marketplace, these should be used as they have been competitively tendered and provide assurance on value for money and compliance requirements.

5. I am not a P-Card Holder but need access to purchase, can I use Amazon Business?
Yes, you can use your personal credit card if you are claiming reimbursement via expense.
Please note: All purchases are for Business use only and any set up needs to be in your '@qmul.ac.uk' email address. 
Where existing contracts are in place for provisions and e-marketplace, these should be used as they have been competitively tendered and provide assurance on value for money and compliance requirements.

6. The Amazon invitation Link not working, what should I do?
Please try to refresh your web page and try again. The link is provided here: Amazon Business Invitation Link. Please use your individual ‘@qmul.ac.uk’ email address to sign up.
If the issues persist, please contact the Amazon Account Change Team by clicking on the 'Need help?' followed by 'Other issues with Sign-In' options at the link below: https://business.amazon.co.uk/abredir/sign-in. Alternatively, you can call +44 808 1453768. 
The team is available Monday - Sunday, 07:00 - 21:00.

7. I have used the invitation link and entered my details, what happens next?
The request will come to procurement team for approval. Account approval can take 24-48 hours. If your account has not been approved after 2 working days, please contact the Procurement Team via email finance-procurement@qmul.ac.uk, subject title: Amazon Business.

8. My account is still not approved, what should I do?
Account approval can take 24-48 hours. If your account has not been approved after 2 working days, please contact the Procurement Team via email finance-procurement@qmul.ac.uk, subject title: Amazon Business.

9. Can we use shared email addresses to set up accounts?
No, the Amazon Business account needs to be set up with your individual QMUL email address. This is to ensure the account is only used by yourself and will also be used to track spend data. A shared email account request will not be approved.

10. Is Amazon Business linked to Agresso? Are 'approvers' required.
No, this is a standalone platform. There is no 'approver'. Each Amazon account is linked to your individual QMUL email address. 
Please note, if you are using a QMUL P-Card, this will need approval when reconciling your statement. If you use a personal credit card and want to claim as expenses, the normal approvals will apply. 

11. What can be bought from Amazon Business?
The University has a wide range of contracts in place which have been negotiated for specific types of purchasing. 
Amazon Business is not intended to be a primary source for purchasing goods but can be used for the rare instances of needing to procure what are normally low value items expediently, and do not fall within the list of areas we have contracts in place for.


12. An item I need has been blocked from purchasing by the organisation, what should I do?
The categories and products available have been aligned to QMUL procurement strategies and policies. The University has a wide range of contracts in place which have been negotiated for specific types of purchasing. 
Amazon Business is not intended to be a primary source for purchasing goods but can be used for the rare instances of needing to procure what are normally low value items expediently, and do not fall within the list of areas we have contracts in place for. 
Where existing contracts are in place for provisions and e-marketplace, these should be used as they have been competitively tendered and provide assurance on value for money and compliance requirements. You can find details of contracts here.
Please note: Suppliers who do not provide a VAT invoice have been blocked. A VAT invoice is needed for all purchases.
If there is a product you need to purchase and is not available through QMUL contracts or e-Marketplace, please email finance-procurement@qmul.ac.uk, subject title: Amazon Business, with details of the product or item required, and Procurement Team will review the request.

13. Can a home address be used for delivery?
No, Amazon Business has been put in place for business spend only. Therefore, all deliveries should be to QMUL addresses and for QMUL purpose.

14. Does free delivery cover all sites?
Yes, delivery is free to all Queen Mary sites.

15. Where and how can I order stationery?
Stationery can be purchased from our contracted supplier.
You can also see all the other contracts Procurement have centrally put in place here.

16. There are some items that are not provided by QM suppliers on Agresso. These items are blocked on Amazon. How can I purchase such items?
Please contact procurement via email Finance-procurement@qmul.ac.uk, subject title: Amazon Business, with details of the product or item required.

17. Where and how can we order IT items?
IT orders should be placed via IT Services. Guidance can be found at: How to Purchase IT Equipment - IT Services.

