
www.amazon.com

Amazon Business Training

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.

www.lincoln.edu

Purchasing Department
Vail Hall

484-365-7240



Amazon BPO Process Overview
www.lincoln.edu

2

Phase 1: Setup & Authorization
Step 1: Initiate BPO ‒ Create a Blanket Purchase Order (BPO) in Self-Serve for the total estimated 
amount for the upcoming Fiscal Year (FY).

Step 2: Account Activation ‒ Check your inbox for an invitation to create your Amazon Business 
account (required only for first-time users).

Step 3: Confirmation ‒ Monitor your email for a message from the Purchasing Department 
containing your official BPO # and critical setup details.

Phase 2: Ordering & Maintenance
Step 4: Purchasing ‒ Log in to the Amazon Business website to place orders and submit them 
through the internal approval workflow.

Step 5: Fund Management ‒ To add funds, reply to your original purchasing email (with the 
BPO #) to request a BPO increase (Do not create a new requisition for funding increases).



Amazon Blanket in Self-Serve
www.lincoln.edu
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1 – Select Vendor #0050298 Amazon Capital Services
2 – AP Type is PO Purchase Order for all BPOs
3 – One line and ONLY ONE GL for each Amazon BPO
4 – Printed Comments “BLANKET PO for Department” 



Email to Join LU Business Prime
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If this is your first time accessing the LU Business Prime account you will get this email to accept invitation.  
You will create an account with your @lincoln.edu email and a password you create.

NOTE: Business Prime 
access requires an email 
invitation. Requests 
submitted prior to 
receiving this email will 
be denied.

Before You Accept the Invitation: Please 
ensure your @lincoln.edu email is not 
currently being used for a personal Amazon 
account. If it is, update your personal account 
to a different email address to avoid losing 
access to both profiles. If you see your own 
credit card information or personal details on 
the account, contact me for help before you 
click "Accept".



Email w/ BPO Information
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Once you get this email you are able to place your order in Amazon.

NOTE: Need to increase 
your BPO? Simply reply to 
this email and CC your 
department budget 
approver. We require their 
confirmation in the email 
thread to process any 
funding increases 
throughout the fiscal year.



Login Page

Copy here

www.lincoln.edu
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Home Page
www.lincoln.edu
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You will see “Account for Lincoln University” 
to insure you are on the designated Lincoln 

Amazon Business Account



Checking Out (5 Parts)
1 – Group

Copy here
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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
2 – Business Order Info or BPO www.lincoln.edu
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ONLY 1 BPO # SHOULD BE LISTED-DO NOT CHANGE
If this Blanket # doesn’t match you likely selected the wrong group in the 
step above. You are NOT to type in another number if it doesn’t match or 
your order will be charged to the wrong account. 

NOTE: This is only to inform you that an item 
might not be a “Prime” item but you are still able to 
purchase.  You do not need to change your order.



Checking Out
2 – Business Order Info or BPO www.lincoln.edu
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If you want to provide your approver 
with information about this order you 
may enter it here.

This area shows you how much is on your blanket PRIOR
to submitting your order. This is where you can review the 
funds available on the BPO.

If BPO is correct 
click “Continue”



Checking Out
3 – Delivery Name & Address www.lincoln.edu

Please use the recipients name (first and last) 
and include BPOXXX to insure the order is 
received and delivered to you. 
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Click “Deliver to this address”

DO NOT MODIFY 
DELIVERY ADDRESS

NOTE: After your first order it will 
default to this, be sure to CHANGE if 
your next order is for a different 
recipient and BPO.



Checking Out
4 – Payment Method www.lincoln.edu
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Click “Use this payment method”

You might not need to make this selection 
since it is the default option it may just skip to 
review items and shipping



Checking Out
5 – Review Items and Shipping www.lincoln.edu
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Click “Submit order for approval”

NOTE: Inform your approver that an 
order was submitted to Amazon for 
their approval. It only remains in the 
cart for 7 days. If the order is not 
approved it is deleted.



Submitted Order
www.lincoln.edu
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NOTE: Your order is pending and 
has been sent to your approver for 
review.

Pending your departments approval and approval 
from Purchasing will determine how quickly the 
item is shipped.  Please inform your approver to 
ensure the order is shipped promptly.



Submitted Order Email
Sent to Requisitioner www.lincoln.edu

PO#  B0000500
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Your BPO # will be 
included on your 
email here.

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



Approval Order via Email 
Sent to Approver www.lincoln.edu

16

Click on “Approve or 
reject this order”



Approval Order via Website
If Approver Didn’t Receive Email www.lincoln.edu
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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
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If you don’t see a 
date it is passed the 
eligible return date.

You are responsible for getting your returned item to Receiving for Amazon to pick up. 
Please provide Receiving your item (in packaging if possible and return slip information 
printed out.



Access Invoice
www.lincoln.edu

23



Access Invoice
www.lincoln.edu
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NOTE: Upon delivery, please obtain the 
invoice and secure your budget 
approver’s signature. Submit the signed 
document to AP@lincoln.edu, copying 
jciabattoni@lincoln.edu for our records.



Purchasing Department

Contact

Jill L. Ciabattoni
Purchasing Associate

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

www.lincoln.edu

Purchasing Department
Vail Hall

484-365-7240
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