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our platform, Xvantage
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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.

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 > Account settings> Profile details)

If you would like to amend your company details, please contact: 

new.accounts.uk@ingrammicro.com

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 for 20 minutes.

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

Create a new Password
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Steps:
1. Profile > Account settings > Profile details > Change password

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

mailto:new.accounts.uk@ingrammicro.com
mailto:Web.UKSupport@ingrammicro.co.uk
mailto:Web.UKSupport@ingrammicro.co.uk


User Administration
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 > Account Settings > Manage users> Add a New User

2. Complete information > Create a New User

Admin users can do the following:

Create/delete profiles

• Amend profile details (Name/surname/email address etc.)

• Manage permissions (RMA/Invoice List/Order rights/quotes/backorder reports)

• Reset passwords

• Disable/Enable (Lock/Unlock) profiles

To request an Administrator profile, we expect the following:

• Email from the Company Director

• Listing the Name and email address of the new administrator

• Director Signature with the name

Email should be sent to Web.UKSupport@ingrammicro.co.uk

Set Up and Change Privileges

Steps:
1. Profile Icon > Account Settings>Manage users> Select User > Choose 

privileges > Save
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My Account
Under My account setting you can do the following: 

• Manage your profile details 

- User details 

- Contact information

• Cloud Business Contacts 

-Admin 

-Billing

-Technical
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• Manage users 

-This is the option for Admin users 

only, please see User 

Administration page.

• Manage Notifications

- Backorder (Daily/Weekly reports)

- Shipment Report 

- Drop Ship Notification settings



Customisable Home Page
Your logged in home page is entirely customisable

On the right-hand side of the home page is a personalised 
“Button” which expands into an account manager menu.

Once on the customizable home page you can select or 
de-select the widgets you want displayed on your home
page that are relevant to your job function and helpful to you.

Once done click “X” at the top right or outside of the popup.

Users have the ability to rearrange each individual widget 
by dragging and dropping them anywhere on the screen, 
allowing for customization and prioritization of top widgets 
towards the top of the screen.

Proprietary information of Ingram Micro —  Do not distribute or duplicate without Ingram Micro's express written permission.



Search
You can now find both TS (Products) and Cloud Subscriptions 

in one place!

1) Type Ahead Searching: 
Type keyword(s), Vendor Part Number, EAN, Ingram Micro SKU or Cloud Subscription Plan into

the main keyword search field. As you type, results will appear related to your search. If you 

click on the suggested item displayed, you will be taken to the Results page which shows you 

that exact item (exact search). However, if you would like to see that item displayed plus a 

selection of similar items, press the magnifying glass or hit enter after you have finished typing: 

When searching, you will also see a tab which is the Vendor's landing page along with 

relevant Resources to help you. 

2) Browsing:

You have 2 options:
1.Move cursor over Products > Hover over preferred category > Sub-category

> Click to see results

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

3) Filtering and Sorting:

A filtering option is available on the right-hand side to help you narrow down your selection. 

When searching our TS catalogue, you can filter by topics such as: Category, Vendor, Tech Spec, 

Deals & Discounts, Availability, Delivery and Price. Here, you can also Sort your results by criteria such 

as Relevance, Price, A-Z, Stock Levels 

When searching our Cloud Catalogue, you can filter by topics such as Vendor, Billing Period, 

Subscription Period, Trial only plans and Reseller Only p;lans
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ProductCloud Subscriptions



Search Results

You can also do a Product Comparison

Here you can:

• Change the way you see your results to suit you – from List to Grid view

• Add Products to your Favourites so that they appear next time on your homepage for quick access

• See Price and Special Pricing information (by clicking on the Special Price box)

• See Product availability and lead time

• Change your quantity/add to cart 

• Click into the Product to view more information

1. Select the “Add to Compare button”

2. Once 2 or more products are selected click Compare

3. Once redirected to the compare page you have the ability to download, print or email the 

comparison with personalized details such as non-branding, price markup, logo etc

4. You can add/remove SKUs for comparison directly on the compare page.
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1) TS Search Results (Product: Hardware, Licensing and Warranties)

2) Cloud Search Results 

(Cloud Subscriptions, was CMP)

• Here the results are displayed in List view for easier 

searching 

• You can add Subscriptions to your Favourites

• You can see Pricing & see if a Special Price is available

• Change the Subscription Period

• Click into the Subscription to view more information and 

proceed to Checkout 



Online Voucher Codes
You can view any eligible vouchers by accessing the Vouchers link. This link will only appear if there are valid 
vouchers to be used AND you have ordering rights.

