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Agenda

• Your Account Structure

• Business Settings

• Managing Your Groups

• User Management

• Guided Buying & Approvals 

• Business Analytics

• Support & Resources



Account Structure

State of Hawaii (Root)

Department A

(Users added here during 
account refreshes)

Department A Subgroup 1

(created and managed by 
group admins, users can be 

bulk moved into these 
groups)

Department A Subgroup 2

(created and managed by 
group admins, users can be 

bulk moved into these 
groups)

Department B

(Users added here during 
account refreshes)

Department B Subgroup 1

(created and managed by 
group admins, users can be 

bulk moved into these 
groups)

Department B Subgroup 2

(created and managed by 
group admins, users can be 

bulk moved into these 
groups)

Account Notes:
• Payments: Purchase Cards (Individual)
• Shipping: Purchasers can enter and manage their own 

shipping addresses
• Group Structure: Divided by Department

• Departments admins can add subgroups, but will 
be responsible for managing these. 

• Guided Buying: Restrict non Business Prime items, 
Alcohol, Orders over $2,500



Business Settings

Amazon Business Administrators can 

manage users, create buying policies 

and approvals, and more within the 

“Business Settings” page.

1. Hover over “Hello [Your Name]”

2. Click “Business Settings”



Do’s and Don’ts of Group Management

Do

1. Manage Users (invite, assign roles, 

move, deactivate)

2. Add Guided Buying and Approval 

Workflows

3. Adjust your checkout fields

Don’t 

1. Change Payment settings

2. Create more subgroups than you 

can manage

3. Remove users from business 

account (deactivate instead)



User Management
• Members Section Overview – Short Video

• User Roles and Permissions – Short Video

• Adding and Removing Users – Short Video

• Bulk User Management – Guide

• Registration – Short Video

https://business.amazon.com/en/events/training-videos/member-overview
https://business.amazon.com/en/events/training-videos/user-roles
https://business.amazon.com/en/events/training-videos/add-users
https://view-su2.highspot.com/viewer/62a0dda3a8db8ed448e07c39
https://business.amazon.com/en/events/training-videos/direct-access-registration


Inviting New Purchasers

Hover over the “Hello, 
[Name]” menu and click 

“Add People”.

Click “More Groups” to 
switch to the group the new 

user should belong to.

Enter up to 12 email 
addresses in the open field, 

select a role, and click 
“Invite People”. 



User Roles



Changing User Roles
1. Hover over the “Hello, [Name]” Menu 

and click “Business Settings”

2. Use the admin search bar to search by 

name or email of the user and select 

the correct result

3. On the user’s profile page, click the 

“Actions” dropdown next to the 

appropriate group

4. Click “Change roles”



Moving Users from 
One Group to 
Another
1. Invite them to join the new group

1. Always add to a new group before you 

remove from a legacy group.

2. This will instantly add them to the 

group (no invitation will be sent). 

2. Use the Admin search bar to find the 

user’s profile page by name or email.

3. In the “Actions” dropdown next to the 

legacy group, click “Remove from 

group”



User Management 
from the “Members” 
Section
1. People: Find a full list of people on that 

group

2. Invitations: Find a list of outstanding 

invitations

3. Groups: Find a list of subgroups under 

your group



Inviting Purchasers in Bulk to Multiple 
Groups

Hover over the “Hello, 
[Name]” menu and click “Add 

People”.

Click “More Groups” to 
switch to the parent group of 

the new groups the users 
should belong to.

Click the “Upload a 
spreadsheet tab”.

Complete the spreadsheet 
and save.

Upload the spreadsheet by 
clicking the “Browse and 

select the file” button

Email Address Add to group Role Remove from group Status Job Title Department Location Address Cost Center Given Name Family Name

name1@example.com City/Subgroup Name Buyer First Name Last Name

name2@example.com City/Subgroup Name 2 Buyer First Name Last Name

name3@example.com City/Subgroup Name 3 Buyer First Name Last Name

Groups are 
case sensitive



Bulk Moving Purchasers
To bulk move users, you can use the “Upload a spreadsheet” tool that we used to bulk invite users. 

