
Ordering from Amazon 

When ordering from Amazon, you will follow the steps in the “Ordering from a Vendor NOT on the Bid List” 
document.  

When entering the item information for an Amazon order, you must include the ASIN number for each item 
(put this in the Catalog # field).  This can be found by scrolling down the page to the “product information” 
section. 

 

 

 

 

 

 

 

 

 

 

Then copy and paste the item description into the Description field. 

 

 

 

Continue as usual entering the quantity and unit cost and adding the budget code.  

https://www.newpaltz.k12.ny.us/cms/lib/NY01000611/Centricity/Domain/22/Ordering%20From%20a%20Vendor%20Not%20on%20the%20Bid%20List%20updated%2012.22.pdf

