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1. Cloud Commerce Experience

The Insight Cloud Commerce experience platform is designed so that clients can manage their business autonomously.

Login via this link. If this is your first time accessing the platform, you may need to reset your password via the button below.

You can select your country from the top right dropdown menu.

0844 8463333

Back to insight.com

Login @ Toals+ EE~ =

4 Insight.

rch cioud solutions

=]

Insight cloud solutions

Browse all cloud solutions

Home f Legin

Login/Register

Already have a Cloud Management Platform acceunt?

Explore cloud
from Insight.

Simply sign in to yvour account with your username and
password.

Browse and shop cloud products,
Usarname *

serices and support all in ene
centralized location with Insight's

Cloud Managernent Platfarm.

Password *

Forgot your password?

You may be asked to accept the terms and conditions which align with Microsoft Reseller Attestation requirements.

If this is your first time accessing the platform, you will be prompted to grant Insight GDAPs (Granular Delegated

Admin Privileges).

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.”

Insight cloud solutions

Welcome,

Microsoft CSP tenant configuration

Granular Delegated Admin Privilege (GDAP)

‘We have sent you a GDAP 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.

3 BACK TO CONTENTS PAGE

Simply follow the ‘Microsoft
Admin Portal’ link, login as a
Global Administrator, read the
page that displays and, if you
agree, accept the terms. After a
time no longer than 24 hours,
the access is granted.

Within the platform you can
perform different functions that
can be found in the menu on the
left column.

uk.insight.com
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2. Dashboard

A simple welcome screen

i Insight.

Q 1

Insight cloud solutions

# Dashboard |

4 Home / Dashboard

Users

Welcome,

Browse all cloud solutions

B Subscriptions

B Invoices

B orders
4l Reports ¥
£ Account

Welcome to the Insight cloud platform

Browse cloud products

3. Users

3.1 Adding users

You can find the employee registered on the platform and the roles of each one.

i Insight.

Insight cloud solutions

Browse all cloud solutions

" Microseft will combine subseriptions into a single license poal that is accessible through the M365 Admin Portal. For NCE subscriptions, please

# Dashboard

& Users |

4 Dashboard / Usars

subscriptions
User management

E  Invoices

| Display per page: 10 results

B orders
4l Reports ¥ Name ~
£ Account e emeae

Pater

o User
@ User

4 BACK TO CONTENTS PAGE

log into your M365 Admin Portal to manage licenses."

E-mail

[@insight.com

(@insight.com

@insight.com

@insight.com

Bulk user import

70. ! !juserstatus:ml ‘
Role Status
Admin Active
Admin Inactive
Admin Active
Admin Active

uk.insight.com
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3 roles can be assigned:

= Admin: can consult all the information on the platform, buy, modify, or cancel subscriptions.

= User: can only see information about their own account and licences assigned to themselves. Users cannot buy modify

or cancel a subscription, nor can they access reports, orders or invoices.

« Finance Admin: can access financial reports, invoices, order information.

To create a new user, simply click the ‘Add user’ button and fill in the fields that display on screen:

i Insight.

Q|

Insight cloud solutions

Browse all cloud solutions

"Microsoft will combine subscriptions into a single license peol that is accessible through the M365 Admin Portal. For NCE subscriptions, please

log into your M365 Admin Portal to manage licenses.”

# Dashboard
° =
-  User | 4 Dashboard ! Usess
B sSubscriptions
User management
E Invoices
| Display per page: 10 resuits |
E oOrders b -
4l Reports ¥, Name A~ E-mail
&  Account e emeas @insight.com
Peter (@insight.com
o User (@insight.com
@ User (@insight.com
Users x
Add a user
First name* Last name*
E-mail*
Location*
Role*
User ‘
Add Cancel

BACK TO CONTENTS PAGE

Bulk user import

Q | | User status: All
Role Status
Admin Active
Admin Inactive
Admin Active
Admin Active

uk.insight.com
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3.2 De-activating a user

Please note users can only be de-activated, and not deleted.

To de-activate an existing user, please select the user in the list and click on “Deactivate

user” button as per the below:

Users

User information
Marme ser
E-mail

Location

Role Admin

Once the user has been de-activate, the status should change to “Inactive”:

Name ~ E-mail
User {@insight.com
6 BACK TO CONTENTS PAGE

@ Deactivate user

[@insight.com

Role

Admin

Status

Inactive

uk.insight.com
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4. Subscriptions

The portal lets you create new subscriptions or modify existing ones.

