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ePurchase: The HTH Enterprise Procurement Tool

When you use ePurchase to order office and breakroom supplies, you are:
✓ Maximizing Hilltop’s purchasing power for reduced prices and higher discounts
✓ Supporting procurement preferred suppliers
✓ Maintaining efficiencies in process
✓ Reinforcing Hilltop internal controls and reducing financial and fraud risk to our company and,
✓ Championing visibility into Hilltop spend for improved discounts and processes in the future

ePurchase Guided BuyingLanding PageSSO Login: 
HTH Shortcuts

Double Click: 
ePurchase

Let’s Get Started!



©2018  Hilltop Holdings, Inc.  *** CONFIDENTIAL INFORMATION ***©2018  Hilltop Holdings, Inc.  *** CONFIDENTIAL INFORMATION ***3

Basics of ePurchase – Landing Page Navigation

Home – Return to Landing Page

Notifications

Profile Settings
Shopping Cart

Your Request

Search Box

Your Approvals
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Navigating to Office Depot Catalog

Landing Page – Two Options

Option 1 – Step 1 - Click 
on Office Supplies Tile

Option 2 – Step 1 - Enter “Office 
Supplies” in Search Box

Option 1 or 2 – Step 2 –
Click on Buy from Supplier
This will open the 
Office Depot Catalog
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Office Depot Catalog

1. Search using key words

3. View Cart – List of items in Shopping Cart

4. Continue Shopping or Check Out

5. Opens Shopping Cart in ePurchase

6. Check out again to Submit for approval

2. Select and Add to Cart
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Submit Order for Approval

1. Click on Check Out 
Button

7. Click on Send Request to submit for Approval

2. Change the Title 

3. Check the Ship to Information

5. Check the items for accuracy

6. Check the Approval Flow

4. Check Charge to Information


