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Login
Logging in for the first time

When you visit the site for the first time, please log in with your username and
password that you should have received in an email from us. Please ensure you
have donotreply@ingrammicro.co.uk added to your "Safe Sender List".

Steps:

1. Ingram Micro will ask you to accept the new site's terms and conditions and
may ask if you're the sole person using the log-in credentials. Tick the box to
accept.

2. In the "My Profile" section at the top of the page once logged in you can view
Your account and personal information.

(Profile button > My Profile > Account Information)

If you would like to amend your company details, please contact:
new.accounts.uk®ingrammicro.com
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Username

Forgotten Username

if you forget your username, please contact your company's account
administrator or email Web.UKSupport@ingrammicro.co.uk

Forgotten Password

1. Go to the Ingram Micro Log-in page and click "Forgot Password?" 2. Enter your
username and email address > Click OK

3. You will receive an immediate email with a temporary password that you will
need to modify when you next log in.

Please note: Too many incorrect log-in attempts or expired credentials resulted in
your account being locked.

If you have any questions regarding this process, please contact your company's
account administrator or email Web.UKSupport®ingrammicro.co.uk

LOG IN TO YOUR ACCOUNT FORGOT PASSWORD?

Enter in the username and email address
associated with your Ingram Micro account

Username

Username

Password

Email Address

CONTINUE

Cancel

Forgot P rd

NEW TO INGRAM MICRO?
Become a Reseller

Create a new Password

Steps:

1. Profile > My Profile > Account Information

2. Enter Current Password

3. Enter New Password. Password must contain at least three of the following:
* A minimum of 6 characters

* At least one upper case (A-Z) and one lowercase (a-z) letter

* At least one number (0-9)

* Non-alphabetic characters (for example, !, $, #, %)

Your new password must be different from the last 5 passwords and cannot
contain any part of your username.

4. Enter new password > Save

5. Your password has now been saved

6. Login with your new password



Search
Type Ahead Product Search

Steps:
1. Type keyword(s), VPN, EAN, SKU, or Price Code into main keyword search field.
As you type the results will appear related to your search.

Iphone|

APPLE ([T 11
APPLE ([ 11 Pro
APPLE iPhone 11 Pro Max

APPLE [ZiWIE XR
APPLE [[EIE SE
APPLE (IR 7
| APPLE [T XS
RANATT APPLE IR XS Max
tAMI Solutions

" workmodel.

Browsing

You have 2 options:

1. Move cursor over Products > Hover over preferred category > Sub-category >
Vendor > Click to see results

2. Move cursor over Vendors > Browse by alphabetical order > Click to see results

Products ~ Vendors ~ Services & Support Configurator Tools ~ Qu

BB sub-categories EEEN vendors

Chassis Allied Telesis

One Stop Shops ~

Categories ViewAll

Aidc Mobile Terminal » Cleaning Produets » AsUS

Aide/Pos Aces&Suppl b

Aidc/Pos Barcode Sc )

AidciPos Printers )

Aidc/Pos Software

Cables »

Commun/Networking

Computer Systems »

Narrowing Search Results

You have 3 options:

Single Selection

1. Search or Browse > Click search parameter

Multiple Selection

1. Search or Browse > Click checkboxes of multiple parameters > Go
Add additional keywords to your search

1. Search example: Dell Laptop 512 SSD

Save Searches

Steps:

If you search frequently for the same products, it's convenient to save the search
parameters. Click Save Search, name your search in the pop-up window, and click
Save. Access these results anytime by adding a Saved Search link to your
dashboard or visit My Account > Saved Searches.

[ SAVE SEARCH
Save Search

Please choose a name for this search to use it as your personal preference

Results For: [Products: Dell laptop 512]

Name Example 1|
Cancel

Product Comparison

Steps:

1. Products can be compared
on "Favourite products" Page

2. Click Compare > Select Select  Product
viewing display options >
Select List or With Images
3. Select Email and/or Print,
if desired

4. Click Add to Cart to
purchase or Click Clear
Comparison to empty list

Out Of Stock v VPN: 2WU4TET#ABU SKU: 2M3ND49

GB RAM - 1 TB HDD
0 Controller - 0, 1, 5,



Carts & Checkout

Add Item to Cart

Steps:
1. Enter Quantity > Click Add

Ofy Discounts  Accessories o
Dell P2419H 24" 1920X1080 16:9 1000:1 8MS DP/HDMA/VGA/USB No Stand 431 In Stock v £104.70
VPN: DELL-P2419HWOS SKU: 0914K88 EAN: 5397184092408 LANG: IN 431 Local "

Delete Carts

Steps:
1. Profile Icon > Saved carts > Delete cart

MY CARTS
Piease note: The total value displayed below may be outdated and will be updated with current prices ence you view the carf. This value doesn't include shipping, taxes, or other fees.

