Amazon Business Approvals Enablement 

To  enable Amazon Business Approvals please follow the steps below:
1. Log in to your Amazon Business Account and click on your account information. You should see the screen below:
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2. Next, click on ‘Amazon Business Settings’. Then click on the ‘Buying Policies and Approvals’ option, found under ‘Buying policies.
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3. Once in the ‘Buying policies and approvals’ page, click the ‘Approval Settings’ button located on the top, right hand side of the screen.
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4. Next, enter the email address of the department administrator or the individual who will approve the shipping address in the field ‘Boston University Approvers’, then click ‘save’.  Note this person needs to be a user in Amazon.
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5. There is a feature called ‘Temporary Delegates’ that allows department administrators to delegate the approval responsibility to an alternative member of their department in the event that they are not working on a particular day (sick day, vacation, leave of absence etc.). 
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5a. In order to enable this feature, select ‘add delegate’, then assign the approver role to the desired person for the desired date range. Please note this feature is intended for short term absences. The maximum date range to assign a delegate is one year. 
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image6.png
Assign temporary delegate X

Temporary route sl spproval requets for this ndviul to 8 delaga. Ths spplie o sl groups snd polces.

Approver

e emat s ]

Delegate

e ematsares ]

Start date End date
10/06/2021 Enter ending date

=8




image1.png
Your business

N Manageyour profile

] Your Orders @\ Login & security
= rackretum, orbuy things agan | cditiogin, name, and mobite umber
{%@ ‘Amazon Business settings ®  Your Payments
Setup and manage your business L322 manage payment methods and settings, view balances and offe

b

I@( Business analytics Gift cards
Download orde reports and anayze spend

View balance or redeem a card

Your Lists
View, mocify, and share your lsts, or create new ones

Business Prime

Leam more or manage your membership.





image2.png
S
‘Spend Viibilty roles

Buying policies

Guide employee buying by setting purchasing rules and approval workflows based on spending limits, seller
or product preferences.

Buying policies & approvals
Negotiated pricing

Certifications B

‘Apply professional credentials that allow you to buy specaltyitems or order without sales tax

Tax exemption
Licenses and credentials




image3.png
Buying policies & approvals Boston University v

Policies Preferred products Preferred sellers

Actions v

Refine by u Debarred suppliers are blocked for purchasing

Created in Applies to this group and subgroups




image4.png
Approval settings Boston University v

Group approvers R Approver unavailable? Assign delegates

‘Assign the default approvers of this group for when a policy requires an order approval.

Boston University approvers

Enter approver names or email addresses

A 1 approvers are not specified for this group, and Group approvers are required in a policy approval
workflow, the orders from this group will not be subject to approval.

Requires only one to approve when added to an approval workflow.




image5.png
Femporary delegates

Boston University / Buying policies / Approval setings

Assign temporary delegates to take over when an approver is unavailable. Temporary delegates take over all approval responsibiltes, across ll groups and across all plices, for the approver.





