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1. The Reseller Admin Portal

A. Microsoft Reseller Attestation as of February 23, 2022

i) The Insight Cloud Commerce Platform deployed a revised set of Site Terms and Conditions on February 23,2022 in order to
align with Microsoft Reseller Attestation requirements.

the first time you log in to the reseller portal you will be asked to accept our TC&s and agree to the microsoft Attestation. If
you require a copy of our T&C, please contact you CSM/AM

ii) The Microsoft Attestation reads as follows:

“l confirm that my organization is acting as an Indirect Partner when choosing a Reseller and as a Direct Partner in the
absence of selecting a reseller. | confirm that | am not reselling products purchased within this order to partners that are affil-
iated with my parent organization.”

iii) Insight Site Terms and Conditions (Section 2.1.3.d)

(Partner Attestation. Client agrees and attests that when purchasing Cloud Services from Insight, Client (i) is acting as an in-
direct partner of Insight, and (ii) is not and will not at any time be reselling products purchased from Insight to partners that
are affiliated with its parent organization and will not itself use such products for its own internal use (or that of its affiliates).

B. Reseller Admin Portal Overview
The Reseller Administration Portal (RAP) is a web-based application offering you the ability to:
a) Link to your end customers storefront, where customers can self-serve, offering them the ability to buy subscriptions, and
self-manage licenses and users (for storefront management only);
b) Log in to your end customer storefront to manage the subscriptions, licenses and users;
) Set credit limits for your end customers;
d) Manage end customer payment status;
e) Access statements, reports, and other relevant details.
Please note: all license assignations and user creation should be done directly in the M365 Admin portal of your end customer.

The home page, or Dashboard of the Reseller Admin Portal (RAP) provides the ability to navigate & perform functions used to
manage your business.
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1.800.INSIGHT

1 ET Test Reseller - 210066831
L Insight

Insight cloud solutions

W Dashboard |

Back to insight.com Log out - EMEA DEMO TEST Tools =

[1]

& Language =

|E| View storefront

"Your commercial CSP legacy user subscription licenses will continue to auto-renew into legacy, however we have increased our legacy prices

to Microsoft Retail Price MSRP. Please purchase the NCE equivalent and cancel the legacy subscriptions to benefit from discounted rates for
your subscriptions. Please reach out to your Account Team if you have any questions or concems.”

ER Statements |Z|
Dashboard
%9 Products
B orders E L L |8 =2
da Reports E Customer ID Customer Credit limit Balance Created date Status ~ Login as
& Employees ROOD000334 Insight Test 2020 GEP £200.00 GBP £0.00 Mar 8, 2020 Active )
B Invoices RODDDOOIUW TEST14 E GBP £300.00 GEP E0.0D Mar 14, 2020 Active 2)
& Account RO000004MO Dana's Awesome Software GBP £200.00 GBP £0.00 Mar 20, 2020 Active O "1 @l
RODODOO4MP McGregor Consulting GBP £500.00 GBP £-1682 Mar 24, 2020 Active 2)
1. Tools: 6. Employees:

(a) My cloud dashboard
(b) Manage my account
(c) Reseller guide
2. Statements:
(@) Customer Statements
3.Products:
(a) Listing of Products by category

(i) Ability to set customer specific pricing, or published
prices for all

(ii) Publish or unpublish products for a customized
catalogue

4. Orders:
(a) Order history for all customers
5. Reports:
(a) Microsoft Legacy: Billable Items Report

(b) Microsoft NCE: NCE Billable Items Report
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(a) Add, De-activate, Manage user access to the RAP
7. Invoices:

(a) Your Invoices from Insight
8. Account:

(a) Manage your account information

(b) Link your PayPal account
9. Dashboard:

(a) Listing of all end customers
10. Dashboard Filter

(a) Ability to sort, edit, and view dashboard
11. View Storefront:

(@) Access to your public storefront

(b) Create New End Customer Accounts
12. Login As:

(a) Icon to log in as the end customer

(b) Buy & Manage on the customer’s behalf
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2. Notifications

When you submit the New Reseller Setup Form you will have the ability to define the contact email to be used to send event
notifications to your end customers; however, if not defined, the default “from” email address will be: DoNotReply@MSPstores.com.

a. Event Notifications:
(i) Order Confirmations
(i) Change Orders

By default, the designated Reseller Admin on your account will be copied on event notifications, if an alternative email address is
not provided.

3. Adding New Customer

3.1 Complete the registration form
New end customers can be added by:

1. The end customers themselves via Self-Registration: Send the customer the link to your White Label Storefront, offering them
the ability to self-register.

(i) The link to your customized end customer Storefront is in the upper right-hand corner of the Reseller Admin Portal (RAP).

3 ET Test Reseller

% Insight

(i) Note: This link will be a generic Insight provided domain unless you opted to host the storefront on your own domain
when completing the Insight Reseller Migration form or have requested customization.

NOTE: When end customers are creating their own accounts, please ensure they are using a valid email address

2. You (The Reseller) by completing the registration page on their end customer’s behalf. You will use the “View storefront” link to
create new customers.

The illustration below demonstrates the view when accessing the White label Storefront:

Login

Already have a Cloud Management Platform account?
Simply sign in to your account with your username and
password.

Explore cloud

Browse and shop doud products,
services and support all in one
centralized location,

Create account ‘

Forgot your password?
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NOTE: When you create an account on the end customer’s behalf, please consider the following:
a. This email address cannot be the same as the address used as the Admin for the Reseller Admin Portal.

b. Any email address that hasn’t been used before can be used to create the account. The platform does not require the user to
have access to the email address filled in the form to complete the end customer account creation.

c. However, we strongly recommend using a valid email address that you have access to.

Please complete the following fields, as per the below screenshot:

Create account

Email Address™ Password ™

Confirm Password *

First Name * Last Name ™

Company Name ™ Line of Business *

6 Corporate 7

1. Email address
2. Password
3. Confirm Password
4, First Name
5. Last Name
6. Company Name
7. Line of Business
a. Corporate
b. Government
¢. Education
d. Non-Profit

e. Note: All customers will have access to “Corporate” products; specific line of business (Government, Education, Non-
Profit) must be selected during account creation to provide customers with access to related products. Microsoft Terms &
Conditions apply. For a change that would happen after the account creation, please contact your Insight representative.

