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Mission: Lincoln University, the nation’s first degree-granting Historically Black College & University (HBCU), 
educates and empowers students to lead their communities and change the world.
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Login Page

Copy here

www.lincoln.edu
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Home Page
www.lincoln.edu
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Enter the item you are looking 
for in this search bar

You will see “Account for Lincoln University” 
to insure you are on the designated Lincoln 

Amazon Business Account



Item Search
www.lincoln.edu
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Select your item



Placing Orders

Copy here

www.lincoln.edu
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Click “Add to Cart”



Placing Orders
www.lincoln.edu
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Use the search bar to add 
additional items to your order

When you have completed your 
order click “Proceed to checkout”



Checking Out

Copy here

www.lincoln.edu
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If you order for more than one group select the group you 
are placing this order for and click “Choose this group”



Checking Out

Copy here

www.lincoln.edu

Please Note
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If you have multiple BPOs listed 
select the corresponding BPO 
for this order

Click “Continue”



Checking Out

Copy here

www.lincoln.edu

Please use the 
requisitioners 
name to insure the 
order is delivered 
to you
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Click “Use this address”



Checking Out
www.lincoln.edu
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Click “Use this payment method”



Checking Out Please Note
www.lincoln.edu
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Click “Submit order for approval”
You can submit using either button 
at the bottom or to the right



Submitted Order
www.lincoln.edu

• B0001570
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Note: Your order is pending and 
has been sent to your approver for 
review.



Submitted Order Email
Sent to Requisitioner www.lincoln.edu

PO#  B0001570
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Your BPO # will be 
included on your 
email here.

This is an estimate. The sooner 
it is approved the closes to this 
date it will arrive.



Approval Order Email 
Sent to Approver www.lincoln.edu
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Click on “Approve or 
reject this order”



Information on Your Orders
www.lincoln.edu
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Click on Account for 
more options to 
research your orders



Information on Your Orders
www.lincoln.edu
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Click on “Your Orders” 
to track, return, or 
buy things again



Tracking or Returning Orders

Copy here

www.lincoln.edu
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Click on Track Package

Click to return or 
replace items



Track Package
www.lincoln.edu
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Return or Replace Items
www.lincoln.edu
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If you don’t see a 
date it is passed the 
eligible return date.



Tracking Budget
www.lincoln.edu
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Tracking Budget
www.lincoln.edu
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Click “Reports”



Tracking Budget
www.lincoln.edu
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Click “Reconciliation”



Tracking Budget
www.lincoln.edu
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Click dropdown to 
change the order period

If you have more than one 
BPO each order will list the 
Blanket/Budget the order 
was charged to.

Click “Generate report” 
for an spreadsheet that 
breaks down your order 
to help you track the 
money spent.



Purchasing Department

Contact

Jill L. Ciabattoni
Purchasing Associate

T: 484-365-7240
jciabattoni@lincoln.edu

www.lincoln.edu

Purchasing Department
Lincoln Hall, Room 403C

484-365-7240
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mailto:name@lincoln.edu
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