
 
 

How to Place an Order on Amazon 
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Quick Reference Guide 

1. Add Items to Cart 
Select the items you wish to purchase and add them to your cart. When ready, proceed to 
checkout. 
 

2. Enter Business Order Information 
In the Business Order Information section, enter your: 

o Full Name 
o Building 
o Room Number 

Then click Continue. 

 
 

 
3. Enter Delivery Information - Required for Timely Delivery of New Packages 

In the Deliver To field: 
o Enter the recipient’s name, building, and room number 

 
o Select the appropriate delivery address 
o Click Deliver to this address 

 
 
 



 
 
 

4. Select Payment Method 
Add credit card or select your payment information, then click Use this payment method. 

 

 

 
 

5. Enter Billing Address 
Provide the billing address along with the cardholder’s name and phone number, then click Use 
this address. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
6. Review and Place Order 

Review all order details to ensure the delivery information includes the recipient’s name, 
building, and room number. Confirm the total amount, then click Place your order. 

*If Delivery information does not include recipient’s name, building, and room number 
possibility of delayed or lost packages. 

 

 

 


