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Receive a contract expiration 
notification email from HP 

Click this link to 
go to Support 
Contract 
Assistant (SCA).

Review Your HP 
Support 
Agreements, 
which lists 
agreements that 
will soon expire.



How did we get  here?

1. Access the URL for your 
country.

Get your username 
and password help.

Log in to SCA here.  
Select your 
language, enter your 
username and 
password, and click 
the Login button.

Log in to SCA

Register here if you 
are new to SCA.

Test your computer 
for compatibility with 
SCA. If changes are 
needed, information 
on the required 
settings is available.
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Manage your HP support agreements 
here

How did we get here?

1. Log in to SCA.

“ »” indicates links.  
Navigate to other HP 
websites and around SCA 
by clicking these links.

The alerts section 
provides informational 
messages about 
system status and 
specific actions that 
might be required for 
your agreements.

Manage users
and personalize 
your SCA profile.

Review and edit 
quotes and 
contracts.

Give us feedback.

Look up support 
and warranty 
information on HP 
products.

Access real-time 
online support, 
available during 
business hours in 
some countries.

These links 
provide 
quick 
access to 
the main 
SCA 
functions.

And here, 
you find 
links to 
other useful 
HP 
websites.

Access your 
shopping cart from 
any SCA screen.

View a list of your 
equipment and 
transactions.



How did we get here?

1. Click the contracts link.

Find, review, and edit your contract 
groups*

*Same functions 
available for quotes 
and equipment

Sort your information 
by Group ID. Column 
headings with 
underlined text 
indicate a sort 
capability.

Search by Group ID 
or use the advanced 
search filtering 
options.

View all your 
contracts, just your 
active contracts, or 
only those contracts 
with a future start 
date.

Update information about 
a contract group and 
submit a change request.

Export a Contract Group Listing, Contract Group 
Product Location, or a Warranty Listing report in a 
spreadsheet or tab-delimited text file format.

Click a folder in the View Contracts column to 
view the individual contracts in a group and 
also view information about the contract group.



Use the advanced search filtering 
options*

*Filtering options may 
vary by country

Filter by slow filters 
such as Support 
Account Reference, 
Service Agreement 
ID, Hardware System 
Contact, and others.

Filter by fast filters 
such as Start Date, 
Expiration Date or 
Company Name.

Click to Remove Filter. Click to Apply Filter.

How did we get here?

1. Click the contracts link.

2. Click the filtering options
link.



How did we get here?

1. Click contracts. The all contract 
groups page displays.

2. Click a folder icon in the View 
Contracts column.

Find, review, and edit contracts in a 
specific group*

View an overview of 
the group onscreen 
or view the group as 
a PDF file that can 
be saved, and view 
the billing schedule.

Click an icon in the 
View/Edit Contract 
column to view or 
edit a contract.

Search by Support 
Account Reference, 
Service Agreement 
ID, or use the 
advanced search 
filtering options.

Update a 
contract and 
submit a contract 
change request.

*Same functions 
available for quotes 
and equipment



Review and edit a contract*

• Convert the 
contract to a 
printable view.

• View or email the 
contract as a 
PDF file.

• Export the 
contract as a 
spreadsheet or a 
tab-delimited text 
file.

How did we get here?

1. Click contracts.

2. Click a View Contracts folder icon.

3. Click a View/Edit Contract icon.

View the contract 
information.

Update the contract 
and submit a contract 
change request.

*Same functions 
available for quotes 
and equipment



How did we get here?

1. Open the contract group.

2. Select a contract.

3. Click the Modify Selected Items 
button.

Make changes and submit a change 
request* 

Click a folder 
to open that 
section of the 
contract for 
editing.*

You can 
make 
changes 
easily; SCA 
documents 
the changes 
so you have 
a record of 
what you did.

Add, delete, or 
update items, and 
change address 
and contact 
information.

Submit change requests.

*Same functions 
available for quotes



Find, review and edit your quote 
groups*
How did we get here?

1. Click renewals and quotes.

Sort your 
information by 
Group ID. Column 
headings with 
underlined text 
indicate a sort 
capability.

Search by Group ID 
or use the advanced 
search filtering 
options.

View all your 
quotes, just your 
renewals, new or 
amended quotes, or 
open-ended quotes.

Update information about 
a quote group and submit 
a change request.

Click a folder in the View 
Renewals/Quotes column 
to view the individual 
quotes in a group and 
also view information 
about the quote group.

Export a Quote Group Listing, Quote Group 
Product Location, or a Warranty Listing report in a 
spreadsheet or tab-delimited text file format.*Same functions 

available for quotes 
and equipment



Review renewals and quotes and 
add items to your shopping cart
How did we get here?

1. Click renewals and quotes. The all 
quote groups page displays.

2. Click a folder icon in the View 
Renewals/Quotes column.

View an overview of 
the group onscreen 
or view the group as 
a PDF file that can 
be saved, and view 
the billing schedule.