In the Cart you will see if there are available vouchers that you can add to your order.

Please note that only voucher codes issued by Ingram Micro can 
be used at the checkout – no Vendor specific vouchers issued 
direct can be used at this time.
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*Please note, Vouchers can’t be applied against 

Cloud products



Manage Payment methods (Cloud only)

Proprietary information of Ingram Micro —  Do not distribute or duplicate without Ingram Micro's express written permission.

The Payment methods section can be used to add a Credit Card as the default payment mechanism for Cloud purchases. This section is only applicable to partners who have not been issued 

with a Credit limit – if your account has a Cloud credit limit in situ, you will not be able to add a card for Cloud purchases.

Admin Users can see the Payment methods section and will be able to add a credit card as the default payment method for Cloud. This card will then facilitate all Cloud purchases, including the 

billing of associated recurring renewal transactions. Please note that the addition of this card will not automatically facilitate non-Cloud purchases in the same way – when purchasing hardware, 

for example, the user will be asked to enter their card details to make the payment at the checkout. 

1) You can get to the Manage Payments 

section by clicking on My Account (click on 

your initials on the top right-hand side of the 

page you are on) and select Account Settings:

2) Once you have selected “Payment methods” you can add or remove cards. If you add more 

than one card you will need to select which card is to be used as your Default Payment method 

for Cloud purchases: 



Managing End Customers

Proprietary information of Ingram Micro —  Do not distribute or duplicate without Ingram Micro's express written permission.

To access all of your end users, 

select My Business → End Customers. 

On this page, you have the ability to 

access and manage your Cloud& 

technical solutions customer 

information. You can make 

modifications to existing customer and 
add new customers as needed. To 

view your Cloud users, please click on 

"Manage Cloud users" located at the 

top right corner of the page.



Cart & Checkout
Add Item to Cart

You can add items to the cart using several ways:
1. Search for a keyword and add an item from the search page

2. Search for a specific SKU/VPN and add the item from the product details page

3.Add the item directly in the cart using Quick Order Entry

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 > Saved Carts > on My Carts page create new cart > 

Complete form > Save.

2. Saved Carts page> 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 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 contents if you are not using that cart.

Delete Carts

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

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/pencil” option, select the desired cart from the list.

How to Convert Quote to order
1. On the left-side Manu, select My Business > Quotes or go to Quotes Widget on the home page.

2. Select the desired quote that has been created by yourself or provided by the IM Sales manager

3. Review quote details and click checkout at the top-right corner

4. Once the quote is transferred to the Cart, proceed as usual and place the order.
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Orders & Tracking

Tracking Orders & Shipments widget
Home Page

This widget shows the most recent orders in a quick snapshot format

You can expand the list to “See All”

On the order page you can filter by various status’s or search using 

different ways. 

By Default, “Cancelled” Status is deselected.

You may search by 

• Order Number

• Reseller PO Number

• Serial Number

• Date Range

• SKU

• VPN

• VendorOrder Status.

Order status Can be applied via Filtering

Click IM Order Number to view details, tracking information, and serial 

numbers

Cloud Orders will have cloud icon against the line 
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Invoices
Tracking Orders & Shipments widget
Home Page

This widget shows the most recent orders in a quick snapshot format

You have the ability to expand the list to “See All”

On the order page you have the ability to filter by various status’s or search 

using different ways. By Default, “Cancelled” Status is deselected.

You may search by Order Number, Reseller PO Number, Serial Number, 

Date Range, SKU, VPN, Vendor, or Order Status.

Order status Can be applied via Filtering

Click IM Order Number to view details, tracking information, and serial 

numbers

Cloud Orders will have cloud icon against the line 

Invoices

Find Invoices

Steps:
1.My Business → Invoices

2. Search by Invoice Number, P.O. Number, Date Range, or Payment 

Status > Search

3. Click Invoice Number to view details

4. Cloud Invoices are stored in a separate tab on the same page
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View Credit

How to View Credit
To view credit, you either need “view credit” permission to be assigned to your profile by the admin user or have admin access. On the left-side menu, select My Business > View Credit.

Further down the page under Credit Utilization details, you will find a more detailed 

view of your balance, anything overdue and your Cloud upcoming invoice value.

If you have any questions regarding the information displayed on your page or your 

balance, please speak to your usual Credit representative
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You can see your credit position with Ingram Micro in the View Credit page for both Technology Solutions and Cloud. For some partners who hadn’t previously purchased Cloud Solutions from Ingram 

Micro, this will mean access to a second, brand-new credit line. There will be no changes to payments, credit facilities or invoicing for partners who were already purchasing Technology Solutions and 

Cloud Solutions. Please be aware that the two lines of credit are independent of one another and cannot be combined or transferred. 