L Insight.

=

A Dashboard

Users

B Subscriptions

B Invoices
B orders

a4l Reports
#  Account
3 NCE sync

Insight cloud solutions

« Dashboard / Subscriptions

Subscriptions

Status:  Active
Subscription
Idv

New Commerce
EXperience

00000K08C

New Commerce
Exporienca

00000K08B

Term

Annual

Annual

Frequency

Monthly

Monthly

o
View: 100
Subscription Status Licenses
Power Automate @ Active 1
per user plan
Power Automate D Active 1

per user plan

Creation
date

Jun 2,
2023

Jun 2,
2023

Search
|2 -

Expiration
date

Auto
Renews on
Jun1,2024

Auto
Renews on
Jun 11,2024

Price

unit

GBP
£9.54

GBP
£9.54

Browse all cloud solutions

vender information

PO Number

4.1. Adding a New Subscription

To create a new subscription, use the Search bar or click on ‘Browse all cloud solutions’ field to find the product you

wish to purchase.

L Insight.

Q|

Insight cloud solutions

| Browse all cloud solutions |

T @ BACK TO CONTENTS PAGE

uk.insight.com
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Select the product you want to purchase by clicking ‘See more details’

L Insight. eaith cloud solutions Q.

IHSight ClOU_d SOlU_tiOl’lS Browse all cloud solutions

Home / Microsoft 365 Business Basic

Resuls per page: 12w Sortby. Best match v
Mext page >

‘Your search
Microsolt 365 Business Microselt 365 Business

Microsoft 365 Business Basic

Microsoft 365 Business Basic Premium Standard

Best for businesses that need Best for businesses that nead all Best for businesses that need
professional email, cloud file the apps and services included in Office apps across devices plus
Categen storage, and online m... Business stand... professional email, ...
Microsoft Azure £
New Commerce Experience New Commerce Experience New Commerce Experience
See more details See more details See more details

Choose the conditions and the quantity to apply and add the product to your basket.

i Insight. Search cloud o Q|
IIlSight ClOU_d SOlU_tiOI'lS Browse all cloud solutions
Home / All Cloud Producis / Microsoft 365 Business Basic Q

MICIOSOﬁ 365 Business Basic

Insight # CFQ7TTCOLH180001 ar e EURE 6,05
Term Billing Frequency
® Monthly Monthly £ Promotion may apply
O Annual Annual
O Annual Monthly

B Microsoft 365 |

Best for businesses that need professional email, cloud file storage, and online meetings &
chat. Desktop versions of Office apps like Excel, Word, and PowerPoint not included. For
businesses with up to 300 employees.

8 BACK TO CONTENTS PAGE uk.insight.com
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The following screen enables you to verify the information about your order. If you are satisfied, click ‘Proceed to checkout’.

i'I'|I'ISIg|'lt Q.

IIlSight cloud solutions Browse all cloud solutions

*Microsoft will combine subscriptions into a single license pool that is accessible through the M365 Admin Portal. For NCE subscriptions, please log into your M365 Admin Portal

tomanage hicenses."

Home / Basket

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.

Item Unit price Qty Total
Recurring fees
i Microsoft 365 Business Basic EUREE,05 | % | EURE€ 6,05 Morithly cUREGS
B¥ Microsoft 365 INSIGht #CFQ7FTTCOLH18000 MM Update
Subtotal: EUR €6,05
Term : Manthly Frequency : Monthly Tax astimata Calculate
Align end date
Taotal Ex VAT EUR €£6,05

Recently viewed ilems
Proceed to checkout

Continue Shopping
B® Microsoft 365

NB: When you place your very first order through our system, please note you may be prompted to enter your Microsoft
tenant details. You will only be required to add in your domain details once, and this screen will no longer appear for
future orders.

Place order

Fialds denaoted with * are required to process your order.

Order configuration

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 vour current subdomain.

® (Create your free Subdomain Enter existing account information

Check Availability

The subdaomain name can onfy contain Latin letters and digits. it should be no more than 25 characters fong.
Ex: For mytenant cnmicrosaft.com, enter “mytenant”.

9 BACK TO CONTENTS PAGE uk.insight.com
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You can choose to create a new subdomain. Simply select ‘Create free subdomain’ and enter the desired address while
omitting the ‘onmicrosoft.com’. For example, if your tenant is testmay2023, you will be required to add testmay2023 as
“onmicrosoft.com” is already implemented in the system. Login credentials will be sent to the email address used to register
the Admin user on the Cloud Commerce Experience platform. For more details, please contact your Insight representative.