Search by the 
Support Account 
Reference, the 
Service Agreement 
ID, or use the 
advanced search 
filtering options.

Know when the 
existing contract 
expires.

Click an icon in 
the View/Edit 
Renewal column 
to view or edit a 
renewal/quote.

To add a renewal or 
quote to your 
shopping cart for 
purchase, select the 
renewal/quote and 
then click the Add 
To Cart button.



View renewals and quotes in your 
shopping cart
How did we get here?

1. Click shopping cart.

View the quotes 
in your shopping 
cart.

Purchase the 
quotes in your 
shopping cart.

Return to the quotes 
screen to add more 
renewals or quotes.

Remove quotes 
from your 
shopping cart.



Fill in your payment information
How did we get here?

1. Click shopping cart.

2. Click Proceed To Checkout button.

Enter payment information 
(fields are country-specific).

Click Review 
Order to continue.

Accept the HP terms 
and conditions.



Review and submit your order
How did we get here?

1. Click shopping cart.

2. Click Proceed To Checkout button.

3. Click Review Order button.

Review your order 
and then click 
here to submit it.

Review your order.  
Click the Back button 
if you need to make 
any changes before 
submitting your 
order.
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Receive, print, and save your order 
transaction acknowledgement

How did we get here?

1. Click shopping cart.

2. Click Proceed To Checkout button.

3. Click Review Order button.

4. Click Submit Request button.

Print the transaction 
acknowledgement.

View instructions on 
how to save the 
transaction 
acknowledgement 
to a file for your 
records.
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Display a list of your equipment
How did we get here?

1. Click equipment.

View a list of 
equipment covered 
by an HP contract.

Export a detailed 
inventory list. 

Submit change requests.



How did we get here?

1. Click transactions.

Apply filters to 
display specific 
transactions.

View your transactions submitted to 
HP through SCA



How did we get here?

1. Click support lookup.

To view contract or HP 
care pack information, 
search by any of the 
following:

•Serial Number

•Service Agreement ID

•System Handle

•HP Care Pack Serial 
Number

•Compaq Contract 
Agreement Number

•Compaq System 
Serial Number

To view warranty 
information, search by 
Serial Number.

To view factory base 
warranty information, 
search by Product 
Number.

View your support and warranty 
information



Manage user access to SCA in 
your company

How did we get here?

1. Click administration.

Do you have 
more than one 
SCA user?  
Manage them 
here if you are a 
company 
administrator.  



Company administrators may add or 
edit SCA users*

How did we get here?

1. Click administration.

2. Click Manage Users.

A list of SCA 
users the 
company 
administrator 
manages.

Edit a user’s 
personal and SCA 
access information.  

*Available only to 
company 
administrators

Add a new user 
to SCA.  



Add a new SCA user (1 of 3)*
How did we get here?

1. Click administration.

2. Click Manage Users.

3. Click Add New User Profile.

Set the user login 
and password.

Set a password 
expiration period 
that is 
appropriate for 
the security 
policy of your 
company 

*Available only to 
company 
administrators



Add a new SCA user (2 of 3)*
How did we get here?

1. Click administration.

2. Click Manage Users.

3. Click Add New User Profile.

Click here to indicate 
that you want the new 
user to receive email 
notifications of 
pending transactions.

Click here to indicate 
that you want the new 
user to receive an 
email message 
alerting them when a 
contract is about to 
expire.

*Available only to 
company 
administrators



Add a new SCA user (3 of 3)*
How did we get here?

1. Click administration.

2. Click Manage Users.

3. Click Add New User Profile.

Set up Support Account 
Reference and Cust
Pack filters to allow 
predefined filtering for 
regular SCA users.

Leave these fields blank 
if the user needs access 
to all Support Account 
References or Cust
Packs

Note:  Support Account 
Reference is another 
term for System Handle 
and Support ID.  Cust
Pack is another term for 
Group ID.

The capability filter allows you to select SCA capabilities you want to 
grant to the user.

*Available only to 
company 
administrators



Set your personal information and 
preferences (1 of 2)

How did we get here?

1. Click my profile.

Easily change your 
information on a 
single screen.

Click here to indicate 
that you want to 
receive email 
notifications of 
pending transactions.

When you request 
that files or 
notifications be sent 
by email, they are 
sent to the email 
addresses you enter 
here.

alex.ryan@contractconsu
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Set your personal information and 
preferences (2 of 2)

How did we get here?

1. Click my profile.

Click here to indicate 
that you want to 
receive a periodic 
newsletter and new 
service announcement 
email messages.

Click here to indicate 
that you want to 
receive an email 
message alerting you 
when a contract is 
about to expire.

Select the contract 
expiration email format 
and select a 
notification period that 
is appropriate for the 
policy of your 
company.



How did we get here?

1. Click feedback.

Fill out this 
electronic form to 
share your 
feedback with HP.  
Positive as well as 
constructive 
feedback is 
always welcome.

Send HP feedback about your 
experience using SCA
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