The Overview and Credit Summary at the top provides a snapshot of your credit position across both TS and Cloud, including your available credit limit, your terms and your 

Credit Manager:

Under Credit Line Details, you can see the monetary value of your credit 

usage. The Credit Utilization for Cloud contains invoices which have been 

billed as well as Non-Invoiced purchases:

Use this link to jump straight to your 

TS and Cloud Invoices!



Quotes
There are various Quote options within the new Xvantage platform.

1. Self Serve Quotes
You can create a quote, set an expiry date and download or email it to yourself. When ready this quote can be converted to checkout with a one button click! Should you need IM 

associate support on your quote you can contact the team who will have visibility of the quote in our Xvantage interface and can edit, revise or change anything you are not sure of 

before making it live and visible for you to see – and order.

2. Review an Ingram Micro quotation and convert to an order
If you receive an official Ingram Micro quotation from us you will be able to view this quote on the platform in and convert it to an order.*

Creating a Self Serve Quote:…
Various ways to access & conduct your own quote:
1.Click start Quote on home page to conduct your own quote

2. If Quotes Widget is visible on home page> Start Quote, or view Quote 

conducted by someone at Ingram Micro

3. If in Quotes link via My Business click Quotes…
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Self Serve Quotes continued…
1. You will need to give your quote a name that means you can search for the quote at a later date

2. Expiry date must be set. If the quote contains any special pricing with an expiry date the expiry will automatically end on the date the pricing ends

3. Products can be found by either searching on SKU, VPN or keyword

4. For multiple line quotes these can be uploaded via the Batch Upload function

5. Once complete – Save Quote.To make the quote live ready for ordering the quote needs to be made “Active”. At this stage the quote cannot be edited any further and will be 

locked ready for ordering.

6. The quote can then be downloaded, emailed or ordered*

• The user must have rights to place orders to be able to convert to order.

• There are limitatons and rules by Vendor as to what can and cannot be ordered from a quote – for any queries or questions please speak to your account manager.
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Quotes FAQ’s
My Ingram Micro Account Manager has emailed me a quote how do I find this on the platform?
You can search for a quote using ideally the Quote Ref on the quote you have received. If there is no quote reference provided on your quote from us – please ask for one or the quote will not be 

visible to you.
You can search for your quote using the quote widget on the home page or via My Business link

Can I amend a quote?
If the quote was done by an Ingram Micro associate, then the quote cannot be amended in any way at present. You will need to ask the associate to revise the quote before you order online. This 
includes any change to line items, pricing, terms, delivery addresses or fees. All of these are editable by our associates.
If the quote was a self serve quote – IF the quote has been activated then no edits can be done and a new quote will need to be raised. Please leave the quote in Saved option should you need to 

revise before ordering.

The checkout button is greyed out – why?
There are various reasons why you not may be able to proceed from quote to ordering. These include:

The quote is not yet activated

The quote is above the value threshold we have set a limit on

The quote contains products that require special shipping information

The Vendor or Ingram associate has made it non orderable for specific reasons

The user does not have rights or permissions to place orders. At this point you will need to speak to your companies admin user for any amends or changes to profiles

Sometimes products or values of quotes means we must verify the order before you check out and therefore the checkout is going to show as disabled. Or as a user profile you may not have 
access to ordering rights and for this you will need to speak to your companies admin to amend this.

I have been quoted a different delivery charge to what is showing on the order from the quote I have converted

 Currently quotes are all converted and transacted using your standard shipping terms with us. If the quote has been honoured with special delivery terms, for now, this will have to be sent for us to  

process. We are currently working on a way to ensure any special freight agreed is enforced at checkout to avoid this. We will communicate when we have more information to share.
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Vendor Bids Any Vendor Bid that has been produced for you to select for a specific end user 
can be uploaded to ensure it is visible to you and available for you to order

1. Access My Business in the left panel – click on Vendor Bids

2. Activate the Vendor Bids Widget on the customisable home page

4. At the checkout the part will show the same Special Price button which can 

be viewed and applied at this point. Great for Quick order entry.

3.When on the product search or product details page and if the part “Vendor 

bid” button click here to view the bid.
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Subscriptions
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Currently Subscription page is available to all customers with 

access to Cloud business. On subscription page you can view 

and manage all your cloud subscriptions. If you wish to make a 

change to a current subscription, please click on the change 

button on the right side of the screen against the relevant 
subscription.   



