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Introduction
HP2B is your organization’s own customized HP online store that
frees you from the red tape and paperwork that is ordinarily
part of IT procurement. Intuitive and easy to use, HP2B allows
you to focus on the more valuable aspects of your job.
This quick guide is designed to help you understand what
happens when you successfully log in to HP2B. The Home Page
will appear. Most of the key functions of HP2B can be accessed
from the Home Page.
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HP2B Home Page
The Home Page is the center of your HP2B system.
It is the first thing you will see when you log on, and
the place you return to when you want to access
any of HP2B’s functions. From the Home Page,
you can do everything from ordering products,
to viewing your existing purchase requests or
purchase orders (POs), to contacting
HP for customer support.
(1) You can always return to it by clicking on the
Home tab or HP logo [ ] that are always visible
in the top left corner of the screen, no matter what
other page is currently displayed.
In this quick guide, we’ll lead you through the key
functions available from the Home Page, and show
you how to use them to make the most of your
HP2B shopping experience.
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Login and
password reset
(1) The first thing that appears when you
navigate to the HP2B site is the login page.
Select your language from 13 options available
on the drop-down menu: US English, UK English,
French Canadian, South American Spanish,
French, German, Italian, Korean, Spanish, Swedish,
Chinese, Portuguese, and Russian.
Enter your username (email address) and
password, and press “Log in.” If you are on
a personal or private computer that is not used
by others, you can click the “Remember me” box.
If you have forgotten your username or password,
click the “Need help signing in or registering for an
account?” link.
(2) In a pop-up screen, you’ll be asked, “What
would you like to recover?” You’ll need to choose
between “Password” and “Username.” If you want
to recover your password, you will be asked for your
username. If you want to recover your username,
you will be prompted to enter your email address.
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(3) If you choose “Username,” you’ll get a message
saying that your username will be sent to your
email address.
(4) If you choose “Password,” a secure verification
code will be sent to your email address. You
copy or type it into the “Enter code” field to set
a new password.
3
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Home Page and top
navigation menu
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(1) First log in to HP2B.
(2) After you have successfully logged in, the HP2B
Home Page will appear.
The HP2B Home Page is rich with functionality
and is very easy to navigate. Understanding all
the HP2B features and capabilities that you can
access from this page will save you time and
allow you to enjoy a more effective and efficient
online experience.
(3) Your organization’s location and name
appear in a drop-down menu in top left corner of
the Home Page. Your organization’s logo will also
be displayed.
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(4) You can change the language you see on HP2B
at any time using the drop-down menu. Although
you chose your language when logging in, you can
change it from the Home Page. You have a choice
of 13 languages.
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(5) You can access your personal details and
purchasing history by clicking on My Account [ ],
at the top right corner of the Home Page.
Any products you have chosen but have not been
included in a purchase request or purchase order
can be accessed by clicking on your shopping
cart, shown at the top right corner of the Home
Page. [ ] The number of products in your cart will
be displayed here.
(6) You also have access to five important pages
directly from tabs on the Home Page:
• “Products & Services”
• “Orders & Quotes”
• “Reports” (will only appear if reports capability
has been activated)
• “Notifications”
• “Contact”
In this guide, we will go into each of these pages
to explain where they take you and what you can
do in them.
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Standards & Products
(1) Under “Standards” are the products and prices
negotiated with HP by your organization that are
available for purchase within the specific catalog
you are using. These are considered standards,
which means they will be the most commonly
purchased. You click on a category at the top of
the “Standards” screen to see which ones have
been set for your organization.
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(2) If you scroll further down, you see the
“Products” section. Products are the hardware
categories that all standards fit into.
The difference between “Products” and
“Standards” is that in “Products” you see all of the
items in this catalog, not just the ones designated
as standards for your organization.
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Product search
(1) At the top right of the Home Page is a search bar.
(2) Products can be searched by keyword, for
example, “adapter.” Recommended products will
appear in a pop-up box. From here, you have two
options: “View all results” or “Advanced search.”
If you click on “View all results,” you will go to a
page with all available products (in this case
adapters) listed.
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(3) You can use the “Filter by” menu on the left of the
page to narrow your search down to a particular
product subcategory or feature.
If you’re searching for a cable adapter, for example,
you would click on that option, and only cable
adapters would be displayed. If you wanted a
certain resolution, you could filter for that, too.
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(4) Selecting “Advanced search“ will open a different
window that allows you to be even more specific
about what you’re looking for. For example, you can
specify or exclude certain models or brands of
adapters. Under the “Search in” drop-down menu, you
can also filter to see “Configurations” or “Bundles.”
Configurations are products that have been
configured specially for your organization. This
can include how much storage, RAM, CPU, or
other configurable features that have been
grouped together.
Bundles are independent products that have been
grouped together. For example, a certain PC can be
bundled together with a particular printer.
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Product details
and descriptions
(1) When you locate a product that interests you, now
you can drill down into detailed descriptions of it.
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(2) Click on the image of a product to get key
features and specifications.
(3) Under the “Accessories” section, you will see
recommendations of compatible products.
(4) When you scroll down, you’ll see the
“Frequently bought with” section that shows
what products are usually purchased with
the one you’ve chosen.
3
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HP Accessories
and Services and
Support finder
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HP2B also allows you to identify compatible
accessories, services, and support for a
specific product of your choosing. To do this, you
scroll down on the Home Page until you see the
“HP Accessories and Services and Support
finder” section.
(1) First, you enter the product number, description,
or keyword for the item for which you wish to
purchase compatible accessories or services.
Suggestions will be displayed.
(2) After you click on the product you are
interested in purchasing, HP2B will display all
compatible offerings split into basic categories
like “Storage,” “Docking and port replicators,” and
“Cables.”
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Favorites
(1) Under “Favorites lists,” you’ll find the products
and configurations you’ve designated as
“favorite.” To see them, click on “View all.”
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Favorites are listed by:
• The name you gave them
• The product name
(2) From here, you can click on “Add to cart” to
add any items from “Favorites” to your shopping
cart. “Favorites” will show a red INVALID flag if the
product is not available in the catalog at this time.
(3) Information regarding the price of each favorite
item is also visible on the dedicated “Favorites” page.
You also can expand and see “Bundles” and
“Configurations” details in any favorite you’ve saved.
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How to access
Favorites
You can access the “Favorites” section by scrolling
down the Home Page. You can also access it
from the top navigation menu under “Products
& Services,” or from “My Account” [ ] on the top
right corner of the Home Page. From any of these
places, favorites can be:
•
•
•
•
•
•

Created
Copied (duplicated)
Checked for details
Deleted
Searched for by name
Sorted by name

NOTE: Personal favorites can be edited only by the
user who created them. Organizational favorites
can only be edited by the customer administrator.
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Quick order
(1) A “Quick order” allows you to order multiple
products at once, rather than clicking on them
individually.
(2) You can upload all your product requests at once
in two ways:
• By product number (SKU)
• By uploading a .CSV file containing the information
(3) If you would like to upload a .CSV file, we have
created a template you can download to use as
guidance. Just click on the “Download template
with an example” link at the bottom of the “Upload
.CSV File” pop-up window.
When done, click “Add to cart.”
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Message to
the customer
(1) Here is where important messages for you are
posted, such as planned downtimes, new features,
or new versions. Messages will always
be displayed in the top navigation bar.
(2) By clicking on the “Message to the customer”
drop-down menu, messages will appear in a dropdown window.

1
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Notifications
One of the key features of HP2B is that all
notifications regarding your activities — purchase
requests, POs, shipments — can be easily found
on your Home Page. Just one click, and you can
access all your notifications at a glance.
You can access the “Notifications” page
in two ways:

1
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(1) Via the “Notifications” tab at the top of the
Home Page. (Notifications need to be activated.
Please request this from your HP Representative.)
(2) Clicking on the “Notifications” link at the bottom
of the Home Page.

2
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(3) Each notification will be labeled with the date it was
posted, and include a link so you can easily navigate to it.
After you are finished with a notification, you can “Mark
as read,” or “Delete” it individually. Or you can delete or
mark as read all notifications at once.
Notifications are displayed automatically within four
catagories for “What’s new,“ if there are updates on
platform upgrades, and if there are new products:
Quotes
• If a new one has been created or modified in the past
seven days
• If any are expiring in the next seven days
Favorites
• If a new one has been added in the past seven days
• If any were modified in the last seven days
Address
• If a new bill-to/ship-to address was added in the past
seven days
• If a bill to/ship to address was removed in the past
seven days
The notifications messages can be displayed in
13 different languages.
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Contact us
(1) When you click on the “Contact” tab on the
Home Page, two choices appear: “Contact Us” and
“Submit Web Request.”

1

(2) Contact Us: You are taken to a different page
that will display the contact details of your HP
Representatives.
(3) Submit Web Request: This allows you to submit
a question or support request to HP by generating
a case/ticket, which will be automatically assigned
to our HP2B support team.
You will need to choose options under “Category”
and “Topic.” You will also need to provide a few
details about the issue under “Support request,”
and provide your email address or phone number
before tapping “Submit.”
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Glossary
Catalog
A catalog is the collection of HP products and services that your organization has
negotiated with HP to offer at pre-established prices.

Bundle
A bundle is a collection of standalone products or services that are
purchased together.

Configuration
A configurations is a product with configurable elements that have been
pre-set for purchase.

Favorite
A favorite is a product, bundle, or configuration that is purchased frequently by a
user, and for which shipping and payment information has been pre-established.

Standard
A standard is a product or service that has been specified as a common purchase
by the organization.

Messages
Messages are communications about important HP2B events.
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Notifications
Notifications are important messages about your HP2B activities, such as purchase
requests, purchase orders, or help requests.

Accessories
Accessories are products that support or augment other HP products you
purchase, such as adapters or keyboards.
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FAQ
1 Can I recover my username or password
if I forget them?
Yes, just click on the”Need help signing in or registering for an account?”
link on the login page, and follow the online instructions.

2 How do I find the products that have been
approved for me to purchase?
All products and services that appear in your catalog have been approved
for purchase by your organization. You can search for specific items in the
“What are you looking for?” field at the top right of the Home Page.

3 What’s the difference between “standards”
and “favorites”?
“Standards” have been set by the organization as the most common
products to purchase, “Favorites” can be set by individual users to make
it easy to reorder their most frequently purchased products, bundles, or
configurations.

4 What’s the difference between “standards”
and “products”?
“Standards” have been established by your organization as the items that
are most commonly purchased. “Products” include all the products and
services in the entire catalog.

5 How do I find out the status of my purchase
requests or purchase orders?
Click on the “My account” icon [
the drop-down menu.
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] and select “My orders” from

6 How do I get back to the Home Page after
I’ve been doing other things within HP2B?
Just click on the Home tab that is always displayed on the top left of any
page you happen to be in. Or you can click on the HP logo. [ ]

7 How do I contact HP for help with HP2B?
Click on the “Contact” tab on the top right of the Home Page. From the
pull-down menu, you can choose whether to contact your designated
HP Representative, or to submit a web request for help.