If you already have a tenant, select ‘Enter existing subdomain’ and type the address in the text field, omitting the
‘onMicrosoft.com’.

NB: a Microsoft tenant can be assigned a custom domain. If you are unsure go to your M365 Admin portal in the Settings
menu and look for the Domains tab. Your subdomain is the .onmicrosoft.com address.

Select your payment method - usually the terms of the contract your organisation signed with Insight. You can add a
Purchase Order Number, which will figure on your following invoices. This can be modified at any point in time after the

initial purchase.

i Insight. careh clod solitions Q

Insight cloud solutions Browse all cloud solutions

Home / Checkout / Payment Type

Place order Return to basket 2=

Fields denoted with * are required to process your order.

Payment type Summary

Salect a payment type * Recurring fees

T 1 Manthly EUR €6,05
Terms -

) Subtotal: EUR €6,05

PO number

‘ ‘ Tax estimate Calculate

Total Ex VAT EUR €6,05

Shipping address
Payment info

Review order

Confirm your shipping and payment addresses — these can be modified any time by contacting your Insight representative —

and validate the purchase.

10 BACK TO CONTENTS PAGE uk.insight.com
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% Insight. Search cloud saltitions Q

IIlSight ClOU_d SOlU_tiOI’lS Browse all cloud solutions

Home / Checkout / Final Review

Place order Return to basket =

Fields denoted with * are required o process your order.

Payment type Summary

Shjppj.ng address Recurring fees
Monthly EURE€B,05
Payment infa
v Subtotal: EUREB,05
: : < Tax estimate EURE127
Review order | 1 item
Itern Term Freguency Unit price Oty Total
Total EURET, 32
Microsoft 365 Business Basic Monthly haonthly EUREG,05 1 EUR € 6,05 By clicking this box, you Nereby agree with
the terms and conditions for 2l products in
B¥ Microsoft 365 Insight #CFQFTTCOLH180007 your hasket.
New Commerce Experience YYoumust accept the terms and conditions to
continue.

Check the ‘Orders’ tab. Sort the list by chronological order and make sure the purchase is not set to ‘in review"

LT InSight- earch cloud selutions Q
IIlSight ClOU_d SO]thiOl’lS Browse all cloud solutions
A Dashboard { Dashboard / Orders
2 Usars Crders

B Subscriptions | :
Display per page: 10 results - ‘ | sear rders fior ‘ | rders
. . Q. | = -
E Invoices
T Order number Order Type Order status Order date ~ Amount PO number

B orders |

0063933417 CHANGE @ Completed Jun 29,2023 EUR£€127463
Al Reports &

0083851180 CHANGE @ Completed Jun 29,2023 EUR£73205
£ Account

0063931492 INITIAL ompleted Jun 25,2023 EUR€7.32

0063615845 CHANGE @ Completed Jun1,2022 EUR€336

If that is the case, it may be a simple anti-fraud check. If the verification persists after an hour, your credit limit may have
been reached. In any case it’s best to contact your Insight representative.

The new line displays on the ‘Subscriptions’ menu. It goes through a few phases before finally going into ‘Active’ status.

11 BACK TO CONTENTS PAGE uk.insight.com
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i Insight arch cloud soluti Q|
Insight doud SO]UtiOﬂS Browse all cloud solutions
A Dashboard 4 Dashboard / Subscriptions
2 Users SUbSCfiptiOIlS ‘“Wendor information

B Subscriptions | . - : |
| = Q | [ ssrptonstom | gy | subserptons -

= Invoices

B orders Status: | Active ‘ View: | 100
4l Reports v

Subscription 1d subscription Status Licenses Creation Expiration Price per PO

date date unit Number

&  Account

Iicrosoft 365 Business Basic .t Pending 1 Jun 29, EUR£65,05

OD00DKECT 2022

Microsoft 365 ES @ ictive 1 May5,2023  May4,2024 EUR

0D0Q0JTHL £044,76

From there on, the licence is provisioned on your tenant and can be assigned via the M365 Admin console.

NB: The Azure Plan is a particular case - it contains no licence, cannot be set to expire or renew and will be billed based

on consumption ordered from the Azure Portal, see separate dedicated section. (4.2.B)

4.1A. Co-Terminosity

Subscriptions created on different dates have different renewal dates. Co-terminosity is the ability to align the end
dates of subscriptions to make renewals easier.