18. How can I access e-Marketplace? Is there training?
The e-Marketplace is accessed via Unit-4 (Agresso). Please note, only colleagues with ‘buyer’ permissions in Agresso can access the e-Marketplace. We advise working with local administration / finance staff to place orders. 
Training on how to use e-Marketplace can be found here:  Unit-4 (Agresso) E-Marketplace User Training. 

19. Can we access Amazon Fresh on Amazon Business?
No - Fresh produce should be ordered via the Queen Mary catering team.

20. Can we order from the main Amazon website, or via our previous careers account that we used to use with our P-Card?
No, all orders must be placed via the Queen Mary Amazon Business account.

21. I have an issue with my order/delivery.
Please contact Amazon Customer Service directly.

22. We previously paid for the Amazon Prime as a school / faculty / department. How can we get the refund?
Please email finance-procurement@qmul.ac.uk, subject title: Amazon Business, with details a copy of your invoice, or account number, or associated email addresses (ideally admins on the account).

23. I am having issues setting up my account / changing over my account / signing in. 
Please have a look at the Training for guidance.


If the issues persist, please contact the Amazon Account Change Team by clicking on the 'Need help?' followed by 'Other issues with Sign-In' options at the link below: https://business.amazon.co.uk/abredir/sign-in. Alternatively, you can call +44 808 1453768. 
The team is available Monday - Sunday, 07:00 - 21:00.
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• Introduction to Amazon Business


• Registration Process


• How to Purchase at Amazon Business


• Business Customer Service


• User testing


• Q&A


Agenda
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Why Amazon 
Business?
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96 of the Fortune 
100 companies 
purchase on 
Amazon Business


More than 6 million business customers 
across industries around the world, including 
from the United States, Canada, Mexico, 
United Kingdom, Germany, France, Italy, 
Spain, Japan and India, buy on Amazon 
Business.
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Good Prices Purchase ComfortBroad Selection


Business Prices
Special prices for corporate 


customers


Volume Discounts
Corporate customers get discounts 


with increasing order volume


Fast Delivery
Within 1-2 days


Simple shopping experience 
integrated with business tools
No need for reconciliation with 


accounting department


Business Customer Service
At your disposal via real-time 


chat or telephone in a few 
seconds


>100 m. Products with Business 
Billing


The largest business selection 
worldwide


Marketplace
Products from suppliers around 


the world
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Amazon Business customers include:
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Registration Process
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Use this link for initial registration
For all future logins you can go directly to amazon.co.uk


Registration Link



https://www.amazon.co.uk/ab/invitations/accept/2022014WFmkai_3QnOYNao_ClQ5xw?ref_=b2b_eam_inv_lnk
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There are 3 different registration scenarios
…Depending on how a user has used his work e-mail address in the past 


1


User had no amazon 


account before 


Start purchasing immediately Option 2a:


Merge account      to 
business


Option 2b:


Keep account & move to 
private e-mail


If requisitioner:


Admin to remove 


user from existing 


business account


If admin:


Admin to deregister 
existing account to join 


central business account


User had a an amazon 


consumer account 


before 


2


User had an amazon 


business account 


before 


3
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Click button / link from 


invitation e-mail


Start 


purchasing


1 2 3


Set password


1 | User had no Amazon account before with the work email address
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1 2 3


Enter password for existing consumer 


account or click ‘forgot password’


click button / link 


from invitation e-


mail


2 | User had an Amazon consumer account before with the work email address


If you want to merge your previous amazon account to central business account 


select ‘yes’ (2a) or select ‘no’ (2b) if you want to move your previous account to a 


private e-mail-address


2a


2b
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Enter new e-mail-address 


for consumer account


Enter code sent to 


new e-mail-address


Enter name & set password for new business account (password for 


consumer account will stay the same)


