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Amazon Business
Checkout Guide



Sign into Campus Marketplace (ESM)



Select the Amazon tile to Punchout



Amazon Business Home Page

• There are some differences
in appearances, but your
shopping experience should
feel the same as
Amazon.com.

• Shop for items like you
normally would to build
your cart, then proceed to
checkout.



Checkout Notes
 When you reach the shipping address

screen, you will need to select/ input
an address,
 However, nothing will transfer

back to the ESM (including any
special instructions)

 Address information is either pulled
from or stored in ESM



Always select Free Two-Day Shipping



Payment: You will need to have your P-card loaded into your Amazon Business account
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Select “Submit Order for Approval” which will take you back to Campus Marketplace (ESM)

1234

No approval will be required 
by procurement, but you 
will need to finalize your 
order in Campus 
Marketplace (ESM)



Click the Cart icon



Click Checkout



Follow the Checkout Workflow 

1

2

3

4



Click “Prepare CC Order”



Click “Place Your Order”



Input your ProCard Information



Select Place Your Order
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