1. Format the spreadsheet to add purchasers to their new groups, then upload. ALWAYS ADD USERS TO NEW 

GROUPS BEFORE REMOVING FROM GROUPS.

2.  Format the spreadsheet to remove purchasers from their legacy groups, then upload. 

Email Address Add to group Role Remove from group Status Job Title Department Location Address Cost Center Given Name Family Name

name1@example.com City/Subgroup Name Buyer

name2@example.com City/Subgroup Name 2 Buyer

name3@example.com City/Subgroup Name 3 Buyer

Email Address Add to group Role Remove from group Status Job Title Department Location Address Cost Center Given Name Family Name

name1@example.com Buyer City/Subgroup Name

name2@example.com Buyer City/Subgroup Name 2

name3@example.com Buyer City/Subgroup Name 3

* It is not recommended to perform both actions at once in the 
same spreadsheet. 



Deactivating Purchasers
Instead of removing users from the business 
account, we recommend creating an inactive 
purchasing group and moving the users to that 
group. 

This preserves their purchasing data, allows for 
reactivation of accounts, and prevents rogue 
accounts from being created. 

Business Settings Groups Add Group
Give the group a name, 

e.g. “Inactive 
Purchasers”

Click “Turn off 
purchasing for this 

group”

Move the legacy 
purchaser into the 

inactive group



Guided Buying and 
Approvals
• Guided Buying Overview video
• Configure Guided Buying video
• Configure Spend Limits/Approval Workflow video
• Reviewing Approval Requests/Process video

https://business.amazon.com/en/discover-more/events/training-videos/guided-buying-overview/thank-you
https://business.amazon.com/en/discover-more/events/training-videos/configure-guided-buying/thank-you
https://business.amazon.com/en/discover-more/events/training-videos/spending-limit/thank-you
https://business.amazon.com/en/discover-more/events/training-videos/approving-requests/thank-you


Guided Buying

Use automation to reduce reconciliation time. Allow 

Amazon Business to guide your purchasers toward 

products they should purchase and away from what 

they shouldn’t. 



Restricted Policies
1. Marked as restricted with warning 

message for buyers

2. Can still be purchased

3. Can be configured to require approvals – 

Alcohol and orders over $2,500 do 

require approvals



Configure Guided Buying Policies & 
Approvals

Hover over “Hello, [Name]” and click 
“Buying Policies & Approvals

If you are the admin for more than 
one group, click the dropdown to 
select the group you would like to 

apply the policy to 

Click “Add Policy” Select the policy you want to create Complete the form and click “save”. 



Business Order 
Information 
Business Order Information (BOI) fields display 

at checkout and are enabled by a root level 

admin. 

Group admins can edit or remove BOI fields for 

their specific groups.* 

• All information entered by purchasers at 

checkout will appear in reports in Business 

Analytics.

• Each field can be required or optional.

• You can choose to allow purchasers to type 

any entry or provide a preset list of options 

to choose from (up to100)

*Once an admin creates and saves a separate BOI configuration for a particular group, it acts as a separate entity. This means there is no longer 
a connection between the root level BOI settings and the group BOI settings. Subgroups will automatically inherit root level BOI settings and will 
not automatically reflect changes made to their parent group settings.



Business Analytics



Reconciliation and 
Optimization

Gain visibility into your purchase 

history, identify opportunities to 

optimize spend, and make better buying 

decisions













Your Orders



Support & Resources



AMAZON CONFIDENTIAL

Customer Support

Email, chat or call Amazon Business’ dedicated customer 

support team, or use our Help and Customer Service page to 

find answers to frequently asked questions. 

Orders and returns: (866) 486-2360

Registration: (833) 972-6630

https://www.amazon.com/gp/help/customer/display.html?nodeId=201609960&ref_=abn_bfooter_bfaq


How-To Guides and 
Videos

• How-To Guides

• How-To Videos

https://business.amazon.com/en/find-solutions/professional-services/self-service
https://business.amazon.com/en/events/training-videos


Thank You
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