
User Guide

There are two shops in the Hub: HP Laptop Store and Microsoft Surface Store. 

Select the relevant store in the left toolbar to view our available products. 

Breakwater point of contacts will have access to the shop within their hub. Additional staff members can be 
given access, get in touch with us to find out how.

Tick the box for 
the item you wish 
to order
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Enter the quantity 
if more than one 
of the item is 
required
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Once you have 
selected the items 
and quantities 
needed, press the 
‘Update Totals’ 
button
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Scroll to the 
bottom of the 
shop page where 
you will �nd the 
total cost of your 
order

Don’t forget to hit the 
‘Update Totals’ button 
at the top of the page 
following any changes 
to the order. - if you do 
not do this, your total 
costs will not update

!
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Once you’ve 
�nished your 
order, complete 
the details on the 
form and hit ‘Place 
Order’

5


