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ClassWallet 

Concierge and Amazon Ordering Procedures  

For Teachers and Bookkeepers 
 

Items that are not available through the standard ClassWallet vendors may be 
purchased through Amazon.  If the items needed are not available through 
Amazon then the ClassWallet Concierge service may be used. The Concierge 
service allows users to order from a vendor that is not represented in the 
ClassWallet Marketplace.  

Due to a limited number of licenses with the ability to order from Amazon or the 
concierge service, a special procedure was developed to allow everyone to be 
able to place orders if what is needed is not available through the ClassWallet 
vendors.  It is highly recommended to use the existing ClassWallet vendors. 

The procedure is outlined below:  

1. Determine the item(s) you need for your classroom are not available 
through a ClassWallet Vendor. 

2. Find the item(s) you need by shopping on Amazon. 
3. If item(s) are not available through Amazon find a vendor that does sell 

what you need. 
4. Gather all the information required on the ClassWallet Amazon/Concierge 

order form. 
5. Determine the per-item cost and the total cost of the order.  
6.  Include estimated shipping costs for concierge orders.  

a. Due to the daily price variations with Amazon it is recommended to 
include 10% more than the total cost to ensure your order can be 
placed.  The amount you list as the total cost of the order will be 
transferred to your bookkeeper’s ClassWallet account so they can 
place the order on your behalf. (Any funds not used will be 
transferred back to your account.) 

7. Sign the form 
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8. Attach the required documents to the form and submit to your 
bookkeeper.  

9. The Bookkeeper will email the order request to  
BCS-Finance@bhm.k12.al.us so the funds can be transferred from your 
ClassWallet account to the Bookkeeper’s ClassWallet account.  

10.  Once funds are transferred the Bookkeeper will receive notification and 
will place the order. The total amount of the order will be noted on the 
order request form.   

11. After the order is complete any remaining funds will be transferred back to 
your account.  
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