Consumer account was 


moved successfully 


to private 


e-mail-address 


2a


2b


2 | User had an Amazon consumer account before with the work email address


1 2 3
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Click button / link 


from invitation e-


mail


Deregister existing 


business account


1 2 3


Admin to remove all users & 


deregister previous business 


account


3 | User had Amazon Business account before with the work email address







Professional 
Services


Purchasing at 
Amazon Business
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Special “Business Price” for some 
products


Company messages, for products which are 
preferred, restricted or blocked


Invoice details


Grey navigation bar (vs 
black)


Details on sustainability 
certifications (where present)


Company name


VAT exclusive/inclusive prices


Possibility to buy in bulk


Differences vs Amazon consumer
The overall look and feel is similar, with some differences!
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Search products & filter results
… enter a search term and filter products
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Add products to your shopping basket
… select alternative, confirm quantity and click "Add to basket"... Search for more products or click "Proceed to checkout".. .
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Basic information on account (orders, 
addresses, payments etc.)


View & track own orders. 
Admins can view all orders.


Create & filter custom 
reports on orders.


View your open & resolved 
customer support cases.


High volume orders via one form entry (up to 49 
different items and 999 units each)


Account Navigation
Hover over your name and navigate through your account
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see next slide


Individual Addresses (2/3)
… You can modify addresses, set them as default or edit delivery preferences by going to Your Account – Your Addresses.
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Individual Addresses (3/3)
… can be enriched with dedicated delivery times, drop-off points, access codes and special delivery hints.
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Individual Addresses (1/3)
… enables you to add & edit delivery addresses by yourself. You can add several delivery addresses and set a default address.  
Upon first entry during checkout, delivery addresses will be saved for future purchases.
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Individual Payment Methods 1/2
… enables you to add (several) own payment methods. Upon first entry during checkout, payment methods will be saved for 
future purchases. Please use only payment methods that are officially used & accepted by your organization (e.g. add 
corporate credit cards but don’t add private credit cards).
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Individual Payment Methods 2/2
… please add billing/invoice address. This will be showing on invoice.
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Review items and delivery
… check your order summary and choose a delivery option
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Your Orders – Overview & Tracking
… gives you an overview of all orders with filter & search options, order details and order status including tracking of the 
delivery.
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1 | Select item 2 | Choose a reason 3 | Print label 4 | Return parcel


Your Orders – Returns
Amazon.co.uk, and many Sellers on Amazon.co.uk, offer returns for most items within 30 days of receipt of delivery. Most 
items sold on Amazon.co.uk follow our general return policies, but some products have different policies or requirements.







Professional 
Services


Professional 
Services


Shipping Benefits


• Free delivery
• Fast delivery 
• Always shipped by Amazon


Product guidance


Search results can be filtered based one 
Business Prime eligibility


Depending on the Business Prime plan, 
items might be highlighted for buyer’s 
guidance
• preferred
• restricted 
• blocked
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Preferred Items
… marked by your administrator to purchase these items preferred to others.
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Preferred Items – Climate Pledge Friendly
… marked by your administrator to purchase these items preferred to others.
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Blocked Items
… marked by your administrator to prohibit purchasing these items. 
Blocked items can’t be added to the basket.
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Blocked Categories
… marked by your administrator to prohibit purchasing these items. 
Blocked items can’t be added to the basket.


Paper Materials and Products, 
Electronic Components and 


Supplies, Information Technology 
Broadcasting and 


Telecommunications, Office 
Equipment and Accessories and 


Supplies, etc.


Electrical Systems and Lighting and 
Components and Accessories and 
Supplies, Domestic Appliances and 
Supplies and Consumer Electronic 


Products, Tools and General 
Machinery, etc.


Laboratory and scientific 
equipment, Measuring and 


observing and testing instruments, 
Laboratory supplies and fixtures, 


etc.


Building and Construction, Mining 
and Well Drilling, Farming and 


Fishing and Forestry and Wildlife, 
Power Generation and Distribution 


Machinery and Accessories, etc. 


