
HP SPIF Central User’s Guide 
 
Welcome to HP SPIF Central.  
 
Please take a moment to read through this guide, as it will aid you in placing your first claim. 
 
This guide will walk you through each feature, as well as the claiming process. If you have any 
questions after reviewing this document please refer to the FAQ section of the web site, as your 
questions may already be addressed. 
 
Let’s begin: 
The SPIF Central web site is only accessible by using the link from the promotions page on the 
HP Partner Portal. To access the link log into HP Partner Portal, and choose the “Promotions” link 
on the left navigation bar, which will bring you to the promotions page shown below. 
 
You will then click the SPIF Central link listed on the screen. 
 

 
 
 
 
 
 
 
 
 



Upon choosing the SPIF Central link you will be taken to the main login page for SPIF Central where you 
can see which promotions you are eligible for in the promotion table. To find more information about a 
promotion, click the “Promotion Details” link next to it. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SKU Search: 
You can use this feature to search the promotion for the sku you are looking for. If you need to narrow 
down the list of SPIF promotions, simply use the RBU selector and select one of the RBU’s listed. It will 
then narrow down the list to only SPIF’s with SKU’s for that RBU.  Please note that you must first select 
the SPIF that you want to search in and then search on the sku.  You cannot enter a sku and search 
against all SPIF offers.  When you search on a sku make sure you click the “search” button and do not hit 
“enter”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Login: 
If you have a current registration, input your email address and the last four digits of your social security 
number that uniquely identifies you in our system. If you receive an error message that states that your 
email address & social security number are not recognized or that your social security number is already 
being used, it may be possible that your registration is under a previous email address. Please try the 
previous email address you may have used to register. SPIF Central also has an automated process to 
deactivate an account if a claim hasn’t been entered in the last 12 months. If you still are having problems 
gaining access to the site, you may contact the HP Spif Central helpdesk via the link in the left navigation 
bar. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Registration: 
If you have not registered previously on the site, you will choose the “New User” button. If you have 
questions concerning the information required, please click the link next to the field in question for more 
details. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



After submitting your personal information, you will be asked to choose the Dealer/Owner Manager for the 
outlet you are registering for. Select your DOM from the drop down box. If your DOM is not listed, please 
select “DOM Not Listed”. An automated email will be sent to the SPIF Help Desk to research and update 
the DOM information. Please verify that this information is correct, or it will invalidate your registration, 
and you will not be allowed access to the SPIF Central web site for claiming. 
 
Please note: DOM - Dealer Owner Manager. This person is normally a principle/officer of the company and 
is not actively or directly participating in the sales activity. 
 

 
 
The next page is the registration confirmation page.  It will state some quick checks for your 
Spam email filters and we have also included the download of the new Desktop Alert Tool! 
To receive alerts through this new tool, simply download the application by clicking on the green 
icon.  Please note that the SPIF Central site does not send emails on the new offers but posts all SPIF 
offer information on the Desktop Alert tool which you can access once you download the application 
which is free. 
 
 
 
 
 
 
 
 
 



EFT Enrollment: 
Once you complete your registration please ensure you click the “EFT Enrollment Form” link on the left 
navigation.  Complete and submit the form as per the instructions.  HP will be discontinuing the issuance 
of paper checks.  If you do not enroll in EFT your claims will be processed however payment will be held 
until the EFT enrollment forms are received and processed.  Please note that the processing of EFT 
Enrollment forms can take up to 30 business days. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Terms and Conditions: 
You will then view the Terms & Conditions for usage of the SPIF Central web site. Please review 
the Ts & Cs thoroughly as they contain important information regarding claims and payment 
processes.  You can access the full SPIF Central Terms and Conditions on the left navigation bar of the 
SPIF Central site. 
 

 
 
 
 
If you are entering the site as an existing user, you may receive a message that indicates that you have 
changed location IDs. This indicates that your profile information was previously associated with a 
different outlet ID/location ID than you have entered the site with today. This is not unusual, as 
occasionally HP outlet ID’s and location ID’s can change. If the company name listed that you are being 
switched to does not look familiar to you, please contact the helpdesk via the left navigation bar link 
making sure to provide both the outlet number/location id and company name for both the old and the 
new association that is listed on the screen. The helpdesk personnel will research the issue and return an 
answer to you shortly. 
 
If the information is correct please make sure you review your profile information by clicking the “Edit 
Registration” link on the left navigation bar and make any necessary changes including your email 
address, home address and phone #. 
 
