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- Updating Your
Username to Assist
the Mail Center with
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* To assist the Mail Center in getting packages to you efficiently,
it is important to ensure your department name (as it is

known by the Mail Center) is included in your Amazon
username

Please take the following steps to ensure that your
department is printed on your Amazon packing slips
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Step One

* Log into Amazon Business using your single sign on credentials
* Click on your Account Information

business prime Detier t Colorado All- ‘ Enter keyword or product number EN ello, Jen turns 0
~ P © Colorado .. 80903 ‘ ! v procu " &- Q count for Colorado College ~ [ Orders '\_-_l

= Al Gettheapp ~ Business Essentials Business Gift Guide Add Users BuyAgain Today's Deals Business Savings Savings For You IT Supplies » Top Categories GiftCards » Sell ~Amazon Brands

S— = siness Prime ~

 casepack
Prep for the holidays with

bulk buys for gifts and more

Today's Deals Business Essentials Extended Approvals Your business savings | Buying preferences
Find special deals p— Tailored Business Business Prime Medium $5 23 Allow groups to
happening now. | Essentials for your administrators now - checkout easily by
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£29.99 $119.99 $29.99 $20.94

e . List: $29:98 (30% off)

A A A A A A A Y



COLORADO
COLLEGE

e Click on Login & Security

EN Hello, Jen Returns -\2/
&~ Account for Colorado College ~ & Orders B

bu5|n855 prime Deliver to Colorada All ~ | Enter keyword or product number
S— Colorado ... 80903

Savings For You IT Supplies ~  Gift Cards ~ Top Categories Sell Amazon Brands Get free cybersecurity Lists ~ Business Prime -

= All Gettheapp ~ BusinessEssentials Business Gift Guide Add Users BuyAgain Today's Deals Business Savings

Your business

Manage your profile

Login & security

= Your Orders

= Track, return, or buy things again Edit login, name, and mobile number

Amazon Business settings (®  Your Payments
Set up and manage your business @ Manage payment methods and settings, view balances and offers

Business analytics Gift cards

Download order reports and analyze spend View balance or redeem a card

Your Lists Business Prime

View, modify, and share your lists, or create new ones Learn more or manage your membership

B Message Center Your Addresses

View your Amazon messages Add, edit, or remove addresses.
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Step Three

* By your name, select Edit
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Login & Security

Name
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e Update your username to include your department and save the changes

Your Account : Login & Security » Change your name

Change your name

If you want to change the name associated with your Amazon customer account, you
may do so below. Be sure to click the Save Changes button when you are done.

New name

Jen - Finance

Save changes

* Now, when you check out from Amazon Business, your department will appear on your

package allowing efficient delivery of your purchase
* Note —if you are purchasing on behalf of multiple departments, you can override your

default department when you check out
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