Machinery and 
Accessories


Estates and Facilities IT Services Laboratory and 
Measuring and 


Observing and Testing 
Equipment
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Special Business Prices


Prices on Amazon Business might be lower than 
Amazon consumer prices


Volume Discounts


Prices can be discounted by scaled quantity


Subscription Savings


Prices for items from recurring deliveries night be 
discounted 


Amazon Business Discounts
Amazon Business offers several special pricing logics that are not available on the consumer marketplace
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Reorder lists 
… for frequently purchased items, put several products with a predefined quantity in just 1 click into the product basket
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Reorder lists
… share lists with single colleagues or the whole organization
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Download the Amazon Business Mobile App (iOS App or Android App) 


Get push notifications for order shipments and approvals 


Enjoy a seamless purchasing experience while adhering to organizational policies and preferences all 
from your mobile device


Amazon Business Mobile App



https://apps.apple.com/us/app/amazon-business/id1498197033

https://play.google.com/store/apps/details?id=com.amazon.mShop.android.business.shopping
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Approving Orders On the Go
Purchase requests can be approved directly from the Amazon Business Mobile App


When a user places an 
order with an approval 
policy required, the 
approver will get an 
email notifying them of 
the request as well as a 
push notification on their 
device


The approval can be 
actioned directly from 
the push notification or 
the email
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Let us help you
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Click Here


Click Here


Training Videos
… a portfolio tailored for building the capabilities customers need to create a successful, data -driven procurement program



https://business.amazon.com/en/discover-more/events/training-videos
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Click Here


Click Here


On-Demand Webinars
… to learn from Amazon Business teams and get the most of your business account covering features, configuration & 
analytics.



https://business.amazon.co.uk/en/discover-more/events#Webinars
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FAQs
… will help you with a quick self-service support if you have questions regarding the usage of AB.
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…or click here


…or click here


Potential issues to clarify:
• Delivery problems
• Payment / invoicing issues
• Warranty-reated topics
• Change / cancel / return an order
• …


Business Customer Service
Reach out to our dedicated customer service for business customers via Live-Chat or immediate Recall


For sign-in issues our Account Change team is available Monday - Sunday, 07:00 - 21:00on +44 808 1453768


For sign-in issues our Account Change team 
is available Monday - Sunday, 07:00 - 21:00


on +44 808 1453768



https://www.amazon.de/hz/contact-us?language=en-GB&ref=bfooter_cu

https://www.amazon.de/hz/contact-us?language=en-GB&ref=bfooter_cu
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Live-Chat


Immediate Call


Business Customer Service







Professional 
Services


User Testing!
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Let’s Try!


1. Login to Amazon Business


2. Add a product to your cart and complete the 


checkout steps (without finalizing the purchase, 


unless you need the product!)


3. Check the «Your Orders» history


4. Go to the Customer Service section
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Questions?
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Professional
Services


Thank you
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• Introduction to Amazon Business


• Registration Process


• How to Purchase at Amazon Business


• Business Customer Service


• User testing


• Q&A


Agenda
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Why Amazon 
Business?
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96 of the Fortune 
100 companies 
purchase on 
Amazon Business


More than 6 million business customers 
across industries around the world, including 
from the United States, Canada, Mexico, 
United Kingdom, Germany, France, Italy, 
Spain, Japan and India, buy on Amazon 
Business.
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Good Prices Purchase ComfortBroad Selection


Business Prices
Special prices for corporate 


customers


Volume Discounts
Corporate customers get discounts 


with increasing order volume


Fast Delivery
Within 1-2 days


Simple shopping experience 
integrated with business tools
No need for reconciliation with 


accounting department


Business Customer Service
At your disposal via real-time 


chat or telephone in a few 
seconds


>100 m. Products with Business 
Billing


The largest business selection 
worldwide


Marketplace
Products from suppliers around 


the world
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Amazon Business customers include:
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Registration Process
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Use this link for initial registration
For all future logins you can go directly to amazon.co.uk


Registration Link



https://www.amazon.co.uk/ab/invitations/accept/2022014WFmkai_3QnOYNao_ClQ5xw?ref_=b2b_eam_inv_lnk
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There are 3 different registration scenarios
…Depending on how a user has used his work e-mail address in the past 