Renewals

At present, only Cisco renewals are available for the UK through Ingram Micro. 

Additional vendors will be added in the near future. 

If you have any active Cisco renewals with Ingram Micro, you can access this 
information through the Renewals widget, or the Renewals tab located on the 
left side under My Business. The Renewals section provides details on the 
active renewal, associated end user, and expiration date. 

For inquiries regarding your renewals or to request a new quote prior to 
expiration, please contact our Cisco Sales team.
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Cloud Reporting
To access custom reporting for account reconciliation please follow the below 

instructions.

1. While in the Xvantage platform, navigate to My Business and click on "Cloud 

Reports."
2. Under the Cloud Reports page, you will find two options:

- Reports: View the reports that have been created and create a one-time 
report.
- Schedule: View reports created from a scheduled generation and create future 

scheduled reporting.

3. After selecting the desired type of report, you can choose the necessary 
information for your report, including naming, selecting the period, and file type. 
This will assist you with billing reconciliation or automation.

Proprietary information of Ingram Micro —  Do not distribute or duplicate without Ingram Micro's express written permission.



Returns, Claims and Invoice Queries

l.

Returns:

Steps:
1. On the left-side menu press My Business>Returns & Claims

2. Click Start a new return and select the invoice. You can search using 

PO/Order#/SKU/VPN/ etc.. . Multiple Invoices/items can be selected.

3. Once all the items have been selected, click on Proceed to Return detai

4. Select the QTY that must be returned and select the return reason.

5. Review and submit your request.

6. Once submitted you can view your returns /progress by Searching for 

existing Returns on the RMA home page.

For more detailed information please see the eRMA manual

Claims and Invoice Queries(QueryIT)

Steps:
1. On the left-side menu press My Business>QueryIT

2. Carriage, Fulfilment, Minimum order charges -- for claims where your 

invoice price does not match your PO price on the carriage, fulfillment 

and Minimum order charges

3. Pricing - for claims where your invoice price does not match your PO 

price on products received. Please note for any pricing queries that are 

on 3 or more SKU’s a separate QUERYIT will need to be logged 4. 

Refusal fee – for claims where a failed delivery was a Non-customer 

error

5. Restocking fee – for claims where this was a Non-customer error

6. VAT – for claims where VAT has been incorrectly charged 

For more detailed information please see the QueryIT guide
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https://emea.ingrammicro.com/getmedia/2bdec30f-3b7d-4da2-87dc-aace31419b56/RMA-2-1-guide_1.pdf
https://emea.ingrammicro.com/getmedia/687664ba-257e-4ac5-9e5a-4e5e83f13df5/QueryITUserGuideX4C.pdf


Vendor 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

Steps:
On the left-side menu select Services > Vendor configurators > Select desired Configurator/Tool/products finder
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Resource Guides
You have a variety of informative content and training available to you to keep you up to date with the most recent Vendor and Ingram Micro information with our new Vendor 

Resources library

Through a variety of different style of resources, you can select information best suited to your needs

The “Just for you”, “Solutions to grow your business faster” and “Services to run your business better” are all tailored quick link resources aimed at supporting your business and 

providing you even more value completely free of charge to you!
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Feedback & Trouble Shooting

Your feedback is really important to us. You can give us feedback personally at any time using your Ingram Micro contacts or 
you can leave us feedback on the platform in the following 2 ways.

Alternatively, when you first log in at the top of the page there 
is a quick link feedback button for you to use.

All feedback left is reviewed globally by our Customer
Experience Team and we appreciate you taking the time to 
leave us your thoughts,

Via Our Walk Me 

Feedback Button in 
the bottom left of the 
page. This feature 

also allows you to 
view the latest feature 

releases as well as 
activate some basic 
user guide help 

through the platform.
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Raising a Ticket
Need more help?

If you need further assistance, you can click on the Question 

Mark (?) button which will always appear in the bottom left-hand 

corner of your screen. A menu will open up – The Contact Us

page is here to help you if you require any technical assistance 

with the platform.

It will also direct you to the correct team if you have a sales 

inquiry or would like some help getting started selling Cloud 

Solutions. It is also here to help you if you have a query or issue 

with an existing order. Please fill out the form with as much 

information as you can so that we can quickly route your inquiry 

through to the correct team for resolution. 

Alternatively, the page can be reached by using this link: 

Contact Us | Xvantage (ingrammicro.com)
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Thank you
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