 
 
 



Once you successfully log in you will find yourself at the homepage for SPIF Central. Please verify that 
your email address is still current, as this is the only method of communication we have with you 
concerning your claims. If you need to update any of your personal information, please click the “Edit 
Registration” link on the left navigation bar. 
 

 
 
 
You have several options from this page that include placing a new claim, viewing your previous claims, 
reprinting claim receipts, editing your registration, contacting the helpdesk, downloading the EFT 
enrollment form and viewing the Terms and Conditions and FAQ pages.  You can also download the 
Desktop Alert tool if you did not download during the registration process.  It’s located in the green and 
grey box on the right side of the screen under “Download the HP Desktop Alert Tool”. 
 
 
 
 
 
 
 
 
 
 
 
 
 



Placing a Claim: 
Clicking the “Place a new claim” button will take you to the promotions page that will list all of the 
promotions that you are eligible for. You can either choose to view the promotion details, or to place a 
new claim for this promotion. Please be aware that if you have not been shown the promotion details for a 
promotion previously, you will be taken to the promotion details automatically when you click the “Start 
New Claim” link. This is to ensure that you have read and understand the promotion, and any specific 
terms & conditions relating to it. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The promotion details page lists important information regarding the promotion. It includes a brief 
overview of the promotion, the specific terms and conditions of the promotion, and a comprehensive 
product matrix listing the applicable products, HP part numbers, valid invoice dates, claiming dates, and 
any maximum claiming caps per user. We have also included a feature where you can search the 
promotion by way of either HP Sku number or description.  Please note that you must first select the SPIF 
that you want to search in and then search on the sku.  You cannot enter a sku and search against all 
SPIF offers.  When you search on a sku make sure you click the “search” button and do not hit “enter”. 
 

 
 
Upon selecting the “enter claim” link, you will begin the claiming process. 
To search for a particular HP part number on the promotion, simply enter the HP manufacturer’s part 
number, and click the “Search” button. To view all products for the promotion simply click the “Display All” 
button. If your search returns many products, you will see numbered page links at the top and bottom of 
the product matrix. These allow you to flip through pages of 10 products at a time by clicking the link for 
the appropriate page. 
 
Please note that you may also search using product description; however the product description may 
use abbreviations that do not provide a good match for the description you have input.  Whenever 
possible please use the HP manufacturer’s part number for your search, and do not use both part number 
and description, as this will greatly limit your search ability.   
 
 
 
 



Once you find the product you want to claim, you will see it listed in the search results. To begin the claim 
we will need some basic invoice information from you concerning the sale of the product. Please click the 
“Enter New” link in the “Select Invoice or Enter New” column to enter this information.  Please note that 
you can enter up to 5 invoices on a single claim.  Each invoice can be for a different end user. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Please enter all required invoice information, and please note that if the sale was made to an end user 
instead of a company, that you must use enter the end-user name in both the “Contact Name” and 
“Company Name” fields. 
 
Please note that you must enter the invoice in the required amount of time for the promotion, 30 days of 
the invoice date. If you receive an error stating that the invoice date is past the thirty days allowable you 
will not be eligible to claim this sale. You may also see an error stating that the invoice date does not fall 
within the “begin and end dates for this promotion”, and this too will prohibit you from placing the claim for 
this sale. 
 
If the sale is an influencer sale, please make sure to check the influencer sale check box. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



If your end customer is not in the list on the Company Name drop down you will need to add them. Click 
the ‘Add’ button under the Company Name drop down. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you submit the invoice, you will be taken back to the claiming page and you will see the new invoice 
number listed in the invoice drop-down next to the product you have searched for.  The invoice will be 
kept in the drop-down and available to be chosen for all products on this promotion. 
 
Please select the invoice if it is not already chosen for you, and enter the quantity of the product you wish 
to claim. Then simply click the “Add to Claim” button.  If you need to submit another invoice on the same 
claim follow the steps beginning with clicking the “enter new” link in the “select invoice or enter new” 
column.  Please note that you can enter up to 5 invoices on a single claim.  Each invoice can be for a 
different end-user.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If the product you are claiming requires a serial number or care pack number, you will be taken to the 
serial number entry page. This page may have several products listed if you selected a quantity greater 
than 1 to claim. Please enter the serial number for the product(s) you are claiming, and click the “Submit” 
button. 
 