1


User had no amazon 


account before 


Start purchasing immediately Option 2a:


Merge account      to 
business


Option 2b:


Keep account & move to 
private e-mail


If requisitioner:


Admin to remove 


user from existing 


business account


If admin:


Admin to deregister 
existing account to join 


central business account


User had a an amazon 


consumer account 


before 


2


User had an amazon 


business account 


before 


3
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Click button / link from 


invitation e-mail


Start 


purchasing


1 2 3


Set password


1 | User had no Amazon account before with the work email address
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1 2 3


Enter password for existing consumer 


account or click ‘forgot password’


click button / link 


from invitation e-


mail


2 | User had an Amazon consumer account before with the work email address


If you want to merge your previous amazon account to central business account 


select ‘yes’ (2a) or select ‘no’ (2b) if you want to move your previous account to a 


private e-mail-address


2a


2b
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Enter new e-mail-address 


for consumer account


Enter code sent to 


new e-mail-address


Enter name & set password for new business account (password for 


consumer account will stay the same)


Consumer account was 


moved successfully 


to private 


e-mail-address 


2a


2b


2 | User had an Amazon consumer account before with the work email address


1 2 3
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Click button / link 


from invitation e-


mail


Deregister existing 


business account


1 2 3


Admin to remove all users & 


deregister previous business 


account


3 | User had Amazon Business account before with the work email address
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Purchasing at 
Amazon Business
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Special “Business Price” for some 
products


Company messages, for products which are 
preferred, restricted or blocked


Invoice details


Grey navigation bar (vs 
black)


Details on sustainability 
certifications (where present)


Company name


VAT exclusive/inclusive prices


Possibility to buy in bulk


Differences vs Amazon consumer
The overall look and feel is similar, with some differences!
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Search products & filter results
… enter a search term and filter products
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Add products to your shopping basket
… select alternative, confirm quantity and click "Add to basket"... Search for more products or click "Proceed to checkout".. .
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Basic information on account (orders, 
addresses, payments etc.)


View & track own orders. 
Admins can view all orders.


Create & filter custom 
reports on orders.


View your open & resolved 
customer support cases.


High volume orders via one form entry (up to 49 
different items and 999 units each)


Account Navigation
Hover over your name and navigate through your account
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see next slide


Individual Addresses (2/3)
… You can modify addresses, set them as default or edit delivery preferences by going to Your Account – Your Addresses.
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Individual Addresses (3/3)
… can be enriched with dedicated delivery times, drop-off points, access codes and special delivery hints.
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Individual Addresses (1/3)
… enables you to add & edit delivery addresses by yourself. You can add several delivery addresses and set a default address.  
Upon first entry during checkout, delivery addresses will be saved for future purchases.
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Individual Payment Methods 1/2
… enables you to add (several) own payment methods. Upon first entry during checkout, payment methods will be saved for 
future purchases. Please use only payment methods that are officially used & accepted by your organization (e.g. add 
corporate credit cards but don’t add private credit cards).
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Individual Payment Methods 2/2
… please add billing/invoice address. This will be showing on invoice.
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Review items and delivery
… check your order summary and choose a delivery option
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Your Orders – Overview & Tracking
… gives you an overview of all orders with filter & search options, order details and order status including tracking of the 
delivery.







Professional 
Services


1 | Select item 2 | Choose a reason 3 | Print label 4 | Return parcel


Your Orders – Returns
Amazon.co.uk, and many Sellers on Amazon.co.uk, offer returns for most items within 30 days of receipt of delivery. Most 
items sold on Amazon.co.uk follow our general return policies, but some products have different policies or requirements.
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Shipping Benefits


• Free delivery
• Fast delivery 
• Always shipped by Amazon


Product guidance


Search results can be filtered based one 
Business Prime eligibility


Depending on the Business Prime plan, 
items might be highlighted for buyer’s 
guidance
• preferred
• restricted 
• blocked
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Preferred Items
… marked by your administrator to purchase these items preferred to others.
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Preferred Items – Climate Pledge Friendly
… marked by your administrator to purchase these items preferred to others.
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Blocked Items
… marked by your administrator to prohibit purchasing these items. 
Blocked items can’t be added to the basket.
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Blocked Categories
… marked by your administrator to prohibit purchasing these items. 
Blocked items can’t be added to the basket.