You have the option to align the end / renewal date of subscriptions within the cart at the time of purchase:

Basket save for later

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

Itermn Unit price Oty Total
Recurring fees
L] Microsoft 365 Business Basic EURE6,05 | 1 | EUR £ 6,05 Monthly fUREE05
B¥ Microsofe 365 INSiGNt #CFQ7TTCOLH18000ThM Update
= Subtotal: EUR € 65,05
Term : Monthly Frequency : Monthly T asti Calculate
—
Total Ex VAT EUR €£6,05

Recenlly viewed ilems
Proceed to checkout

Continue Shopping
B® Microsoft 365

12 BACK TO CONTENTS PAGE uk.insight.com
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If you wish to align end dates, you can select either to align to end of calendar month date or align to the end date of

an existing subscription:

i Insight.

Your basket | 1item

Itemn Unit price Oty Total
o Microsoft 365 Business Basic EUR £6,05 ‘ 1 EUR £ 6,05
B¥ Nicrosoft 365 Insight #CFO7TTCOLH 120007 MM Update
Term : Monthly Frequency : Monthly
() Align subscription renewal date with end of calendar month
) Align to existing subscription renewal date
() Septermber 16, 2023 (2 Subscription) -
Friendly name ' Term subscription ID
Office 365 E1 P1Y F284-4637-DSDE-07CCZ29BD3ES
Microsoft Stream Plan 2 for Office 365 Add-On P1Y FFEA-AFSZ-DEBO-2ATFAGTSDEOS
) May 04, 2024 [2 Subscription) kv
Friendly name Tarm Subscription ID
Exchange Online (Plan 2) P1Y EG82-420F-C38A-FDFED93CBAEL
hicrosoft 265 ES P1Y CE08-4953-DC37-AFACT2228TFA

Scheduled renewal date :

Cancal Allgn end date

Use of either option is governed by Microsoft alignment rules, where the scheduled renewal date will be presented
based upon the Microsoft criteria.

NB: Activating co-terminosity for an existing subscription does not change the end date of the existing term, rather
it schedules the co-terminosity to be activated when the subscription next renews.

NB: Adding new licences to an existing subscription will maintain the renewal date of the pre-existing subscription.

13 BACK TO CONTENTS PAGE uk.insight.com
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4.2. Manage Existing Subscriptions

4.2.A. Manage Licence Quantity

To modify an existing subscription, go into your Subscriptions page and select the product you want to modify by
clicking on the relevant ID.

L Insight.

aj

Browse all cloud solutions

W Dashboard

X Usars

B Subscriptions |
B Invoices

B orders

Al Reports ¥

£ account

4 Dashboard / Subscriptions

Subscriptions

= a| |

iendor information

Search
-

. |
Status:‘ Active ‘ View: ‘ 100 |
Subscription 1d v subscription Status Licenses Creation Expiration date Price per PO
date unit Number
Microsoft 365 Business D acive 1 Jun 28, Auto Renews on Jul EUR£6,05
Basic 2023 28,2023

0D000KeCT

i

This displays the subscription details page, with a complete summary of all information regarding your licences.

Each individual subscription constitutes an individual contract with its own price, renewal date and conditions.
To keep things simple or enjoy a discounted price after the offer is no longer available to new subscriptions, you
may want to modify an existing one.

From the subscription details page, follow the ‘Manage Quantity’ link.

i Insight.

|

Insight cloud solutions

# Dashboard

Browse all cloud solutions

" Microsoft will combing subscriptions into a single license pool thatis accessible through the M365 Admin Portal. Far NCE subscriptions, pleasa
log inte your M365 Admin Portal to manage licenses."

& Users s 5 -
4 Dashboard / Subscriptions f Microsoft 365 Business Basic
B subscriptions |
New Comimerce Experience 10
B  Invoices . N
Microsolt 265 Business
B orders Basic Vendor D
Best for businesses that need professional email,
Al Reports . coud file storage, and online meetings & chat. Status
Dieskiop versions of Office apps like Excel, Word,
& Account and PowerPaint not included. For businesses with Licenses
up to 300 employeas.
Created
Subscription history Expiration date
Upgrade
Cancel subscription PR R
14 BACK TO CONTENTS PAGE

0ODODKEC

44B5EI96-DCEC4432-DA2Y

@ Active

Jun 29,2023

Auto renew  Jul 28,2003 Fd

EUR € 6,05

uk.insight.com
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Increase licences quantity