Please note that serial numbers are either 10 or 12 digits long and usually do not have the 
letter “ O”  in them and the “ S”  at the beginning may be added on by the distributor.  If your serial 
number is 11 digits please remove the preceding “ S”  that is the 1st digit and try to submit the 
serial number again. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If you have entered an invalid serial number you will receive the error message below. Please check your 
serial numbers and re-enter them if necessary. You may also receive the error message stating that the 
serial number you have entered has previously been used. If this happens please make sure that you 
have not previously claimed this product, or that it is not already on a “New” or “Pended” claim that is 
listed for you on the homepage.  Please note that serial numbers are either 10 or 12 digits long and 
usually do not have the letter “ O”  in them and the “ S”  at the beginning may be added on by the 
distributor.  If your serial number is 11 digits please remove the preceding “ S”  that is the 1st digit 
and try to submit the serial number again. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Upon submittal, you will be returned to the claiming page where you will see the product that was added 
to your claim. Once all products have been added that you wish to claim, please click the “Place Claim” 
button at the bottom of the screen. If you would like to cancel this claim and begin again, simply click the 
“Delete Entire Claim” button and you will be returned to the homepage. 
Please note that only the products that are listed in the Claim Details section of the page will be submitted 
for review when you click the “Submit Claim” button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you have submitted the claim, you will be taken to the confirmation page which lists details of the 
claim you have just submitted. You can choose to go back and edit the claim, view and print the claim 
receipt, or return to the promotions page to place another claim for this or another promotion. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The claim receipt should automatically come up for you in a new window, and cue the print dialog box for 
you. Please print this claim receipt, as it is mandatory that you send this claim receipt along with your 
invoice documents to the fax number or mailing address located on the claim receipt. 
 
When you have finished printing and reviewing your claim, simply close this window, send the required 
documents listed on the claim receipt. Your claim is now submitted and once we receive your claim 
documentation we will review your claim for payment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Upon entry to the site in the future, you will be automatically notified if there was a problem with your 
claim. If the claim was pended and or denied, you will receive an email notifying you including the reason 
that it was pended and or denied. If the claim is Pended please choose the “Correct” button listed next to 
the claim, make the required changes by editing or removing a product, and then resubmit the claim. 
 
If you did not receive the email and or do not remember why the claim is pended or denied we have a 
function to view the email that was generated upon Denial or Pending. To view the email please click the 
“next” button under the email notification column and you will receive a pop up window with the email for 
your reference. Please also note that if you did not receive the initial email on the claim you might check 
your Spam filter and add hpspifclaimsdesk@cohesioninc.com to your email filters and firewall. 
 
Please note that if you edit or correct a claim that you must send the new claim receipt along with 
supporting documentation to the fax number on the claim receipt for us to review and process the claim. 
 

 
 
 
 
 
 
 
 
 
 
 
 



Here is an example of a pending email that you may receive. This pending email is sent to the email 
address that is associated with your profile, so please make sure that this information is updated as it is 
the only method of communication we have with you concerning your claim. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Other options from the homepage include “View Your Last 10 Claims” link. This link will automatically 
show you the last 10 claims that you have placed, the claim status, and depending on the current status 
that it is in may give you the ability to edit the claim, delete the claim, view the claim receipt and the email 
notification. 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The “Claim Search” link give you the ability to search for a specific claim using the criteria listed such as, 
claim ID, claim status, promotion name, invoice number, or by a specific claim begin and end date. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You may also hit the search button without any search criteria and it will pull the complete history of your 
claims. 
 

 
 
 
If you require assistance, please refer to this guide and the FAQ as many questions may have already 
been answered for you. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If you still cannot locate the information that you are looking for, you may click the “Contact Helpdesk” link 
on the left navigation bar and you will need to choose a category your question will apply to. Most contact 
help desk FAQ’s will generate an email sent to you, After reading the FAQ, if you do not feel that we have 
answered your question, please reply to the email confirmation with more specifics and change the 
subject line to SPIF question not answered. Responses are generally returned within 3-5 business days, 
but can be delayed during high volume time periods.  Please note that all information you can provide us 
about the problem or issue greatly helps us in our ability to provide the answers that you are looking for, 
so please be as descriptive as possible. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you submit your question or comment you will receive confirmation that it has been sent. 
 

 
 
Please refer to the FAQ page often, as it is updated frequently and your question or issue may be 
answered on this page. 
 
Thank you for taking the time to review this user’s guide. We’re sure that you will find it a helpful 
reference when using the SPIF Central web site. 
 
Thank you for partnering with HP, 
HP SPIF Central Team 
�


