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       Introduction 
The Advance Auto Parts catalog, supplied by HH Global, simplifies and streamlines the ordering process for 
products and print on demand needs. 
 
This user guide will provide reference for users on how to navigate through the online catalog and place orders 
for desired available products.  

 
Home Page 
 

 
 

 
  

User Profile Menu 
From your user profile menu located at the top-right hand corner you may: 

● Return to the home page.  
● Access the user guide. 
● Logout of the catalog (close your current login session).    
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 Catalog Display 
The home page defaults to a grid view. You may change this view based on user preference using the 
various display options available. The catalog display options are: 

 

 

 
Show or hide images 

 
 

 

 

 
Sort product list: 
● newest/oldest product 

release 
● product title A-Z or Z-A 

 
 

 

 
 

 
Display products in grid 
forma 

 
 
 

  

 
 

 
 
 

Display products in list 
format 

 

 

 

 

 
 

 
Display products in bulk add 
format 

 
 

 

 
 

 
 
  Click to change the number of       
products shown per page 

 
 

 

 
  Click to navigate between the 
pages of products available 
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 Browsing the Catalog 
Upon landing on the Home page, there are different options for browsing through the products. You may 
navigate between the pages of products available to you, search for a specific product by various criteria, or 
select a category and navigate or search within those related products. 

 
Search 
Searching for a product within the catalog can be done using the search bar at the top of the homepage. Type in 
the value or values you wish to search on and the catalog will return products that match. Criteria that can be 
searched on include (but not limited to): 
 

● Product Title 
● Product Code 
● Product Description 
● Category 
● Keywords 
● Product Type 

 
To cancel a search, simply clear the search box and click the ‘Home’ link in the breadcrumb. 

 

Categories 
Products are grouped into categories. Categories are listed on the left-hand side of the home page. Selecting a 
category will display products assigned to that category on the page. While viewing a specific category, the 
search box may be used to search for a specific product within that category. 
To cancel the search or category view, simply click the ‘Home’ link in the breadcrumb.  
 

  
 

Add products to Shopping Cart 
In grid view and list view, click the ‘Shopping cart’   icon to select the required product. This will add 
products directly to your shopping cart. In bulk view, check the box for each item and click Add to shopping 
cart located at the bottom of the page. Repeat this process for each additional product you wish to add to your 
shopping cart. 
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Note: To view more information on a product you can click the ‘Info’    icon or the thumbnail, which will take 
you to the product page. You can alter the quantity you wish to order and add to shopping cart from the product 
page. 
 

 
 

 
For stock products, you can only add products to the shopping cart with available stock. You can set a 
notification alert using the “Notify me” option. An email will be sent to you when the product is replenished and 
available for ordering. 
 

 
 
  

  
Print on Demand (POD) products require selecting a pack size and personalization, when you click the shopping cart icon 
you will be taken to the personalization page. Enter required fields, select “Save” and the product will automatically be 
added to your shopping cart. 
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Order Shopping Cart Review 
Once all desired products have been added, click on the ‘Items’ button and select ‘View’ to review your 
shopping cart items. 
 

 
 

 
On the shopping cart review page, you can: 
 

● Update the product quantity. 
● Pause items in the shopping cart (holds an item in your shopping cart but does not include it with the order). 
● Remove items from the shopping cart. 
● Edit Print on Demand items. 
● Update your delivery address. 
● Return to the home page and continue shopping. 
● Empty the entire shopping cart. 
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Changing Delivery Details 
 
As a first-time user, the Deliver To address will default to the Corporate Office address. To update the delivery 
address, click ‘Change’ in the Addresses and Notes section. Enter a keyword (Store#, State, partial address) 
in the Select an Address field. Select an address from the available Corporate Address Book dropdown list. 
Once you have chosen your location, check the “Save/Store Address” box and click on ‘Save’.  The last 
address used will be saved and set as default for future orders.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Note: All items in your order must be delivered to the same address. If you need products to be delivered 
to multiple delivery locations, you will need to place separate orders. 
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Order Checkout 
 
Once you are satisfied with your product and delivery details, click ‘Continue’ to proceed to the Delivery 
Options and Order Total page, where you may review the final subtotal and delivery to address applied to your 
order. From this page, click ‘Continue’ to proceed to the checkout page. 

 
 
If you wish to edit your order details, click the ‘Edit Order’ button to go back to the shopping cart page. You 
may also select ‘Cancel Order’ to clear your shopping cart and return to the shopping cart page. 
 
If you are satisfied with your order, select ‘Confirm order’. This completes the order process. 
 

Order Confirmation 
Once you have completed your order and checked out, you will be presented with the Order Confirmation screen. 
This screen contains your order number, order date and confirmation that the order has been sent for approval.  

Once the Order is approved you will also receive an email with your confirmed Order details. If you wish to print a 
copy of the order confirmation, click on ‘Print Order’. This will download a PDF Catalog Order to your desktop 
which you may save or print. Click on ‘Home’ to return to the Home page or ‘My Orders’ to go to the 
Dashboard. 
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Dashboard 

The Dashboard stores all information relating to your orders. Click the   icon on the home screen to go to 
the Dashboard page. You can select a filter period by clicking on ‘Orders’ to view orders over the last 7, 14, 30, 
or 90 days; or you can choose to view all orders. Clicking on the Status Categories will show only orders at that 
selected Status. You can also select from Approved, Awaiting Approval or Declined Orders to review the details.  

 

 
 

Note: The digital assets and requestions tabs on the dashboard are not applicable to this catalog 
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Within the Dashboard, you can see the number of Confirmed Orders at their respective statuses. 
● When a New Order is received, it begins at Ordered status. 
● When a supplier begins to process an Order, it moves to In Production status. 
● When an Order is being shipped, it moves to Shipped status. 
● When an Order has been invoiced by the supplier, it moves to a final Completed status. 
● When an Order has been cancelled by the user, it moved to Cancelled status. 

 
You may click on these Status Controls to view only those Orders at that particular Status. 

 
To view more information about a Single Order, click on the  icon to expand Order details. 
From here, you have the option to: 
 

● Download the Order Confirmation. 
● Duplicate the Order. 
● Track the Delivery of the Order. 

 

                 

 
If you select ‘Download Confirmation’, a PDF of the Catalog Order will be downloaded to your desktop that 
you can save or print. 

Order Confirmation Example: 
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If you select ‘Duplicate Order’, the previously Ordered items will be automatically added to your order 
shopping cart ready for you to complete the checkout process. 

 
If you select ‘Track Order’, a pop up will display the Shipping Information for the Order (if available). This will 
update as the Order Progresses through the shipment Process. 

 

Tracking Order Examples: 

 

 

Support 
 
              For assistance with this E-store, please email support at support.aap@hhglobal.com 
              For technical queries, please contact our dedicated support team by email at: 
               tech.supporthhub@hhglobal.com 
 
 

Versions 
 

Version No. Release Date Author Notes 

 
1.0 

 
07.02.2025 

 
Mary Sol Fernandez Initial draft 

mailto:support.aap@hhglobal.com
mailto:tech.supporthhub@hhglobal.com
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2.0 07.09.2025 Mary Sol Fernandez Initial draft.v2 

3.0 12.01.25 Mary Sol Fernandez Final 
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