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Using Amazon Business in Spartan Marketplace 

Overview: This job aid demonstrates how to access and use the MSU Amazon Business account through Spartan 
Marketplace. Your Amazon Business account must be registered before using the catalog. 

1. Log into Spartan Marketplace and select Go to Supplier Catalogs.

2. Select the Amazon Business Punchout.

3. Shop on Amazon as you normally would. Once you’ve added all desired products, navigate to the cart to review
your purchase and proceed to checkout.

4. In the cart, review your purchases to ensure you have the correct products and quantities.
5. Once reviewed, click Proceed to checkout.

6. Enter or select your PCard information on the Payment Method screen, and then click Continue.
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7. Update or select your billing address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

8. If shipping to an off-campus location, change your shipping address to the appropriate final delivery address.  
a. Note: on-campus deliveries for Amazon orders are required to route through Central Shipping and 

Receiving at 166 Service Rd., with your name listed as the recipient. 

9. Select Submit order for approval. 

Your Name 

Your Name 

#### 

10. The order will automatically approve and will then route to your Spartan Marketplace cart. You must checkout in 
Spartan Marketplace for the order to be placed with Amazon. 

If you have any questions, please contact the Spartan Marketplace help desk  
at 517-884-6177 or s

 
partmar@msu.edu. 
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