NOTE: Once the account is created, you will need to contact your Insight representative to create, and/or configure the Tenant
Attributes of the end customer to activate the account.
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When done, select “Create Account”, and the new customer will be created on the RAP; however, you now need to create a
new Microsoft Tenant if the customer does not have one, or link the existing Tenant of your new customer.

Create account

Email Address ™ Password *

exampleguide@gmail.com ] ssssssnnen []

Confirm Password ™

mexisapmn o

First Name ™ Last Name ™

Example /] Guide /]
Company Name ™ Line of Business *

Exampleguide /] Corporate -

3.2 Create a new tenant or link an existing one

(i) Once the account has been created it requires a Microsoft Tenant to be associated to
i) There are two options available:

1. Create a new Microsoft tenant

a. Select the “Create free subdomain” option as illustrated below:

Welcome, Example

Subdomain

Microsoft account

Every new Office 365 account is provided with a free subdomain sigilar to example.onmicrosoft.com. To transfer an existing Office 365 account, please enter your
current subdomain or create a ne‘“‘y
®  (reate free subdomain

Enter existing subdomain

‘ .onmicrosoft.com Check Availability

The subdomain name can only contain Latin letters am:" digits. It should be no more than 25 characters long.
Ex: For mytenant. onmicrosoft.com, enter "mytenant

b. Enter the desired subdomain to be used by the customer tenant, then click the “Check Availability” button. This will make an
API call to Microsoft to confirm if the entered subdomain ID is available.
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NOTE: Only enter the domain name to be used to check availability, where the “onmicrosoft.com” extension will be added
automatically, as per the example below “waoscout4”

(i) Available - If the subdomain name entered is available select “Continue” to proceed.

(i) Not Available - If the subdomain name is already in use enter another subdomain name and check for availability.
Repeat this process until an available subdomain name is identified.

Welcome, Example

Subdomain

Microsoft account

Every new Office 365 account is provided with a free subdomain similar to example.onmicrosoft.com. To transfer an existing Office 365 account, please enter your
current subdomain or create a new one below.

® (reate free subdomain Enter existing subdomain / \
Available
EARASLUGL S
exampleguide Check Availability OR

NotAvailable

The subdomain name can only contain Latin letters and digits. It should be no more than 25 characters long.
Ex: For mytenant.onmicrosoft.com, enter "mytenant”.

2.Link an existing subdomain
a. Select “Enter Existing subdomain”
b. Enter the subdomain name associated with the customer Tenant ID.

c. Select “Check Availability” to process the API call to Microsoft in order to validate the subdomain. Once validated the
“Continue” button will activate and you can proceed to enter the customer address.

Welcome, Example

Subdomain

Microsoft account

Every new Office 365 account is provided with a free subdomain similar to example.onmicrosoft.com. To transfer an existing Office 365 account, please enter your
current subdomain or create a new one below.

Create free subdomain ®  Enter existing subdomain /

exampleguide Check Availability

The subdomain name can only contain Latin letters and digits. It should be no more than 25 characters long.
Ex: For mytenant.onmicrosoft.com, enter "mytenant”.

Continue

BACK TO CONTENTS PAGE uk.insight.com
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3.3 Add and validate the end customer’s address

Enter a valid address for the customer and click on “Confirm Address”

Welcome, Claud

Subdomain
waoscout4.onmicrosoft.com
Account address

Address 1+ Address 2

Ii

City * Z1IP/Postal code * Country *

Organization registration ID

Phone

\

Previous step Confirm address

NOTE: “Organizational registration ID" is a Microsoft Partner Center requirement in European countries.

a. The address validation process may offer recommendations based upon the information entered. Select the correct address
and “Save Address” Select “Edit Address” if changes are needed and then reconfirm.

b. Upon address confirmation the platform will make the API call to Microsoft in order to create the tenant for your end
customer. This process may take a few minutes depending on processing times.

3.4 Accept the Reseller Relationship

(i) If you created a new tenant subdomain:

The Reseller Relationship should associate the new tenant with you as the Reseller automatically. This process is Microsoft
dependent and may take some time as Microsoft works through their validation processes.

(i) If you linked an existing subdomain for an end customer:

The Global Admin (or you on their behalf) will need to log into the Microsoft Partner Center and accept the Reseller
Relationship request.

Welcome, Example
Microsoft CSP tenant configuration
exampleguide.onmicrosoft.com

Reseller Relationship Acceptance Agreement

Proceed to the Microsoft 365 Administrator Portal to accept the Reseller Relationship Agreement.
‘You will be able to continue ence the agreement has been verified.
You can check the status of the agreement by dlicking below. Please note, the verification process can take up to 24hr:

Please contact your Reseller Support Team if you feel you are receiving this message in error

Check status

BACK TO CONTENTS PAGE uk.insight.com


https://uk.insight.com/en_GB/home.html

Reseller Admin Portal | USER GUIDE

3.5 Accept the Granular Delegated Admin Permissions (GDAP)

GDAP capabilities allow partners to control access to their customers’ workloads in order to better address their security
concerns. Partners can offer more services to customers who may be uncomfortable with the current levels of partner access.
They can also offer services to customers who have regulatory needs that require least-privileged access to partners.

Once the account is linked to the CCx portal, GDAP is needed to be accepted for the Reseller to be able to access the dashboard
of the customer.

Welcome,

Microsoft CSP tenant configuration

Granular Delegated Admin Priviege (GDAP)

We have sent you a GDAF relationship request. This is required by Microsoft for us to perform our duties as your CSP

Please log into the Microsoft Admin Portal with global admin credentials to accept the relationship and complete the setup process.

Log into Microsoft Admin Portal

Check the status of your GDAP relationship request
@ Please note that it may take up to several hours for Microsoft to update us on your acceptance of the GDAP agreement

By clicking on the Microsoft Admin Portal link, you will be prompted to sign the GDAP permissions. It should take less than 2
hours to become active in our system, depending on Microsoft processes.

Once this process is complete, the Reseller can place an order for the new customer.
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4. Customer Credit Limits

Once a new customer has been added, please note the credit limit by default will be set to 1. However, you do have the ability to
change it if needed.

