
Amazon Business: Pay by P-Card 

Creating an Order Request/Cart 

1. When creating your cart.
• Remember that this account is for SMALL purchases only (not state contract).
• All items must be subject to purchasing policies and procedures.
• There is a restriction on items that are not allowed for purchasing. Such as:

alcoholic beverages, credit cards, gift cards, subscriptions, wireless services, and
services.

2. When all items have been added to the cart, click the “Proceed to checkout” button.

Be sure the Group Name you are selecting is P-Card then click continue. 

3. From here, type your initials and the date in the PO Number field then click continue.

4. On the next page, enter the shipping address the order needs to be shipped to. In the
“Deliver to” box, type in the department name/requestor name and select “Deliver to this
address” to complete this step.
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NOTE: Taggable items should not be ordered using the Amazon Business pay by p-card.  
Also, no purchase will be approved if the shipping address is not an NSU address. 

 

 

 
DO NOT HAVE PACKAGES DELIVERED ON WEEKENDS. If billing address is the 
same as your ship to address select “yes”, if not select “no”. 
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5. Next, select which delivery option should be used and then click continue. 

 
 
 
 

 

 

6. On this page, be sure to select the correct payment method. Enter the card information 
needed.  
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7. Choose the correct billing address or add a new billing address. This should match the 

address of your P-Card Statements.  

 

8. After all information has been verified (items, shipping address/billing address, delivery 
option, and Payment Method) and click “Submit Order for Approval”. 
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NOTE: BE SURE THERE ARE NO SALES TAXES APPLIED TO THE ORDER. If so, 
please contact P-Card Administrators for further assistance.  
 

9. Once the requestor submits the cart for approval an order number will be assigned, and 
you will be notified that your order request has been submitted for approval.  
 
**Note that once the order request is submitted the requestor will only have 5 calendar 
days for the order to be approved. Otherwise, the order will expire, and the requestor may 
not be guaranteed the same prices. 
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