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Establish Business Account Access as Group Administrator 
 

Step Task 

1.   Once you have been added to the OSU Amazon Business Account as a Group Administrator by 
the PCard Office, you will receive an email invitation directly from Amazon to officially join the 
business account. Click the Accept the invitation button from the invitation email. 

 

 

2. Click the Continue button. 

3. If an existing Amazon account exists for your OSU name.# – skip to step 4. 

If no Amazon account has been previously established, the Group Administrator will be prompted to 
enter his/her First and Last Name and a Password for the OSU email address in the business account.

 

 
 Click the Create account button. 

Result: You will see an Almost complete! Window. 

 Click the Complete button. 
Result: You will receive a confirmation that Your account has been created.  
 

**Business account complete, no need to continue to the next steps.** 
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Step Task 

4. If an existing personal account exists for OSU name.#, the Group Administrator will be prompted to 
enter his/her existing Password and Sign in for the OSU email address in the business account. 

 
 

 
5. Existing personal Amazon accounts using the OSU name.# must be transferred to a personal email 

address (e.g. Gmail, Yahoo., etc.) and must not be used in association with an OSU email (name.#) 
address. Click Change Personal Account Email. 

 

6. There are 2 steps to transferring the personal Amazon account to the business account using the OSU 
name.#.  Click the Continue button. 

 

7.  Step 1: Change the email on your personal account 

 Enter and confirm the new (non OSU) email address to transfer personal account information 
from the OSU name. # email address. 
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Step Task 

8.  Step 2: Create an account for business 

 Enter and confirm the password associated with the OSU name. # email address used in the 
OSU Amazon Business Account. 

 Click the Create account button. 
Result: You will see an Almost complete! Window. 

 Click the Complete button. 
Result: You will receive a confirmation that Your account has been created. 

 

 
 

  


