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Amazon Business Institutional Account Administrator– Deregister Account

[bookmark: _heading=h.gjdgxs]Overview
This job aid is for Administrators of an existing SNC Institutional account with Amazon.  With the rollout of Workday Financials any employee can initiate purchases using SNC’s primary Amazon Business Account via the Connect to Supplier Website functionality. 

As part of the Workday Financials rollout, all existing SNC Institutional accounts with Amazon should be de-registered via the steps outlined in this job aid.  Note:  Only Administrators of the existing Institutional accounts can complete these steps.  Individual staff members nor SNC’s Accounting Services Department have the ability to complete these steps.   

[bookmark: _heading=h.hadxsd1oqk8x]Security Role(s):  Administrators of Institutional Amazon accounts created prior to the rollout of Workday Financials

1. Navigate to www.business.Amazon.com, enter your credentials and and select  Sign in.  
[bookmark: _heading=h.30j0zll][image: ]
2. [bookmark: _heading=h.dsu3kbjpfbpk]Hover over  Hello  in the top right corner and select Business Settings  from the drop down.
3. [bookmark: _heading=h.ogph98hbg65s]On the next page, in the Members section, select People. 
4. [bookmark: _heading=h.n3ha12pcxj7r]Next to each person’s name, select  Actions  and Remove from group,  to remove all end users from the account.
5. [bookmark: _heading=h.vgm1va6y1wqc]Once you as the Administrator are the last person on the account,  use the following link to deregister the account: https://amazon.com/gp/b2b/manage/deregister
6. [bookmark: _heading=h.6qcoqpt7qqxb]On this page, select Close Your Amazon Account.
[bookmark: _heading=h.1igozfn96h2x][image: ]
[bookmark: _heading=h.6es0z3xzxchl]
7. [bookmark: _heading=h.ro9bdiwkd904]On the Close your account page, select Continue. 
[bookmark: _heading=h.la4bpzk3tcel][image: ]
8. [bookmark: _heading=h.jgf6zl91lpvm]In the next screen, enter your username and password again and select Sign In.
[bookmark: _heading=h.gvr864ma8cze][image: ]
9. [bookmark: _heading=h.w41jbpol6qvb]In the Reason for closing page, select Joining another business account  and select Continue.
[bookmark: _heading=h.6kxp9mnz80m5][image: ]
10. [bookmark: _heading=h.1z11ecc5vu0]Select Yes, close this account. 
[bookmark: _heading=h.h2bv6456jgf2][image: ]
11. [bookmark: _heading=h.mleaf4cuup1g]You have successfully closed the business account once you see this screen and can close your browser. 
[bookmark: _heading=h.zhyt8afg85jw][image: ]
12. Now, follow the  SNC Job Aid - Create Requisition and Receipt – Connect to Supplier Website  (Punchout to Amazon or Staples) up to the Steps for Amazon portion. 
13. After entering your name, you will need to merge your accounts. Select St. Norbert College’s business shopping only and select Next.
[bookmark: _heading=h.lnj9c2xfoipg][image: ]
14. [bookmark: _heading=h.o8alnnndjybz]Select  Yes, add to my organization’s shared account and select Next.
[bookmark: _heading=h.9tkr78nktjoc][image: ]
15. [bookmark: _heading=h.rxquolt8g46j]Select Start using Amazon Business
[bookmark: _heading=h.q9wclf4vphin][image: ]
16. [bookmark: _heading=h.c3avfbg13onb]Return to the  SNC Job Aid - Create Requisition and Receipt – Connect to Supplier Website  (Punchout to Amazon or Staples) and continue from  the Steps for Amazon portion.
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Request the Closure of Your Account and the
Deletion of Your Personal Information

You can submit a request for us to permanently close your Amazon account and
delete your personal information

To submit a request to close your Amazon account and delete your personal information
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Back to St. Norbert College

Close your account

I you close your Amazon Business account, it can't be reopened and all account information will be deleted and no longer accessible.

What lse to expect:
« All o the business user accounts in this businss account will be converted into personal Amazon accouns.

« Order history for purchases made using individual payment methods will b transferred o the applicable user' personl Amazon account.
 Your Business Prime Shipping membership will be canceled.

« Any Amazon Prime membership originally transferred to a business user account will now b transferred back to the personal Amazon account.

Not sure what to do? Contact Business Customer Service for help.
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by

Used my personal email for my business user account

7 Does ot fit my needs
Desired feature is missing

) other




image7.png
Are you sure you want to close the St. Norbert College business account?

Once your business account is closed, the following will occur:
« Al order history associated with group payment methods willbe deleted. Download now to kee for your records.

« The st. Norbert College business account will be closed.

« Any business user account that is asociated with St. Norbert College will be converted to a personal Amazon account.

« Any order history purchased by users paying with an individual payment method will be transferred over to that users personal Amazon account.
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Back to St. Norbert College

The St. Norbert College business account has been closed.

St. Norbert College is no longer a business account. Thank you for trying Amazon Business.
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