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Getting started

It's hot just e-business. It's personal

Designed with you in mind, HP.com Business to Business continuously enhances the
value it provides to you and your business. With rich, relevant content and a user-friendly
interface, HP.com Business to Business makes it easier than everto get the information
and tools you need to manage your business with HP efficiently

Key highlights of HP .com Business to Business include:

e Easy-to-use navigation
e Rich, relevant cantent
« Streamlined purchasing =l
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The following outline will provide you with a quick reference to the HP B2BPortal features and
capabilities. The first step in the outline is to Login to your HP B2BPortal.

If you are an HP.com Business to Business user, you will need to access the HP B2BPortal
site, from the following URL.: http://www.hp.com/go/ebusiness

To access the portal, use your appropriate Username (E-Mail address) and Password, which
was provided to you during the Online Registration Process.
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Information Site
You will then able to access the HP B2B Portal home page. Within the home page, you can

access several areas or links, the important ones are as explained below:

- “My activities” area allows users to add/delete up to 10 quick links. The quick links can
either be link standard order and quotes or account documents.

- “What’s new” area includes the welcome message, the 5 most recent targeted message
texts, and the 5 most recent new account documents from the account team.

- “My news & Info” area provides the most up-to-date driver information, white papers,
case studies, HP news, and solutions related to the user’s account and profile.

- “Edit your profile” link takes user to their profile information to personalize the homepage

and change password.
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Purchasing Process

Click on the “Products” link on the left navigation to get to the product catalog. If you have a
login which enables you to purchase for different countries, you will be prompted to choose
the proper region, before you access the product catalog.

The products are divided in two sections, Standard Configurations and Custom Catalog. In
Standard Configurations you can find all the hard or soft bundled products. In Custom Catalog
you can find all Standalone products.
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Once a particular bundle is selected ie “Desktop Imaged”, you will be able to see the details of
the desktop items.

You can add these item to the shopping cart by clicking on the “Add To Cart” button, you will
then be brought to the “Shopping Cart” page.
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In the shopping cart page, quantities can be updated within the shopping basket window. At
this point, you may proceed to create an purchase order or continue shopping in another
product.

To continue to shop, please click on the “Continue Shopping” button, to back to the “Products”
page.
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Choose a Custom Catalog category to purchase a standalone item like “Monitor”.
Then select a category like “LCD Displays”.
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Once selected, you will be shown the available options for the LCD monitors. You may add
these items to your cart by clicking the “Add to cart” button, which will bring you back to the
shopping cart.
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You can still amend the quantity or delete the items at the shopping cart. When your shopping
is completed, simply select “Create Purchase Order” to proceed to the next screen.
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You will be brought to the Checkout pages where you will have to enter all the related
information about your order.

Here you will have to enter your specific information.

Account Information

Please provide following information:

- Order Information — Purchase Order Name and Number

- Personal Information — pre-populated to your login information

- E-Mail Notification — add additional email address if you need to notify another user of this
order.

Click on “Continue” button to go the next page.
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Shipping Information

Please provide following Information:

- Shipping Address (You can overwrite the default shipping information or select from a list of
already created addresses by choosing “Select Alternate”).

If your address is not listed, you can request for new ship-to location)

- Requested delivery date — you can indicate your preferred delivery date but will still follow
HP SLA of delivery time accordingly.

Click on “Continue” button to go the next page.
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By default, there will be a corresponding Bill-to address and is not editable. If the system
doesn’t come up with the correct one, click on the “Select Alternate” button. The system will
come up with all available Bill-to addresses. Please contact your HP Contact , in case you
can't find your specific Bill-to Address.

Click on “Continue” button to go the next page.
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The last step is to submit your Purchase Order to HP. Before doing this, you can review your
order details on the last screen. If there is information which needs to be changed, select the
“Edit” button to return to the proper window.

You can also save and submit the PO later on. Once the PO is submitted you will receive an
order confirmation via e-Mail and HP Order Desk team will also receive a copy of your order.
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Orders Information

If you need to find the status of the your orders placed online or offline, follow the steps
below:

View the Status of your Order Online

You can actively search for Order Status information online. Select on the left navigation the
link “Orders & quotes” and click on “Order status” on the bottom of the screen. This will bring
you to the Order Status and Reporting page.
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On the “Simple Order Search” page, you will be able to find all related information about your
order. This also includes the expected delivery date. If your order was submitted more then a
month ago, make sure the “View recent orders only” check box is deactivated.
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Click on the Display button, it will show the order status summary which include customer PO
number, order date, actual/planned delivery/ship dates, status etc.