Showing 1-2 of 2 results

Cart Name Saved Subtotal Last Save Date  Security User

‘Owner: Deniss Rjabovs
Ovwner. Deniss Rjabovs

LLocked by: Deniss Rjabovs

Testi» £1.26024 091082020 Frivate

MyBasket 1 & Cartis in use £1,354.41 09/08/2020 Private

Create New Cart

You can create and save up to 100 Carts at a time to make re-ordering

easier and save time. There are two ways to create a Cart

1. Click profile Icon > Create new Cart > on My Carts page create new cart >
Complete form > Save.

2. My Cart > Switch Cart > Create New Cart > Complete form > Save

Make sure you give the Cart a unique name in the pop-up window; define if it's
private, public, or shared (*) and click Save.

(*) Private Cart: You are the only person who can see or use this Cart.

Shared Cart: Others in your company will be able to view, edit, and delete the
Cart and contents.

Create New Cart

* indicates required field
® DENISS RJABOVS Cart Name* @
BCN# 20160362
My Profile Saved Searches

Company Profile Cart Note ©@

User Administration | Create New Cart

Enhanced Security Saved Carts

Favourite Products

Security Level

O private @) Shared

Order List Quick Order Entry

Invoice List Quotes

(i) Cart Security Levels

Private - You will be the only person who can see or use this cart

Shared - Other people in your company will be able to view, edit, and
delele this Cart and its conlents.

Note: Be careful when editing or deleting a shared Carl. Please co-

QuerylIT i ic ordinate with others in your company.
LOG OUT CANCEL ‘

Direct Debit Viewer  Vendor Bids

Manage RMAs My Vouchers

To add a product to a Cart you've created:

Steps:

1. Make sure the desired Cart is selected.

2. Click Add to Cart from search results and the item will be added to the active
cart

3. The active Cart stays active until you switch to another Cart in your saved list
or create a new Cart.

To switch active Carts:

1. Click on Cart icon on the top right, select "Switch cart" option, select desired
cart from the list.

Convert a Quote to a Cart

You have 2 options:

1. Profile icon > Quotes > Quote details >
Add Contents to Cart

2. Profile icon > Quotes > Quote details >
Arrow next to Add Contents to Cart >
Select a different Cart or create a new one

Pront vaiuae
) M —v.




My Orders Invoices

Searching for Orders Find Invoices

Steps: Steps:

1. Click "Orders" icon that is located next to your Profile in the top right corner. 1. Profile Icon > Invoice list

2. You may search by Order Number, Reseller PO Number, Serial Number, Date 2. Search by Invoice Number, P.O. Number, Date Range, or Payment Status >
Range, SKU, VPN, Vendor or Order Status. Search

3. Click IM Order Number to view details, tracking information and serial numbers 3. Click Invoice Number to view details

Products =  Vendors ~  Services & Support  Configurator Tools +  One Stop Shops =  Quick Links + oders @ W |nVO|Ce Lls‘t

€ Home / Orders

Orders
Reseller PO. # m

End User P.O. # Order Date Ship Date

v

Credit Snapshot Info Unavailable

Reseller PO # v e o Invoice Date v 31/03/2020 8

TPO20200810-01 20-90744-11 ENDUSERPO1 10/08/2020

20-86847-11 ] 0770872020 Your PO Here

20-86489-11 201029881

TEST123321 20-86453-11 07/08/2020

20-86380-11 201029881 07/08/2020

20-85980-11

Returns:

Steps:

1. Profile Icon > Returns Management > Click Return Items

mrma entry
Tip: RMA invoice search is also possible by your own reference number !