Paper Materials and Products, 
Electronic Components and 


Supplies, Information Technology 
Broadcasting and 


Telecommunications, Office 
Equipment and Accessories and 


Supplies, etc.


Electrical Systems and Lighting and 
Components and Accessories and 
Supplies, Domestic Appliances and 
Supplies and Consumer Electronic 


Products, Tools and General 
Machinery, etc.


Laboratory and scientific 
equipment, Measuring and 


observing and testing instruments, 
Laboratory supplies and fixtures, 


etc.


Building and Construction, Mining 
and Well Drilling, Farming and 


Fishing and Forestry and Wildlife, 
Power Generation and Distribution 


Machinery and Accessories, etc. 


Machinery and 
Accessories


Estates and Facilities IT Services Laboratory and 
Measuring and 


Observing and Testing 
Equipment
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Special Business Prices


Prices on Amazon Business might be lower than 
Amazon consumer prices


Volume Discounts


Prices can be discounted by scaled quantity


Subscription Savings


Prices for items from recurring deliveries night be 
discounted 


Amazon Business Discounts
Amazon Business offers several special pricing logics that are not available on the consumer marketplace
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Reorder lists 
… for frequently purchased items, put several products with a predefined quantity in just 1 click into the product basket
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Reorder lists
… share lists with single colleagues or the whole organization
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Download the Amazon Business Mobile App (iOS App or Android App) 


Get push notifications for order shipments and approvals 


Enjoy a seamless purchasing experience while adhering to organizational policies and preferences all 
from your mobile device


Amazon Business Mobile App



https://apps.apple.com/us/app/amazon-business/id1498197033

https://play.google.com/store/apps/details?id=com.amazon.mShop.android.business.shopping
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Approving Orders On the Go
Purchase requests can be approved directly from the Amazon Business Mobile App


When a user places an 
order with an approval 
policy required, the 
approver will get an 
email notifying them of 
the request as well as a 
push notification on their 
device


The approval can be 
actioned directly from 
the push notification or 
the email
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Let us help you
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Click Here


Click Here


Training Videos
… a portfolio tailored for building the capabilities customers need to create a successful, data -driven procurement program



https://business.amazon.com/en/discover-more/events/training-videos
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Click Here


Click Here


On-Demand Webinars
… to learn from Amazon Business teams and get the most of your business account covering features, configuration & 
analytics.



https://business.amazon.co.uk/en/discover-more/events#Webinars
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FAQs
… will help you with a quick self-service support if you have questions regarding the usage of AB.
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…or click here


…or click here


Potential issues to clarify:
• Delivery problems
• Payment / invoicing issues
• Warranty-reated topics
• Change / cancel / return an order
• …


Business Customer Service
Reach out to our dedicated customer service for business customers via Live-Chat or immediate Recall


For sign-in issues our Account Change team is available Monday - Sunday, 07:00 - 21:00on +44 808 1453768


For sign-in issues our Account Change team 
is available Monday - Sunday, 07:00 - 21:00


on +44 808 1453768



https://www.amazon.de/hz/contact-us?language=en-GB&ref=bfooter_cu

https://www.amazon.de/hz/contact-us?language=en-GB&ref=bfooter_cu
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Live-Chat


Immediate Call


Business Customer Service
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User Testing!
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Let’s Try!


1. Login to Amazon Business


2. Add a product to your cart and complete the 


checkout steps (without finalizing the purchase, 


unless you need the product!)


3. Check the «Your Orders» history


4. Go to the Customer Service section
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Questions?







Professional 
Services


Professional
Services


Thank you
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