Log into your Amazon Business account and click on “Lists” > Create a List
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Create a list

You can create a reorder list. At this step you define a name and a type:

Create a List x

Choose a list type

o Reorder List
For items that are bought

Shopping List
For items that are bought once
repeatedly. Items remain on the Items are filtered from view after

list after purchase. purchase

List name

Junior Achievement Discount List

Cancel Create List

On the bottom right you can “upload spreadsheet” instead of creating one in the traditional way:

Reorder List A all tn Cart (0 items)
¥ Reorer list @ Privare

T Delete Q Filter & Sort v
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Start adding items to your list

Use these opticns or go to any product &nd click Add to list > Reorder List

Edit items in list

Add by ISEN

Add from your orders

Search previously ordered items

Add by keyword

Search by keyword te find items

Add by ASIN

Erter the Amazan preduct number

Enter the ISBM

Add using Amazon URL

Enter a link to an Amazan item

Add by supplier and SKU

Enter the supplier name & SKU

Add using manufacturer
and part number

Upload spreadsheet

Add or remove items fram the list




You will have the option of downloading a template (1) and then after filling it, uploading it again to
create the list (2)

Upload spreadsheet

To edit your list, upload a spreadsheet. After the spreadsheet is uploaded anly the tems in the upload will be on your

list.

1 Download list and enter product details
Download the spreadsheet that contains all items currently in your list. You can add, edit or delete ASINs for
itams you want in your list

Download

2 Upload edited list

Only the itemns in the spreadsheet will be on the list

Browse for file

Cancel

‘We won't sell your data. See our data privacy palicy.

The application will summarize for you the upload process and indicate errors that prevent some lines to
be uploaded from the source:

Your list is uploading

This can take a few minutes. Don't refresh the page.

d list

le spreadsheet will be on the list. @ Uploading your list (100%)

All+APBD+Products+V2.xlsx X

Cancel Update list

You will get a confirmation like this when it’s done and you can ignore the xx items that failed — likely a
discontinued item or some other invalid condition:

l ° 4903 item(s) added, 0 item(s) modified and 0 item(s) removed from your list ]

l o 21 item(s) failed, see errors in report. Download report ]




Optional. On the top right, you can click on “Make list preferred”

Make list preferred

Make list preferred for group and subgroups of
The Urban League of Portland v

Message for buyers when they see an item

u Make list preferred
Preferred Lists are shared with your organization. Their items are shown first in
search results and help guide your organization’s spending.

similar items.

These items are preferred by our organization. We encourage you to choose them over

Cancel

Optional. You can share the list as usual:

3 Settings &, Download of'Share () Print

v Edit items in list

T Delete

Q

Filter & Sort v




