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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:

“I 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. I confirm that I 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;

c) 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.

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

(a) My cloud dashboard

(b) Manage my account

(c) Reseller guide

2. Statements:

(a) 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

6. Employees:

(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:

(a) 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

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

(ii) 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).

(ii)	 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:

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

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

c. 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.

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

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

ii) There are two options available:

1. Create a new Microsoft tenant

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

                                   

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.

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

(ii) 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.

                                            

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.

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

 

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.

(ii) 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.

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

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.

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

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

https://uk.insight.com/en_GB/home.html
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(iii)	Adjust the credit as shown below:

a. Select the check mark to update  

b. Select the X to cancel  

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.

M
KT

67
18

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

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: 

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

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.

https://uk.insight.com/en_GB/home.html
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4. Create & Edit cost, price, and effective dates

a.  Set Default price for all customers

Click on Add/View Price

Then select the option A as per the screenshot below:

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

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

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

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

https://uk.insight.com/en_GB/home.html
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c. Don’t forget to validate your choice by clicking the green tick button.

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.

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

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)

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.

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

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

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

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

 

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.

 

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’.

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

 

(iii) Review the order one last time. 

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

 

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. 

https://uk.insight.com/en_GB/home.html
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(ii) On the RAP, navigate to your Orders tab from the left menu and arrange the data by most recent.

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

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

 

 

(v) You can log back into the end customer’s profile to confirm the order went through.

https://uk.insight.com/en_GB/home.html
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a. From the RAP Dashboard, select the customer for which you wish to add licenses by clicking on the 
corresponding ‘Login as’ button

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

 

c. Click the ‘Tools’ dropdown menu and select ‘My Cloud IT Dashboard’
 

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.

7.2. Add licences to an existing subscription

https://uk.insight.com/en_GB/home.html
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e. This is the Subscription details screen. Click the ‘manage quantity ’ link on the left tab menu

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.

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. 

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

The screen that displays lets you select the following details:

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

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.

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

•	 Select the order status drop down to review options.

•	 Select the appropriate action for the order:

•	 Approve – to release the order for processing,

•	 Reject – to not allow the order to process.

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


uk.insight.com29 BACK TO CONTENTS PAGE

Reseller Admin Portal  |  USER GUIDE

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) 1 - month Subscription

•	 Enables a customer to change number of licenses month by month

•	 20% on average more expensive than an annual Subscription

(ii) 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.

(ii) 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. On:

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. 

https://uk.insight.com/en_GB/home.html
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c. Subscription Ownership Limits

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

(ii) 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. 

(ii) 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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