
 

Ashland University Campus Store Amazon Ordering Instructions 
1. Request account set up by emailing offsupp@ashland.edu or by calling Connie Sheppard 

at extension 6355. You will receive an email like the one below to continue to set up your 
account.  

 
2. Follow the instructions through Amazon to set up your individual account.  
3. Once account is set up, place orders on the Amazon account that you set up. For your 

order please provide department charge number and delivery location.  
4. Once your order is submitted, it will be routed to the Campus Store for fulfillment.  
5. When your order arrives, the Campus Store will perform a quality check on the items, bill 

your department charge provided for the items, and deliver your items to the location 
requested. 

6. If you have any questions about your order please email offsupp@ashland.edu or call 
extension 6355.  
 
*Please note that we can direct ship to your office but only in cases of absolute 
immediacy. We strive to deliver all items to the departments on the day that they arrive. 
We make our deliveries in the afternoon so if you need to arrange an alternate delivery 
time please contact offsupp@ashland.edu or call extension 6355.  
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