(i) From the Dashboard, click on the “Customer ID” for the account you wish to update:

1.B00ANSIGHT Back to insightcom  Logout- EMEADEMOTEST  Tools~ 8§ Language ~

3§ ET Tost Roseller - 10066811

1 Insight
Insight cloud solutions View storefront
"Your commertial CSP Igﬁc}; user subscription licenses will continue to auto-renew into legacy, however we have increased our legacy prices
to Microsoft Retail Prica MSRP Please purchase the NCE equivalent and cancel the legacy subscriptions to benefit from discounted rates for
W Dashboard | your subscriptions. Please reach out to your Account Team if you have any questions or concerns ™
BB Statements

Dashboard

@ Products W

B Ordars | Display per page: 10 results - | | Search Q | | Created from |m | reated to |m | Salact statt - |

Jdn Reports v

Customer 1D Customer Credit limit Batance Created date Status Login s
: e
= Employdes RODOODSHIS GBP £5,00000 GEP E0.00 Sep 17, 2022 Active D
B invoices
RODOODSXRC 3 GBP §1,000,000.00 GEP F0.00 1ul 16,2022 Active D
£ Account
Client Domine GBP £10,00000 GEP .00 May 7, 2022 Active 2
RODOO0B0LN szzezzerzzchient GOP £1.00 GBP (000 May 82072 Active 2
RODOOO7ZT4 TedlF's Wild Advertures GRP £500,00000 GRP 6000 hpr 73,307 Activa D

i) Click on the pencil icon to the right of the credit limit.

§  ET Test Reseller - 210066831
4 Insight

Insight cloud solutions View storefront

# Dashboard  Dashbaard / Customer Information

B statements

e i L Credit limit GBP £5,00000
@ products e Company information
8 Orders Testcustomer 17.09.2022 Outstanding balance  GEP f1.00 /
Customes 1D
Ja  Reports T RPN TS Account status Active 0 Hold account
Created date
A  Employees Sep 17,2022
Line of business
c Corparate i ins Terry St TECHNOLOGY BUILDINGS INSIGH
= inveices Default billing T CAMPLS TERRY STREET ’
Customes dass address SHEF II\HIJ B
£ Account All 2T Customers A2
3 Insight Campus, 9 Terry St TECHNDLOGY BUILDINGS INSIGH
Default shipping T CAMPUS TERRY STREET
address SHEFFIELD, GB
59280
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(i) Adjust the credit as shown below:
a. Select the check mark to update

b. Select the X to cancel

§  ET Test Reseller - 210066831

L Insight
Insight cloud solutions View storefront
W Dashboard 4 Dashboard / Customer information

E2  Statements

& Poducts v Company information Gmcet it g
1 Orders Testcustomer 17.09.2022 :
= Outstanding balance  GEP 000
Custormes 1D
i Reports v ROD0ODSH1S
vttt Account status Active @ Hoid account
A Employees 5ep 17,2022
Line ol business
= Invoices Corparate
e, Ims= rry St TECHNOLDGY BUILDINGS INSIGH
Custormes dass Default billing TC TREET
c t 5 3 address
£ Account All 2T Customars e
i o 5,7 Terry St TECHNOLOGY BUILDINGS INSIGH
Default shipping Y STREET
address i

Credit checks against the set credit limit are based upon the extended term of the purchase as compared to the
available credit limit.

For example: a monthly SKU priced at $10.00 per month for a 36-month term will check for the available credit
amount of $360.00 ($10 x 36)

Outstanding end customer statements for a given customer will also impact available credit. (See Appendix b for
additional details)

(iv) The new credit limit will now be reflected in the Dashboard.

NOTE: Net New Customer Credit Limits will default to <$1.00 providing you the ability to validate customer orders.
The result being that orders placed by a customer without a valid credit limit will be presented to you for review,
and approval. Once validated, you can set the credit limit as shown above and allow future orders to proceed
without review.
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5. Modified Product Pricing

a)The Global Product catalog is updated monthly to reflect changes made by the publisher — products are added, removed, or
modified regularly. The catalog provided to you as a Reseller includes end customer pricing at MSRP (Manufacturers Suggested
Retail Price). You can:

1. Set Customer specific prices for a given product, or
2. Set Default pricing of a product for all customers
b. The Products section of the RAP offers the ability to:
1. Review Products by category
2. Review default & custom cost, price, and effective dates
3. Publish, or remove products from the catalog view of your customers
4. Create & Edit cost, price, and effective dates
(a) Set Default price for all customers
(b) Set customer specific pricing
1. Review Product by category:

a. From the Dashboard, select “Products from the navigation bar on the left:

4 Insight

Products

A Dashboard

—
roduct:| Search Products Q| Bulk Publish & Unpublish Products
| s
BB statements /
Product ID Product Name CurrentCost  Custom Price  Defauit Price Term Bill Period Published  AddiviewPrice
A
BASGEI0ACAMED7  Microsoft 365 ES wit 2137 £25200 12 month yearly © AddNiewBrice
% 12m hout Audio Confere ontract -
ncing (Nonprofit St yearly billing
Analytics, Automation, aff Pricing)
Develc
et F94DEGBEFO07471F  Office 365 F1 (Nonp =mn 2520 12 month yearly © AddniewPrice
BB_12m Ofit Staff Pricing) 5
Collaboration and yearly billing
Communication
1A7ATBCCCZBFACS  Microsoft Defender as 210 12 month monthly © Addniewprice
Dynamics 365 Applications BES for Endpoint B2 for contract -
EDU monthiy biling
Dynamics 365 EE Plans
TIDASSACIAB24452  Microsoft 365 A3- U 4046 £45.80 12 month yearly © Addniewprice
S 95 12m nattended License f contrad
rhapgdrling or students vearly filling
idenliby Sty FO0SBEDISI084319  Microsoft 365 F1 (N £060 £074 12 month manthly © AddNiewPrice
Management ) anprofit Staff Pricin contract -
bl monthly billing
Microsoft Azure
6DCECEIDBCEB423  Microsoft 365 F5 Co 574 660 12 month monthly © AddNiewPrice
80 mpliance Add-on