For order details, click on the “HP Order #" hyperlink to see the order in details.

For the planned delivery dates, it will reflect the last planned date. By clicking on the “Planned
Delivery Date” hyperlink, pops up the “Delivery Date History” window that will lists out the
history of the delivery changes.
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[» Simple order search Furchase order nurmber

» Order status summary

» Advanced order search HP Order Mumber.
> Shipment search

> Product search Shipment Mumber: l—
> Order reporting Attention To l—

I+ Setup event notification =
> User defined setlings i S Gl H
v
[S————— =3 E EZTT 7 viewrecentorders only
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Click on underlined items to see more

Actual Planned Actual Planned
Purchase order # & |HP Order Quote urchasing Agent - |Order Date - |Delivery Date - |Delivery Date - |Order Status - |Ship Date - |Ship Date - |Attention to

2730503865 758804035311 DrA1 21-Mar-2005 15-Apr-2005  14-Apr-2005 Delivered v 14-Apt-2005 14-Apr-2005 ABGT
2Z30509974 7198594091311 DAt 05-Apr-2005 15-Apr-2005 14-Apr-2005 Delivered v 14-Apt-2005 14-Apr-2009 ASGT
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order status history 06-Apr-2005 06-Apr-2005 CEGA

31-Mar-2005 AdminPracessing lwered 06-Apr-2005 06-Apr-2005 MEMA
01-Apr-2005 Production e -
3730510262 7158514374313 DRt 06 Apr- 2005 FroductionDane iwered v’  25-Apr-2005 25-Apr-2005
06-Apr-2005 Shipped vered v 18-Apr-2005 18-Apr-2005
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The “Order Status” field will show the current status of the order. Clicking on the “Order
Status” hyperlink pops up a window that will lists the history of the status changes along with
the date when the status changed.
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WWelcome, demo_sg_pur@hZbsite.hp.com

» Contact HP
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invent

Order reporting

Order statug Order reporting menu
» Standard reports Thisg is where you can enable HP's list of standard reparts. These
» Advanced order search reports have been predefined to run on a regular basis once you have
» Shinment search enabled them. The results will be posted on the 'my report results’
» Product search section.

» Simple order search

» My report results Thig is a single landing page for ALL report results, including
s results of standard reports
s results of customized reports

» Order reporting
i

» My report results

» Uge sample reports » Uze zample reports Thig is where you can leverage or make use of several sample

» Create new report
» Data field info
» Setup event notification

reports, which have heen pre-defined as a quick way to customize
and generate repons. They can be used 'as Is' or custormized.
Results will be posted aon the 'my report results’ section.

» User defined seftings » Create new repant  This is whers you go 1o create a new customized report fram scratch

This will display a list of all the data elements you can report against
(datarnart) including more detail infarmation about their meaning via
mouse aver help texts.

» Download user guide

» Data field info This iswhere you go to see the detailed data mart field definitions,
including additional rermarks like geographical dependant availability

constraints

Using order status freporing means acceptance ofthese additional terms

I Privacy statement

Using this sile means you aceept its terms =

On the “Order Reporting” page, you will be able to generate Standard reports, use sample
reports or create customized reports. The sample reports include orders placed/shipped for
past one month or backlog orders.

You can schedule the reports on a daily, weekly or monthly basis and send the reports via
email to yourself or other users.
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Setup event notification =l

Order status

Event notification options

» Simple order search

» Advanced order search
» Shipment search

» Product search

Event Notification will be enabled after you save the settings below!

Send notifications when
changes occur

» Order reporting
» Standard reports
» My report results
» lUse sample reports
» Create new report

« Specify order filter:

Purchase order number: [*
Attention To: [*

Set it nofificati
mesiLpleErRinRiCaan) + Selectthe events you want to be notified about:

[¥ Delivery Date Change

» Download user guide n Order Change

Status Change
AdminiProcessing
Production
Consolidation
Shipped

Delivered

CINCTNCIRC TR

Invoiced b
« Specify the timing of the Notification:

send immediately

" combine events and send once a day
= Specify the transport type:

® e-Mail lo
_purBh2bsite. hp. com

I Mail Farmat;
£ attachan file =

On the “Setup Event Notification” page, you will be able receive email alerts of your orders
when there’s changes like delivery date change, shipped, delivered etc. You can select either
event-based or daily based information.

By default, this feature is disabled.