ACCOUNT INFORMATION
Company Name : BRIGHTPOINT GREAT BRITAIN LTD * Contact Name:[ |
Account Number : 1680001 feMail |
Address : *Telephone :[ |
Foci[ ]

City - Postcode:

RMA ENTRY

* Type of Return :| Select Reason Code = Inveice Number: [ |-[ |
VourReference Number:[ | \® CustomerpO = [ |

* Required




Quotes

Create a Quote

Steps:

1. Profile Icon > Quotes > Create New Quote

2. Name Quote > Public or Shared* > Create Quote

3. Complete Header Personalisation/Quote Information fields

* Public Quote Others in your company will be able to view and duplicate the
quote, but cannot change or delete it.

Shared quote: Others in your company will be able to view, edit and delete the
quote and contents.

Create a New Quote
You can editthese settings later.

Quote Name:
Rebecca Quots

Security

@ public
Other people in your company will be able to
view and duplicate this guote. but they
cannct change or delete this quote.

) shared
Other

Be careful when shanng quotes fo
te edits between users.

Cancel

Find Existing Quotes
Steps:
1. Profile Icon > Quotes > Calendar Date Range > Search

Find Quotes
Find quotes by fittering to the date when the quote was last saved

From: o To: zaoizota | R ﬂ Reset

1-14of 14 1

Create New Quote

Select: All| None
Last Saved = Last Sent Quote Value *

| 27/0172014 - . st

] 03/08/2012 03/08/2012 i £159.60

Add Items to a Quote

You have 4 options:
Create a Quote from a Cart
1. Profile Icon > Saved Carts > Click Cart name to open

2. Add items to Cart > Create a quote from a Cart

Direct Entry

1. Profile Icon > Quotes > Click quote name to open > Enter SKU and Quantity
into direct entry field > Click Add

Import from a Spreadsheet

1. Profile Icon > Quotes > Click quote name to open

2. Click Import from Spreadsheet > Browse to file > Select file

3. Import > OK

Duplicate Existing Quote

1. Profile Icon > Quotes > Click quote name
to open Click Duplicate > Create Quote

Quote
Dusicate | Save Quate | Deiete

Your Company Mams or Tagline

Ingram Wirs Wobity

Opeing Message

Quote Lines Thersc o (o requesiing a et from s, Hore & he efcrmtion you reed.

Add Items (Waximum 10 kems) [§ |mport Hems to Basket *

SKU or VPN

a
] Dimport from Spreadsheet @1/ Boo

Add Non-Ingram Micro tems

Msde Changes? [T}

Total Costs.
Your Total “Your Ena Customer Total
em Subtotals Fom Subtotals:
shioong: shepny
. Discourt
Order Subtotal
var
Total:
Quote Footer Personalization

Your Contact infarmation
Import tems to Baskt -
L Address  _ Telephone [ £mail
Closing Message
ntact me if you have any questions regarding the quote. | look forward to helping Rulfill your computer and
requirements.

Add Non-dngram Mco Nams.




Quotes (continued)

Transform a Quote to a Cart
When you're ready to convert a quote into an order, first convert it to a Cart.

Steps:

1. Profile Icon > Quotes > Click Quote name to open

2. Click Add Contents to Cart at the top of the Quotes detail page

3. Your quote contents will now be included in your active Cart.

You also may click on the arrow beside the Add Contents to Cart button to select
a different Cart or create a new Cart.

To create a new Cart from a quote:

1. Profile Icon > Quotes > Check box of quote you wish to add to new basket

2. Click Add Contents to Cart arrow and select + Create New Cart

3. Select if quote is Public or Shared*

4. Create Quote

*Public Quote: Others in your company will be able to view and duplicate the
quote, but cannot change or delete it.

Shared Quote: Others in your company will be able to view, edit and delete the
quote and contents.

basket 24

Status: Expired
Last Sent: 20/11/2011

Security:
Public | Edit

Quote:
Duplicate | Edit Name

Add Contents to Basket n

Resend Quote

Personalise Quotes
Both admins and users may personalise quotes for customers.

Steps:

1. Profile Icon > My Profile > Branding Preferences Admins may update the
company logo.

2. Admins may update the company logo.

3. Admins may then enter legal terms and conditions for footer display

4. Click Save, or Undo Changes to start again

Branding Preferences

These branding preferences are applied to quotes, product sheets, end user email notifications and
others, as the default values for all users within your company, but may still be customized for
individual quotes and product sheets.