. 5 contract -
Office 365 Business / monthly billing
Offica 365 Ent:
| sl tieolid | 930D38DBE14AFA  Topic Experiences f 00 0.8 12 month monthly © AddniewPrice
a8 1

or faculty contract -
Project Management monthly billing
Windows 10 E14CESD109F442D2  10¥ear Audit Log R a4 164 12 month monthly [e) AddiviewPrice
9B etention Add On contract - S
monthly billing
B orders
E14CESD109F442D2  10vear Audit Log R £17.15 £1968 12 month yearly (e AddniewPrice
9B_12m &tention Add On ct-
yearly billing
Jdu Reports v
OFBFI7S6FSEFA21ED  Microsoft 365 AS Co £217 £250 12 month monthly (e} AddniewPrice

b. Click on “Products” in the menu bar to display a list of product categories. Select the desired product category (example: Office
365 Enterprise) to view all products within that category:

product Bulk Publish & Unpublish Products -
Bublished Unpublished

Product ID Product Name Current Cost Custom Price Default Price Term Bill Period \Puhl‘\shed AddiviewPrice
BAS6BI0ACA44EQ7  Microsoft 365 ES wit £23537 £25200 12 month yearly O AddviewPrice
98_12m hout Audio Confere contract -

ncing (Nonprofit St yearly billing

aff Pricing)
F94DEGBEFS07471F  Office 365 E1 (Nonp £2322 £2520 12 month yearly @ AddviewPrice
B8_12m rofit Staff Pricing) contract -

yearly billing

TAZAIBCCC/BRAC6  Microsoft Defender byl £210 12 month manthly €O AddviewPrice
BBS for Endpoint P2 for contract -

EDU monthiy billing
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2. Review default & custom cost, price, and effective dates

On this page you will be able to search and review the following items:

1.

Product ID

2.Product Name

3.Current cost (The current cost is populated with the actual cost paid by you as the Reseller for the given
product and will be updated monthly when publisher product catalogs are updated to reflect current

product cost)

4.Custom Price (The custom price represents the Custom Default price you set for all customers, where

customer specific pricing is set and viewed in the "Add/ViewPrice” window.)

5. Default Price (The default price will be set to Microsoft’s MSRP (Manufacturers Suggested Retail Price).
Changes to the default price will be applied to the entire customer catalog for all customers, unless a custom

price has been defined for a given customer)

6. Term (term of the listed product)

7.Bill Period (monthly / annual)

8.Published (Green = yes)

9.Add/View Price

3. Review default & custom cost, price, and effective dates

As an Insight Reseller you have the option to determine what products are published to your end customer
product catalogues.

This toggle button is used to determine whether or not products are published to the end customer catalog, with
the default being Published, as indicated by the green light on the button associated with the given product.

If you wish to unpublish, click on the toggle button in red to hide a product from your customer catalog.

Product :

Product 1D

B456810AC4144E07
98 12m

F94DEGBEFI07471F
B8 12m

1ATATBCCCYBRACE
BBS

Product Name

Microsoft 365 ES wit
hout Audio Con

ncing rofi
aff Pricing)

Office 365 E1 {(Nonp
Tofit Staff Pricing)

Microsoft Defender
for Endpoint P2 for
EDU

Current Cost

£23537

£2302

1.8

Bulk Publish & Unpublish Products

Custom Price

Default Price

£252.00

£2520

£2.10

Term

12 month
contract
yearly billing

12 month
contract

yearly billing

contract -
monthly billing

Rublished Unpublished

Bill Period \mblished AddrviewPrice

AddiiewPrice

vearly

yearly

monthly

©

AddrviewPrice

AddrviewPrice

NOTE: Unpublishing a product will not impact customers with existing purchases of the product in question.
They will continue to have the ability to manage existing subscriptions for this product until it expires. The
unpublish function will remove the product from the catalog, and not allow for any new, or additional purchases

of the product.
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4. Create & Edit cost, price, and effective dates

a. Set Default price for all customers

Click on Add/View Price

Product 1D Product Name Current Cost Custom Price Default Price Term Bill Period Published Add/viewPrice
B4AS6810AC4144E07  Microsoft 365 ES wit £23537 £252.00 12 month yearly O AddnviewPrice
93 _12m hout Audio Confere contract -
ncing (Nonprofit 5t yearly billing
aif Pricing)
Then select the option A as per the screenshot below:
Back to insight.com Log out - EMEA DEMO TEST
Froducts x
B
Add Product Price -
B456810AC4144E0798 12m
lU.thI’lE. Customer Custom Price  Effective from Effactive to
Add default pricing _ 1
Products
Product:| Search Products Butk Publish & Unpublish Products Add customar pricing ﬁ 2
Product iD Product Name Current Cost Custom Price Defautt Price Term Bill Period
BASEUACOAUMEDY  Microsolt 65 1 it 23837 25300 12 manth yaarly Canisl
ning (Nonprofit 5t yearly balling
aff Pricing)
FODEEBEFIZMAT  Office 365 E1 (Noop 232 £2520 12 month yearly
B8 12m rofit Staff Pricing) contract
yearly bitling

Add in the price you wish to be applied, the effective dates and save the changes:

Products

Add Product Price -
B4s6810AC4144E0798_12m

Customer

Custom Price

Effective from Effective to

All 252

| ‘ Jul 3,2023 lul 4,2023

]

)

Add customer pricing

Cancel
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b. Set customer specific pricing

Please follow the same steps as per 4.(a), and select option B for the customer pricing.
In the Add Product Price window —

- Enter the customer name & select from the drop down list of your customers,

« The green check will appear when matched

- Enter the customer specific price to be applied

- Enter the effective from & to dates

« Select the green check button to apply

- Pricing can be applied to existing & future purchases

- Follow the onscreen prompts to define

-~

Products

Add Product Price -
B456810AC4144E0798_12m

Customer Custom Price Effective from Effective to

Add defauit pricing

) | e M

Cancel
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6. Placing Orders

Orders can be placed directly by the end customer on the White Label Storefront, or on their behalf as the Service Provider once
tenant attributes have been configured and verified with Microsoft.

