
 

Kindly review timeline below for details on the 
process of submitting an Amazon Order. 

 

Research Amazon 
products to be 

purchased

Complete and submit 
EAF

(include links of items )

EAF Approved 
(2-3 business days later)

Check Email for Amazon 
Login Instructions

Log in to shared Amazon 
account and place items 

in cart

Once completed, click 
"proceed to check out"

Refer to email for how to 
complete PO Number & 
Comments section and 
how to select Shipping 

Address

Review Order and Submit 
for Approval



Below is the process details after your submitted 
Amazon order has been approved and how to 
pick up your order once it has arrived. 

Please note that all orders when delivered are 
first delivered to Building 99 and will take at least 
2-3 business days to be dropped off at the Tiger 
suite for pickup. If order is needed urgently 
kindly contact Building 99 at 585-475-2119 with 
tracking number and expected arrival date. 
 

 

Check for email from 
crcccl@rit.edu 

advising package has 
arrived at Tiger Suite 

for pickup

Head to Tiger Suite 
to pick up package
Mon - Fri between 

8:30am and 4:30pm

Sign out and pick up 
package


