Instruction for Online Book Purchase Request Amazon Business version(2023.3)
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Introduction

This manual is intended to guide you through the procedures for purchasing books from Amazon
Business.
For more information on using Amazon Business, please contact your department's supplies section.

Basic Flow
1. Order books through Amazon Business
Notes

® Complete orders for one book at a time as much as possible.
Placing orders for multiple items at the same time may complicate the processing of
invoicing documents due to the Amazon Business system.

® The estimated arrival date shown is only an estimate. Please pay attention to the budget
execution deadlines used. Delays are possible, especially for items shipped overseas.

2. After you receive the books you bought, please submit the following to the library within 10 days.
® Delivered Books *
® Amazon Business-issued delivery receipts, quotations, and invoices
® Book purchase request form created from the library website
* In case of consumables, it is not necessary to submit the book s if the receipt has the date and signature s

verified by two faculty or staff members.




How to make Book purchase request form
Please refer to the manual on the following page for basic operations.

https://www.lib.kyushu-u.ac.jp/en/services/order-books

Purchasing Books with Your Budgets > How to Apply for Purchasing Books > Instruction for Online Book
Purchase Request

step.1 Request Information

@
Order States Select “Ordered”
Intermediary Agent Amazon Business
Request/Order Date Enter the date of order

@ The request form is switched to “ASK” accounting system’s login.
(® The budget selected in ASK system is set.
@ Check the input, and click “Next”
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https://www.lib.kyushu-u.ac.jp/en/services/order-books

step.2 Book Information

Title/Author/Publisher/Edition/ISBN Title is required. As for other fields, the more input, the better.

Please enter the "§53K & & 5" shown on the invoice sent by
Source Site

Amazon Business *See figure below

- Click “Add a Book”
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step.3 Applicant Information - step.4 Confirmation Information
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sep1 Request Information sep2 Book Information sep3 Applicant Information

sep4 Confirmation Information

Review
Request Information

Order Status Ordered

Intermediary Agent Amazon Business
Request/Order Date 2023-03-20
SHOKAN 338 (F Bl # &17) (OAXUo1)

SHOKAN_S #t38 (rhREa#s)(0AXU01)

You cannot change any information after the confirmation.

Send Request (Mot Confirmed) Send Request (Confirmed)

After reviewing, click “Send Request (Confirmed)”, then the library receives it and starts processing.
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Click the "ENRI9 %" button.

The print instruction screen appears.
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