Before placing an order on behalf of your customer, you might want to consider the following:
1. Each end customer account is assigned a Credit limit. The default value is set to 1 of your local currency (see section 4, page 13)

2. If the value of an order placed exceeds the Credit Limit, the order will be set to’In Review’ status. The product WILL NOT be
provisioned until you manually confirm the purchase.

3. To avoid having to manually validate each order you can replace the default Credit Limit with a higher value.

4.To do so:

a. Open the Customer details page by clicking on the relevant ID number from the RAP Dashboard.

¥ ET Test Reseller - £10066831
L Insight
Insight cloud solutions View storefrant
“"Your commercial CSP Iegacy user subscription licenses will continue to auto-renew into legacy, however we have increased our legacy prices
to Microsoft Retail Price MSRP. Please purchase the NCE equivalent and cancel the legacy subscriptions to benefit from discounted rates for
W Dashboard | your subscriptions. Please reach out to your Account Team if you have any questions or concerns.”
EE Statements
Dashboard
W Products v
B s ‘ Display per page- 10 results 3 | i a | | - |E | - ‘E | . - |
Jdn Reports v Customer 1D Customer Credit limit Balance Created date Status A Login as
L Employees RO00000334 nsight Test 2020 GBP £200.00 GBP £000 Mar8, 2020 Active O]
B Invoices RO0DODO3UW TEST14 GBP £300.00 GBP £000 Mar 14,2020 Active )
& Account ROO0DO4MO Dana's Awesome Software GBP £200.00 GBP £0.00 Mar 20,2020 Active £
RO000004MP MeGregor Consulting GBP £500.00 GBP £16.82 Mar 24,2020 Active 2
RO0DDDOSEG s Awesome Software GBP £5,000.00 GBP £000 Mar 23,2020 Active O]
RODDODOSEH Simon MC Test GBP £200.00 GBP £000 Mar 23,2020 Active )

b.On the next screen, click the pencil icon to open the text field and modify the limit to the selected amount.

4 Dashboard / Customer information

. . Credit limit GBP £5,00000
Company information ’
Testcustomer 17.09.2022 Outstanding balance  GBP £000
Customer 1D
ROODO0TH1S Account status Active © Hold account
Created date
Sep 17,2022

Line of business
Corporate

Campus, 9 Terry St TECHNOLOGY BUILDINGS INSIGH
US TERRY STREET
El GB

Default billing
Customer class address

All 2T Customers

o Insight Campus, 9 Terry 5t TECHNOLOGY BUILDINGS INSIGH

Default shipping T CAMPUS TERRY STREET

address SHEFFIELD, GB
592BU
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c. Don't forget to validate your choice by clicking the green tick button.

Company information

Testcustomer 17.09.2022

Customer 1D

RO00009H1TS

Created date
Sep 17,2022

Line of business
Corporate

Customer class

All 2T Customers

Credit limit

Qutstanding balance

Account status

Default billing
address

Default shipping
address

GBP | 4000 ° x
GBP £0.00
Active © Hold account

Insight Campus, 9 Terry S5t TECHNOLOGY BUILDINGS INSIGH
T CAMPUS TERRY STREET

SHEFFIELD, GB

59 28U

Insight Campus, 9 Terry 5t TECHNOLOGY BUILDINGS INSIGH
T CAMPUS TERRY STREET

SHEFFIELD, GB

59 28U

NOTE: If you decide to proceed like this for all your customers, it may be a good idea to set your statements to default as Paid.

This keeps orders from reaching the Credit Limit so that you do not need to repeat the above operation. To do so, visit the

‘Account’ page from the RAP Dashboard and set the ‘Default statements to Paid’ slider to true.

Account information

ET Test Reseller

Company 1D
10066831

Created date
Nov 22,2019

Line of business

Customer class

PAV 34

Username

Password

smita.singh@insight.com

Default Statements to Paid @

Invoice PO Number

test1
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7. Manage Subscriptions

a. To place an order on behalf of your customer, use the ‘login as’ button from the ‘Dashboard’ menu.

] ET Test Rasallar - 210066831
4 Insight.
Insight cloud solutions View storefront
"vour commerdial CSP legacy user subscription licenses will continue to auto-renew into legacy, however we have increased our legacy prices
to Microsoft Rotail Price MSRP Please purchase the MCE equivalent and cancol the legacy subscriptions to benofit from discounted ratos for
M Dashboard | your subscriptions. Please reach out to your Account Team if you have any guestions or concerns.™
EB  Stataments
Dashboard
@ Products v
Dresplay per page: 10 results - | Search ‘ | Created from | | reated to | | Selert siatie Search
B Orders | Q a8 i i)
i Reports x Custormer ID Customer Credit limit Balance Created date Status ~ Login as
.
< Emplayees RODO000334 Insight Test 2020 CRP 000 GHP FD00 Mar 8, 7020 Activa D
E  invoices g
RODODDOIUW TEST GBP £300.00 GBP £0.00 Mar 14, 2020 Active 2
& Account 5
RODOODD4MO Dana's Awesome Software GBP £200.00 GEP E0.00 Mar 20, 2020 Active 2/
RODOODO4MP McGregor Consulting GBP £500.00 GBP £16H2 Mar 24,2020 Active -'3
RODOODOSEG Shalieys Awesome Software GCBP £5,00000 GEP E0LO00 Mar 23,2070 Activa :’:}
RODOODOSEH Sirmon MC Test CEP £200.00 GRP £0.00 Mar 23, 2000 Active @
RODOOOOE YD Apil OF Cycle GBP £500.00 GBP £27300 Apr 4, 2020 Active 8
RODOODOTPS ReselierDemo GBP £500.00 GEP E0L.00 Apr 14,200 Active @
ROBOODOTPT Judy Shop GEP £1,00000 GBP £0.00 Apr 21,2020 Active 2
ROBI000SEC May Company GEP £500.00 GEP F/ISE4 May 3, 2020 Active D
1 2 3 4 s 2 Next page »

b. This logs you into the customer’s account on the White label via ASM (Assisted Service Mode).

c. Click on the arrows (1) in the top center of the screen to hide the ASM menu. Click them again to view the

ASM menu.

d. Click on the Dashboard (2) to return to the Reseller RAP (Reseller Admin Portal)

& omoom

«Q

Subseriptions

Statements
Welcome to the Clover Consulting cloud platfort

Orders.