Your Logo

Logo Thumbnail

Your Logo

This is an account-level setting for administrators
only. Subordinate users may choose not to include the
logo, but only administrators are allowed to change it

Upload New Logo Remove Logo
Your Company Name or Tagline

Quote Header Personalization

Upload New Logo

‘You may store one logo to customize your quotes. If you already have a
logo, uploading a new logo will replace it.

No file selected.

Supported image formats include JPG and GIF. Maximum file size is 1048578

Default Header Message
This area is for text that appears before the quote information.

Thank you for requesting a quote from us. Here is the information bytes. We recommend minimum logo dimensions of 250 x 250 pixels and
maximum loge dimensiens of 500 x 500 pixels

| certify that | have the right to use this image and it complies with the
Ingram Micro site usage policies.



Configurator Tools

You can select tools and configurators to help you find out-of-the-box and best-in class solutions for your business. Ingram Micro offers:

Configurator Tools -

1. HP Top Configurator
2. HPE /HPI iQuote

3. Apple CTO

4. Dell Power Quote

Product Finders -

1. Kensington Filter Finder

2. Kingston Memory Search

3. Product Configurators offered by Vendors

Tools -
1. Microsoft SPLA Portal
2. Click2License

Steps:
Configurator Tools > Select any Tool > Click on a product, view the product details, configure it the way you like, and add all the items to the basket.

Products ~ Vendors ~ Services & Support Configurator Tools ~ One Stop Shops ~ Quick Links ~

MICRO

_ HP Top Configurator
- | Financia vy B ™) HPE/HPiI
INRAMI | Soiations = &
= Apple CTO

Dell PowerQuote

Brilliant for business. Kensington Filter Finder

Stay up to date with Ingram Micrq Kingston Memory Search
Product Configurators

Microsoft SPLA Portal

Discover More >

Click2License e00000O0O




My Account

Set up Notifications

You can more easily track pertinent business information by setting up a variety of personalised notifications from password changes, to shipment confirmations.

Steps:

1. Profile Icon > My Profile > Notification Preferences

2. Enter the email address you want notifications to be sent to
3. Select the method and timing of your preferences

4. Click Save

Notification Preferences
Please select your notification preferences below

Email
deniss.rjabovs@ingrammicro.com I SAVE

Basic Notifications
The following notifications will always be sent to the email address shown on this page.

- Privilege changes
- Password reset
- Order Confirmation

Quotes Notifications Backorder Notifications

Copy me on sent quotes (0 Daily summary

One day before expiration (J Weekly summary

Ve des DEORe DRSO Shipment Notifications

One week before expiration Shipped order details

Two weeks before expiration




My Account (ADMINS ONLY)

Create and Enable a New User
Users with admin privileges have the flexibility to create personalised accounts
for all of the employees in their company.

Steps:

1. Profile Icon > User Administration > Add a New User

2. Complete information > Create a New User

Please contact Ingram Micro at Web.UKSupport®@ingrammicro.co.uk to create a
new admin user.

Home / My Account / User Administration

User Administration

A B CDETF G HI J KL MNZOTFP R S T U V W X Y Z # VewAl

&+ ADD NEW USER

Search by name or usemname [x]

El Username User Type

last Sdigitiest Usernamel Admin
Test Test Username2 Order and/or RMA enabled

Test123 Testuser123 Username3 Inquiry Only

User Web Test Username4 Admin

Showing 4 of 4 result(s) Items per page:| 10v

IM Online Contact Details

If you have any questions that haven't been covered in this Quick Reference
Guide please contact Ingram Micro at Web.UKSupport®@ingrammicro.co.uk

Set Up and Change Privileges

Steps:
1. Profile Icon > User Administration > Select User Select privileges tab > Choose
privileges > Save

Permission

Select the privileges for the edit user from the dropdown below . All edit users will enjoy basic endeavour features such as being able to save searches and favorite product lists.
Quick Selection

Select
Basic Privileges @

[ Basic features(favorites saved searches,etc)

Shopping @ Account Statements @
View reseller prices and stock (O View invoices
Create Carts

Create quotes
Returns ©@

(O Create retums

Ordering @

Place Orders
Fulfillment ordering
4 No password confirmation required on orders
View order status

Backorder report

For more detailed information, review the Help Section at
https://uk-new.ingrammicro.com/




