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Before Creating your Shopping List 
1. Go to B+ to Create a PR# 

• Generate a PR# 
• Enter Security Code 
• Enter Vendor I.D. 
• Enter Buyer Code 
• Enter Ship to ID:  

2. Press Enter to Save (DO NOT PROCEED) 
 
Note: Items added to your Amazon Shopping List will be added to B+ after your 
Shopping List is complete.  
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How to Create Your Shopping List 
1. Sign-In to Amazon 
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2.  Hover over List—a drop-down screen will appear and pull your mouse downward to 
 Create a List 

 

 

3. Click in the circle Shopping List 
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4. In the box under List name - Enter PR# 
5.      Click Create List 
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6. Search and Add items to your Shopping List by searching the Keyword or Amazon URL.    
DO NOT ADD ITEMS TO THE CART  
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7. Once you click Keyword or Amazon URL … 

Type the item name or URL in the box and enter the Quantity.  Click Search Item 
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8. Click Add… If you would like to see other items Click, See all results for… 
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9. Once you select the item you want…enter or select quantity.  

DO NOT CLICK ADD TO CART 
Click Add to List.   
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10. Once your Shopping List is Complete.  Click Share 
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11. In the Search for people box type sjones@caddoschools.org .  

Click sjones@caddoschools.org and then Click Save.  
 

 
Once Save is clicked your Shopping List will be emailed to Sheila Jones for processing.  
 

12.  At this point you will add all of the items on your Shopping List into Business Plus under the PR#   
you saved in the initial step of this process. 
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