Browse cloud products

Account

NCE Sync

The process differs depending on whether you wish to add licenses to an existing subscription or create a new
subscription entirely. That decision is up to your preference and can vary based on pricing, renewal date or

internal policies.
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7.1. Buy a new subscription

a. Click on “Products” to browse cloud solutions or enter search criteria to Search cloud products,

i

T

bt

Dashboard I 4 Home / Dashboard
Users

o Welcome,
Licenses

Statements

Orders

Reports

Account

Products Q |

Ed

Tools v Language ~

Welcome to the Clover Consulting cloud platform

Browse cloud products

b. Click on “See More Details” to select a given product,

Home

Resi

Your search

e3

ults per page: 12 ~  Sortby: Best match v

Office 365 E3, Enterpristobility
+ Security E3, and Win
10/11 Enterprise E3....

MNew Commerce Experience

plus email, inst...

Office 365 E3

The Office suite for PC and Mac
with apps for tablets and phones,

New Commerce Bxperience

=

Mext page »

Mobility +

rity E3

A convenient cost effective way

for customers to purchase
Microsoft’s end user and...

New Commerce Experience

See more details ‘ ‘

See more details

See more details

&3

Category

[ addon ]
[ windows 10 “
[]  1dentty, Securty: Management 2
[[]  Dyramics 365 Apglicabions 20
[] Anshytics, Autornstion, Development 15

c. Select billing frequency (1), then adjust quantity (2) and click ‘Add to basket’ (3):

20

Home [ All Claud Products / Office 385 E3

Office 365 E3

Product # CFQ7TTCOLFBRO00L

BACK TO CONTENTS PAGE

Products Q, seard

New Commerce Experience:

Your Price : GBP £26.40

Tools ~

Term Biling Frequency
® wonthly Monthly
O Annual Annual

Monthly

[o]
HIE

Add to basket

The Office suite for PC and Mac with apps for tablets and phones, plus email, instant

Language ~

=

messaging, HD video conferencing, 1 TB personal fle storage and sharing, and available

add-ons like PSTN calling
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NOTE: Promotional prices will be displayed on the Product Details page when a promotion is available for a given
product. Click on “Promotion available” to view the promotional offerings.

Windows 365 Enferprise 8 T
vCPU, 32 GB, 256 GB

Your Price : GBP £122.60

Product # CFQ7TTCOHHSI000V

Term Billing Frequency

® Monthly Monthly

O Annual Annual R Promotion may apply
Q Annual Wonthly @ Promotion may apply

| i | Add to basket

Windows 385 Enterprise is for larger businesses needing to deploy Cloud PCs across their
organization, with no license limit. It allows you to provision and manage Cloud PCs using
Microsoft Endpoint Manager. To use Windows 365 Enterprise, each user needs to be
licensed for: « Windows 11 Enterprise or Windows 10 Enterprise and Intune and Azure
Active Directory P1 or = One of the following versions of Microsoft 365: Business Premium,
A3, A5, E3, ES5, or F3 (including Microsoft 365 Education Student Use Benefit subscriptions)
Securely stream your Windows experience - including your personalized apps, content, and
settings — from the Microsoft doud to any device with your Windows 365 Cloud PC.

d. On the pop-up window that displays, click ‘Continue Shopping’if you wish to add products to your order, or
‘Continue to checkout’ if you are done.

Windows sié65 Product #:  CFQITTCOHHSSQOOVMM
. En‘rerémse CPU, b A

32 GB, 256 Totzl Ex VAT: GBP £122.60

@ Added to your ba

Continue Shopping Continue to checkout

e. The following window gives you one more occasion to confirm the content of your order. If you are satisfied with
the content of your basket, click ‘Proceed to Checkout’

Basket Save for later

Please review the contents of your basket below to ensure your order is correct. Click Proceed to checkout when you've finished shopping.

Your basket 1item summary

Ttem Uni price: Qty Total

Recurring fees

Windows 365 Enterprise 8 vCPU, cBp £122.60 cee £122.60 8 Gee £
o Yo 6ot LI_J Monthly e £122,60
Update
Product #CFOTTTCORHSI000VMM Subtotal: a8 £122.60
New Commerce Experience Term : Monthly Frequency : Monthly Tax estimate Calculate

ocarifraiameciime \\ Total Ex VAT car £122.60
| Praceed to checkout |
B2 Microsoft 365 Is G Continue Shopping

Azure
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f. The main elements of the order must be confirmed:

(i) The payment type will always be the ‘Terms’ of the contract that unite the end customer, the reseller and
the CSP Partner

(ii) A Purchase Order number can be filled in. This will be displayed in your invoices under the
corresponding lines.

Place order Return to baske: ™

Fields denoted with * are required to process your order.

Payment type Summary
Select a payment type * Recurring fees
| — Monthly o £172.60
Subtotal: car £122.60
PO number
Tax estimate Calculate
S
Total Ex VAT cas £122.60

(iii) Review the order one last time.

(iv) Confirm you accept the terms & conditions by ticking the box then click the ‘Place Order’ button.

Home | Checkout [ Final Review

Place order Retum to baskes 2=

Fields denoted with * are required to process your order.

Payment type Summary
Shipping address Recurring fees
Monthly p £122.60
Payment info - Subtotal: 2P £122.60
Review order | 1 ifem dasssin il
Ttemn Term Frequency Unit price Qty Total _— A

g this 2o, you heneby gras with

Windowss 365 Enterprise 8 vCPU,  Monthly Monthly ae £122.60 1 sar £122.60 s
32 GB, 256 GB ndisions for all products in
s Product #CROFTTCOHHSS000V o
¥ the terme and conditions to
Mew Commerce Experience o

Place order

g. At this stage, if the order amounts to less than the available Credit Limit on the customer’s account, the
licenses provision automatically. If the credit limit is reached, you will need to approve the order manually
as showed below:

(i) Deploy the ASM panel by clicking the double downward arrows. Click the ‘Dashboard’ button to return to
the RAP

an CUSTOMERS

ingle icense pool that s accessible thriugt /X 55 ‘dmin Portal. For NCE subscriptions, pleaselog nto your M365 Adrmin Portal to
g —

A5, Assisted Service Mode

(@ CUSTOMERS VIEW

Test custorner 1709.2022
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(i) On the RAPR navigate to your Orders tab from the left menu and arrange the data by most recent.

1BULIN SIS | BULR LU ISIGHLLONT LUy UUL- EMEA UERMU TE3 T s T G Language -

§  ET Test Reseller - 210066831

+-Insight

Insight cloud solutions view storefront
A Dashboard 4 Dashboard i Orders
HR Statements O'L’d?l";

& Products A

Drsplay per page: 10 results | ‘ a | | |G | |n m
B Orders |
i Reports v Order number Company Order Type Order status Amount PO numbar

01079554 Test 2TC INITIAL @ Complated Nov 23,209 GEP £21.00 12345
& Emplayeas

0079885 Test 2TC INTIAL & Completed Nov 23, 2015 GBP £1.00 12345
B invoices

01080110 Test 2TC INITRAL & Compaatad Nov 23,205 GEP £1.00 12345

£ Account

(iii) Select the order up for review by clicking on the Order Number in the left column.

§ Products A

i N = ”

B Orders |
Order number Company Order Type Order status w Order date Amount PO number
di Reports v
Produscs Culover IMITIAL ) Mot approved Dec 12,2020 GBP E262
4 Employees
mnitial Order Test INITIAL See details Jun 20,2022 GBP £3.00

B invoices

(iv) From the dropdown menu, select ‘Approve’ or ‘Reject’ and validate using the green button.

#W Dashboard 4 pashboard § Oiders { Order 0045772708
= s B L
s Ly Order 0049772708
W Products v
B Orders | 00LgTT2TO8 = Print
Subtotal Gee £7.50
Ju  Reports v
O Tax estimata Gae £1.50
A Employaes ’ T e x
E Total car £9.00
= Invoices I eviow: e PO number
Approve Mone
£  Account 1 Reject
U Status Sku Term Frequency License gty Unit price Total
& I review Liﬁﬂ TEOLF 80000 Monthly Manthly 1 seats GBP £7.50 CBR £7.50
MI
S80
Promotion Applied

Order status

Approve - ﬂ X

(v) You can log back into the end customer’s profile to confirm the order went through.
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7.2. Add licences to an existing subscription

a. From the RAP Dashboard, select the customer for which you wish to add licenses by clicking on the

corresponding ‘Login as’ button

Dashboard

‘ Display per page: 10 results v Search Q ‘ ‘ CreaprEm; |l ‘ Created to ‘ = Select status ¥
Customer 1D Customer Credit limit Balance Created date Status A -
RO00000334 Insight Test 2020 GEP £200.00 GBP £0.00 Mar 8, 2020 Active &
RO00OOO3UW TEST14 GBP £300.00 GBP £0.00 Mar 14,2020 Active 2

b. Fold back the ASM panel via the double upward arrow

SESSONTIHEDLT 1823 min

Q, Search cloud solutions I Tonls - | Languags = =
e
| My doud dashboard
r'iw u::!uui:l orders
Manage my account Vendor information
Saved baskets
_—

d. Navigate to the ‘Subscriptions’ tab using the left menu. Select the subscription you want to amend by clicking on the ID

in the leftmost column.

A Dashboard 4 Dashboard / Subscriptions
1 Users Subscriptions
B Subscriptions |
Search Q ’ Subscriptions from l - Subscriptions to
B3 Statements
& orders
Status: | Active - View: | 100 -
@ Account
Subscription 1d v Subscription Status Licenses Creation date
New Commerce Experience Office 365 1 Sep 8,
00000H1FD £l Dacive 2022
o Crmmnen Experence Office 365 Oactive 1 Jun 20,
00000FQQW El 2022
00000DG1F Office 365 Qactive 3 Mar 4,
E1 2022

Search
-

Expiration date

Auto Renews on Oct 7,
2022

Auto Renews on Apr 19,
2023

Auto Renews on Mar 4,
2024

Vendor information

Price per
unit

GBP £9.00
GBP £9.00

GBP £7.50

PO
Number
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e. This is the Subscription details screen. Click the ‘manage quantity ’ link on the left tab menu

Microsoft 365 ES

Office 365 ES, Enterprise Mobility + Security ES,
and Windows 10/11 Enterprise ES. This per-user
licensed suite of products offers customers the
latest, most advanced enterprise security,
management, collaboration, and business
analytics.

Manage quantity |l

Upgrade

f. Enter the number of licenses you need to add to the existing total and confirm. After a few seconds, the cost and VAT
calculations are displayed. Tick the box to confirm you accept the terms and conditions, then confirm the purchase.

4 Dashboard | Subscriptions | Manage guantity

Manage quantify Subscrigtion info
Microsoft 365 ES
Office 365 ES, Enterprise Mobility + Security E5, Current license quantity : 1
and Windows 10/11 Enterprise ES. This per-user
licensed suite of products offers customers the

@ Increase license gty

latest, most advanced enterprise security, Increase license gty by :

management, collaboration, and business

analytics. & Licenses
Update

Manage quantity

Subscription histo
P o @ There are no seats :u.'reptl-,- avai lable for reduction. The 7 day

Upgrade cancellation window for each seat is dose
Subtotal GBP £48.10
Tax estimate Calculate
Total Ex VAT GBP £48.10

¢ clicking this baw, you hershy egree with the
s and eondrtions for all products in your
skat,

Wou must accest: the temms and conditions o
conitnue,

Cance

NOTE: Depending on the Credit Limit assigned to the end customer you may need to manually confirm the purchase.
Please refer to the beginning of this chapter for more information.
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7.3. Upgrade subscription

Upgrades are available in the New Commerce Experience so that a customer may move from one offer to
another eligible offer before the renewal date of the initial subscription. Please note that it’s not possible to go
from one offer to any other one, rather you need to choose from a list of eligible upgrades that are allowed by
the system. In addition, partners may not upgrade a subscription purchased through another partner. From the
subscription details page, select ‘Upgrade’

Microsoft 365 ES

Office 365 ES, Enterprise Mohility + Security ES,
and Windows 1011 Enterprise ES. This per-user
licensed suite of products offers customers the
latest, mast advanced enterprise security,

management, collaboration, and business
analytics.

