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Tool Guide

HP Inc. values our business relationship and believes in our mutual commitment to conduct 
business with the highest standards of integrity.

HP Inc. Legal and Regulatory Compliance Program Tool Guide provides guidelines on completing 
HP Inc.’s Compliance Program.

HP Inc. believes in offering optimized and effective solutions for a successful and long term 
partnership.

Please note that a necessary part of HP Inc.’s Compliance Program is a periodic refresh of each 
Partner’s Compliance profile.

2 © Copyright 2021 HP Inc. .  The information contained herein is subject to change without notice



To access the HP Inc. compliance program, HP Inc. Compliance Team will issue an invitation via email.

In this matter:

• Expect an invitation email to be sent to your company’s primary HP Inc. Compliance Program 
point of contact containing a system link, user ID and password.

• Please review and follow steps listed on the login page.

• Display language may be changed on the login page in the section with International flags.

System requirements:

• Internet Explorer v6.0 is not supported. Use another browser such as Firefox or a later IE version;

• Enable JavaScript;

• If the invitation was not received, check recipient’s junk mail folder. If not found, corporate email 
filters may be blocking delivery.

• If unable to resolve, you can contact HP to the email address: 

hpinc-legalandregulatorycompliance-global@hp.com
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Enter the e-mail address and 
password provided from HP Inc.’s 

Compliance Program invitation
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Please ensure company profile details are accurate.

To update profile information, please send an e-mail to: 

hpinc-legalandregulatorycompliance-global@hp.com

Confirm that you have signatory authority to bind your company in 
legal, regulatory and compliance matters. 

If you are not the right person, please inform us at 

hpinc-legalandregulatorycompliance-global@hp.com

mailto:hpinc-legalandregulatorycompliance-global@hp.com
mailto:hpinc-legalandregulatorycompliance-global@hp.com
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You can start the Partner 
Compliance training by selecting 

“Click here to access training”

*The system will not let you continue 
until the training is completed

Note that completing this training will not result in completion of the Due Diligence. 
Please advance to the next section to continue providing data on the questionnaire.



Personnel section requires you to 
provide details of your Company's 
key personnel.

The Due Diligence Questionnaire 
requires your company to provide 
personnel information to help HP 
Inc.'s Legal and Regulatory 
Compliance Team understand 
your organization.

Select “Click here to Add Key 
Personnel” to start.
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• At least one personnel detail data field is required (e.g. for each person listed, enter full name, business email 
address, job position or title, and check at least one job role);

• If you selected “Owner”, please specify the ownership percentage and include all individuals with greater than 5% 
ownership;

• Once data has been entered for up to 4 key personnel, review data accuracy, then scroll to the bottom of the page 
and click “Save”. 
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Once you click “Save”, your browser will return to the main Personnel screen.

- All personnel data that you saved on the previous screen should now be shown on the main Personnel 
screen. If a data entry error is identified, select the name of the person that you would like to edit, then 
correct information as needed in the pop-up window

- If your company has additional key personnel, please repeat the steps in the previous two slides

- Once your key personnel list is complete, click “continue”.

© Copyright 2021 HP Inc. .  The information contained herein is subject to change without notice9



© Copyright 2021 HP Inc. .  The information contained herein is subject to change without notice10

• Complete the questionnaire. Most questions only require selection of a "Yes" or "No" response

• Please use the text boxes provided for questions that request additional information. You may also use text boxes 
to elaborate on your response

• Once you have completed the questionnaire, please click “Continue”

*The image is blurred to protect the confidentiality of HP’s Due Diligence Questionnaire



Please review the “Anti-Corruption Compliance 
Declaration” on the Submit tab, then:

- Complete all required data fields in the 
"SUBMITTED BY" section below the 
declaration

- Once you have completed this, please click 
“Submit”

IMPORTANT:

After clicking the “submit” button, please wait 
a moment for a “Thank you” page to appear 
before closing your internet browser to confirm 
successful transmission of your responses to 
HP Inc.
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Thank you!
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For further information, please contact: 
hpinc-legalandregulatorycompliance-global@hp.com
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