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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 value-producing aspects of your job.
This quick guide is designed to help you understand how to create quotes and
purchase orders (POs).
HP2B makes it easy for you to organize your purchases by grouping them into quotes
and POs Only purchasers can create POs.
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Part I: How to create a quote

Creating a quote
(1) To get started with creating a quote, first add
the desired products or services to your cart.
Then, click on the cart icon [ ] at the top right
corner of the page.

1

(2) When the “Shopping cart: Cart summary” page
appears, click on “Save as quote” under “Checkout.“

2
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Mandatory fields
(1) A new window will display. You will be asked to fill in
mandatory information to create the quote.
• Quote name: You can name this whatever you
want, for example, “John’s Quote”
• Email notification: You must enter your email,
or the email of someone with authority
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Billing information
(1) When you scroll down the page, you will see
a section called “Billing information.” The billing
address will be pre-filled. However, you can change
that by clicking on “Change billing address.”

1

(2) If you click on “Change billing address,” the “Bill
to addresses” screen will appear that gives you a
number of choices of to whom, and where, to bill
the order. Select the one you want and click “OK.”

2
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Shipping information

1

(1) After clicking “OK,” scroll down to see the
“Shipping information” section. Here, as well, an
address is pre-filled, but you can change it by
clicking on the “Change shipping address” button.
(2) The “Ship to addresses” screen appears. You
can select one of the addresses on this page.

3

Or you can create a new address and enter it into
the system by clicking on the “Ship to new address”
button.
(3) The “Create address” screen appears. All fields
marked with asterisks (*) are mandatory. Once
you have filled in all the fields, you can check the
box “Add to my shipping addresses” at the bottom
of the form if you wish to save the address for
future use. Either way, click “Submit.”
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Default ship-to and
bill-to addresses

1

(1) HP2B allows you to set default ship-to and bill-to
addresses. Then, every time you create a quote or
PO, your chosen default address will
pre-fill the relevant fields.
(2) You can check these “Default” boxes on either
the “Billing information” or “Shipping information“
pages, or on the “Checkout” page.

2
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Care Packs

1

(1) If you have included a Care Pack in your quote,
all the information you need for registering it is
automatically copied over from the “ship-to”
address you selected.
Organizations can disable Care Pack registration
at checkout for any of their catalogs. However,
this option needs to be requested from their HP
Representative.
For more details on Care Packs, view our Care
Pack quick guide with step-by-step instructions.
(2) If a cart contains only Care Pack(s), then you will
be asked to enter the hardware product details for
the associated items previously purchased.
If Care Pack registration is disabled, the Care
Pack registration section does not display, even
if Care Packs — or bundles or configurations
containing Care Packs — have been added to
the cart.
(3) NOTE: The auto-registration Care Pack email will
be sent to the email address that was entered in
the last section.
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(4) For EMEA customers only (not AMS and APJ)
the “Shipping options” menu appears when you
check out, but only if this catalog has been
customized by your organization.
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(5) Fees for these extra shipping options, in
addition to taxes, will show up under “Logistical
Services” at the end of the quote.
Depending on how your organization requested
this particular catalog to be set up, you will see
certain logistical options displayed, such as a
specific building or location for the order to be
delivered.

5
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Cart summary
(1) When you are done, click on the shopping
cart icon [ ] at the top right side of the screen. At
this point you can still update the cart by:

1

• Removing products
• Changing quantities
• Adding more products to the cart (by clicking on
“Continue shopping” or “Quickly add to cart”)
And you still have the option to introduce a
“Special pricing code” (if available). Before
clicking “Save as quote,” enter the code into the
designated field and hit “Apply.”
(2) To save the quote, just hit “Save as quote.” The
“New quote” screen will appear.
The quote will be valid for 30 days and will be
visible online within two sections:
• “Orders & Quotes” / “Quotes”
• “My Account” / “Quotes”
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Quote export
You can export your quote as either a CSV, Excel,
or PDF file.
When exporting a quote as an Excel file, the quote
will contain the specifications for standalone
products. This information is NOT available in
quotes extracted to PDF or CSV.
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Creating a PO
(1) To get started creating a PO, first add the
products or services that you wish to purchase to
your cart. Then, click on the cart icon [ ] at the
top right corner of the page.

1

(2) When the “Shopping cart: Cart summary” page
appears, click on “Checkout.”

2
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Mandatory fields
(1) When you click “Checkout,” the “Checkout”
screen will appear. Just as when creating a quote,
you need to fill in some mandatory information
to create an order.
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• Purchase order name
• Purchase order number
• Email address for notification
(2) Some organizations have leasing agreements
with HP. If that is the case for your organization,
you’ll see a drop-down menu that allows you to
choose between PO or lease.
NOTE: When choosing “Lease,” it is also mandatory
to fill in a lease number, but if you don’t know it, you
can type in “***” and the system will accept it.
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Billing information
When you scroll down the page, you will see a
section called “Billing information.” The billing
address will be pre-filled. However, just as with
quotes, you can change that by clicking on
“Change billing address” and going through the
same steps as you did with creating a quote.
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Shipping information
(1) After you are done with the billing information, scroll
down to see the “Shipping information.” Here, as
before, an address is pre-filled, but you can change it
by clicking on the “Change shipping address” button.

1

(2) The “Ship to addresses” screen appears. You can
select one of the addresses on this page.
Or you can create a new address and enter it into
the system by clicking on the “Ship to new address”
button. The “Create address” screen appears. All
fields marked with asterisks (*) are mandatory.
Once you have filled in all the fields, you can check the
box “Add to my shipping addresses” at the bottom of
the form if you wish to save the address for future
use. Either way, click “Submit.”
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(3) Logistical fees will be applied, then, as with quotes,
the “Shipping options” menu appears, and depending
on how your organization requested this particular
catalog to be set up, you may see certain options
displayed.
These options are available for EMEA only when
value-added logistic services (VALS) are enabled.
They are not applicable to AMS or APJ.
Taxes show up under “Logistical services” at the end
of the PO.
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Default ship-to and
bill-to addresses
Just as when creating quotes, HP2B allows you to set
default ship-to and bill-to addresses. Then, every time
you create a PO, your chosen default address will
pre-fill the relevant fields.
You can check these “Default” boxes on either the
“Shipping information” or “Billing information“ pages
or on the “Checkout” page.
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Care Pack
If you have included a Care Pack in your PO, all
the information you need for registering it is
automatically copied over from the shipping
address” you selected.
Organizations can disable Care Pack Registration
at checkout for any of their catalogs. However,
this option needs to be requested from their HP
representative. Refer to the “Create options” section
of this Quick Guide for more information, or go to the
Care Pack registration quick guide.

HP2B How to create quotes and POs

Part II: How to create a PO

Cart summary
When you are done, click on the shopping cart icon [
at the top right side of the screen. At this point, you
can still update the cart by:
• Removing products
• Changing quantities
• Adding more products to the cart (by clicking on
“Continue shopping” or “Quickly add to cart”)
And you still have the option to introduce a “Special
pricing code.” Enter it into the designated field and
click “Apply.”
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Order confirmation
and express checkout

1

(1) After submitting the order by clicking on “Checkout,”
you’ll receive an order confirmation.
(2) If you scroll down, you’ll see that you can save
the order address details as an express checkout
profile if you like. Just click “Add profile” and enter
a name — ”Angie from Accounting,” for example.
Once the express checkout profile is saved,
a success message is displayed.

2

(3) Once saved, you can use “Express Checkout”
from the shopping cart. You can also always edit
the profile later.
3
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(4) For viewing your express checkout profiles, click
on the “My account” icon [ ] and select “Manage
express checkout profiles” from the drop-down
menu.

4

(5) You can delete the entire profile if you choose.

5
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Regulatory fees
(1) When the ship-to address is in a country that
charges fees, and a cart contains products that
qualify for any of these fees, they are displayed in the
“Summary” section of the “Checkout” page.

1

Fees are applicable for:
• Copyright fees: Austria, Germany, Portugal, Spain
• Recycling fees: Belgium, France, Slovak Republic,
Czech Republic
• Battery fees: Belgium
• Chemical fees: Sweden
For more details on the fees, see the HP2B EMEA
regulatory fees quick guide.
(2) This shows you how the regulatory fees will appear
on a quote and on a PO.
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Default ship-to / bill-to addresses
You can choose to have default addresses used for shipping and billing.
Every time you create a quote or PO, your chosen default address will pre-fill
the relevant fields.

Regulatory fees
Copyright, battery, and chemical fees, among others, are assessed by
various countries. When you check out, these fees are assessed and
calculated and will appear on the checkout page and on your invoice.

Shipping options
If set up by your organization, you can have special options on shipping,
such as having products sent to specific loading docks, floors, or buildings.
If you have these options, they will show up when you check out.

Express checkout
You can create profiles that include ship-to and bill-to defaults that allow you to do
express checkout from the checkout page.
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FAQ
1 In which countries do we have
regulatory fees?
Fees are applicable for Austria, Germany, Portugal, Spain,
France, Slovak Republic, Czech Republic, Belgium, Sweden.

2 How are the fees calculated?
Fees are calculated by a special backend tool in HP2B based on
the regulations from each country.

3 Will fees be visible on the invoice?
Yes, they will appear on the invoice.

4 Why aren’t fees part of the initial price?
They aren’t part of the initial price because they are not charged
by HP, but by separate government agencies.
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5 Which information is required/mandatory
to enter?
A quote name, and an email address are required.

6 Who gets the notifications of delivery status?
The person whose email has been entered by the user
gets the notifications.

7 What is the information that appears on
the invoice?
• Customer name, shipping address, and contact information
• HP or partner address and contact information
• Order number
• Itemized list of purchases and quantities
• Prices
• Order date
• Shipping date
• PO number
• Shipping fees
• Taxes