Mamage quantity
Subscription history

Upgrade | ie—

The screen that displays lets you select the following details:

Choose on efigible upgrade
Office 365 E1

The ol of

without Aucio Confrrencing
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» Upgrade quantity: you can choose to upgrade only some of the licenses contained in the subscription (partial
upgrade) or all the licenses (full upgrade).

» Destination subscription: You may also choose to upgrade to an existing subscription or to a new
subscription.

» Upgrade options: the eligible products are listed on screen and depend on your base license,

» Destination subscription: you can choose to open a new subscription or, if available, to add the license to a
pre-existing one (this feature is to be released in a future update)

Based on your selection, the window then displays the new cost and lets you select new terms if applicable (you
will not be able to end your term early). Confirm that everything is as desired and go through with the purchase.

Destination subscription

Mew subscription

Unit price Term Billing Frequency
O GBP £39.72 Monthly Monthly
O GBP £397.20 Annual Annual
(0 GBP £33.10 Annual Manthly
Subtotal
Tax estimate
Total Ex VAT

By chicking this box, you hereby agres with the
and conditions for all products in your

=t zccept the terms and conditions to

Cance

NB: you can choose to upgrade only some of the licenses contained in the subscription (this is called a ‘partial
upgrade’), this feature is not available through our platform but can be requested through a ticket in Service
Now and then manually synced back into the platform (see Out of platform features section in this guide).

NB: Although the option might be visible to you in the platform, Microsoft will not allow an upgrade towards
a shorter term (i.e.: from yearly towards monthly commitment) as this would contravene the applicable T&C’s.
Please always make sure you are aware of this restriction.

277 BACK TO CONTENTS PAGE uk.insight.com


https://uk.insight.com/en_GB/home.html

Reseller Admin Portal | USER GUIDE

8. Order / Release / Reject

Customer orders can be placed in a Review, or Hold status for several reasons, such as they have exceeded the
established credit limit. When this occurs, as a Reseller you will receive an email notification that an order is in

review and requires attention.

To review the order, select Orders from the menu on the left

Review orders, sort or filter as needed to identify non “Completed” orders

Select the order number to review

1 ET Test Raseller - 210066831
$Insight

Insight cloud solutions

View storefront

-

# Dashboard 4 Dashhoard i Orders
2:2] temer
BE  Statements Orders
& Products A
Cr——— a | [ g [oomn
" I
i Wenaits ;s Order number Company Order Type Order status Order date Amount
2000262 Procucts Cutover 1ITIAL thawmy Dac 12,2020 GEP 2R

A Employeas

PO number

S Tt -‘l 040772708 initial Orler Tast INTIAL 1un 20,2022 GEP £8.00 I |
Select the order status drop down to review options.
O04OTT2T08
Order status
1N TEAIEAN
Company Order date PO number
initial Order Test Jun 2 A2 Hone

Select the appropriate action for the order:

« Approve - to release the order for processing,
« Reject - to not allow the order to process.
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9. New Commerce Experience

Customer orders can be placed in a Review, or Hold status for several reasons, such as they have exceeded the
established credit limit. When this occurs, as a Reseller you will receive an email notification that an order is in
review and requires attention.

Microsoft New Commerce Experience or Let’s Simplify the changes in the New Commerce Experience

a. Subscription Terms in the new commerce experience (NCE)

(i) T - month Subscription
« Enables a customer to change number of licenses month by month

« 20% on average more expensive than an annual Subscription

(i) 12 — month Subscription
« Billing Options: monthly or upfront

iii. 36 — month Subscription
» Enables a customer to lock pricing for a full 36 months

= Billing options: monthly, annual or upfront

b. Pause, Cancellation, and Auto-renew
(i) ause
1. Reseller continues to be billed,
2.Subscription immediately enters “Disabled” status:
a. User can’t access services or files,

b. Admin can access data until end of subscription term.

3. Subscription can be made “active” again.

NOTE - Please submit a Service Now request to our support team in order to pause a subscription for your end
customer, where this functionality is not currently available on the portal.

Please be aware that Insight can pause subscriptions for Resellers where payment has not been made by the Reseller.
(i) Cancellation

1. First 7 Days (168 hours) of any term prorated refund (Proration calculated daily)
2. After first 7 Days of any term no cancellation is available. (Applicable to any billing plan)
3. Subscription immediately enters “Disabled” status:
a. Users can’t access services or files,
b. Admin can access data for 90 days,
c¢. Cancellation cannot be reversed.
(iii) Auto-Renew
1.0n:
a. Subscription auto-renews at end of the term,
b. 7 Day cancellation period starts with renewal date.

2. Off:
a. Subscription does not renew at the end of the term,

b. Subscription enters “Disabled” status.
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¢. Subscription Ownership Limits

(i) Existing license-based subscriptions enforced ownership limits, or the number of subscriptions a partner could purchase
for a customer.

(i) New commerce implements a Seat constraint across provisioned SKUs

(iii) New commerce small business subscription with less than a 300 maximum will apply to the maximum at the
provisioned SKU level. A partner could have multiple small business subscriptions for customers as long as the aggregate
of seat counts stays under the declared maximum.

(iv) The maximum for small business applies regardless of where the customer’s provisioned SKU came from, i.e.: multiple-
partner or channel
d. Out-of-platform Features

Insight is working continuously to bring all NCE features to the Reseller Administration Portal, yet some still require out-of-
platform intervention:

(i) Co-terminosity: under certain conditions, it is possible to align the renewal (and thus billing) date of a new or existing
subscription on that of another one. This can be particularly helpful to organize your renewal and avoid forgetting an
important change.

(i) Partial upgrade: it is possible to upgrade one or more licenses in a subscription to a higher tied (e.g., from Microsoft 365
Business Basic to Microsoft 365 Business Standard, Premium, E3 etc.) Please note: the term and payment period of the
subscription cannot be changed during that upgrade to comply with NCE guidelines.

(iii) Azure consumption, Reservations, software subscriptions, etc.: such products cannot be ordered directly from the Portal.

For any such task, simply contact your Sales representative or open a Request in Service Now with complete details about
the tenant, end customer account, product to be purchased or modified and whether you wish to be given a quote
before purchase.
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