Enter the quantity of licences by which you want to increase the subscription and click ‘Update’ Confirm you accept
the terms and click ‘Submit changes’

L Insight. zarch cloud se Q
IﬂSight doud SOhltiOHS Browse all cloud solutions

"Microsoft will combine subseriptions into a single license pool thatis accessible thiough the M365 Admin Portal. For NCE subscriptions, please
log into your M365 Admin Partal o manage licenses.”
A Dashboard

& Users .
4 Dashboard ! Subscriptions f Manage quantity
B Ssubscriptions |
B Invoices HEW.COMITET S EAICH G Manage quantity Subscription info
Microsoft 265 Business
B orders Basic Current license quantity : 1
Best for businesses that need professional email, (® Increase license gty

Al Reports T cloud file storage, and online meetings & chat.

Deskiop versions of Office apps like Excel, Word,
& Account and PowerPaint not included. For businesses with ‘ g9
up to 200 employees. —_—

Increase license gty by :

Par unit price
EU

Licenses

NCE sync

]

hanage quantity @ There are no seats currently available for reduction. The 7 day

subscription history cancellation window for each seat is closed

Upgrade

Cancal subscription Subtotal EUR£€6,05

Tax estimate

Total Ex VAT EUR £6,05

By clicking this box, you hereby agree with the
terms and conditions for all products in your
basket.

You must accept tha terms and conditions to
continue.

Submit changes
Cancel

The subscription moves to ‘change requested’ status for a few minutes and is then back to active.

Subscription Id Subscription Status Licenses

Microsoft 365 Business ':T' Change 1
EXpelIBNE Basic Requested

00000K&C
Subscription 1d ~ Subscription Status Licenses

Microsoft 355 Business @Active 100
Expernence Basic

00000KEeCT

15 BACK TO CONTENTS PAGE uk.insight.com
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Decrease licences quantity

The same process as described above applies to reduce the number of licences in a subscription.

i Insight.

Insight cloud solutions

Browse all cloud solutions

"Micrasoft will combine subscriptions into a single license pool that is aceessible through the M365 Admin Portal. For NCE subscriptions, please

log into your M365 Admin Portal to manage licenses."

# Dashboard

&  Users e
4 Dashboard J Subscriptions / Manage quantity
B subscriptions I

New Commerce Experience

E  Invoices

Microsoft 365 Business
B orders Basic

Best for businesses that need professional email,
all - Reports i claud file storage, and online meetings & chat.

Deskiop versions of Office apps like Excel, Word,
& Account and PowerPoint not included. For businesses with

up to 300 employees.

Manage quantity

SUDSCRIPTon RISTOrY
Upgrade

Zancel subscription

Manage quanlily Subscription info

Current license quantity : 100

(O Increase license gty

Increase license gty by :

Licenses

Decrease or cancellation is only allowed until:
Jul 06, 2023 12025 UTC (99 Licenses)

Current license quantity available to decrease: 99

® Decrease license gty

Decrease license gty by

‘ ‘ Licenses

If the subscription is stuck in Change Requested status, please raise a Service Now ticket to ask for assistance from an

Insight representative.

NB: Under New Commerce Experience, subscriptions may only be cancelled, or the volume of licences reduced (in each

case for a pro-rata refund), within 7 days of the date of purchase or date of renewal of a subscription.

16 BACK TO CONTENTS PAGE
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%4.2.B The Exception of Azure Plan

To open your first Azure subscription, simply follow the process above in 4.1 by searching for ‘Azure Plan’ You will be able to

access your resources via the Azure Portal.

Any subsequent Azure subscription can only be opened by your CSP Partner, as per the editor’s guidelines. To open an

additional Azure subscription, please raise an Add/Modify/Cancel subscription request in Service Now confirming the

following details:

= Microsoft tenant (ID or subdomain name) where the subscription must be added.

- Name of the subscription to add.

« Full name and Email address of the account(s) to be named owner(s) of the subscription.

4.2.C Switching Auto-renewal on and off

From the Subscriptions details screen, select the pencil next to auto-renew.

L Insight.

Insight cloud sclutions

A Dashboard

Users

B Subscriptions

B Invoices

E orders
Al Reports v
£  Account

17 BACK TO CONTENTS PAGE

log into your M365 Admin Portal to manage licenses.”

4 Dashboard / Subscriptions f Microsoft 365 Business Basic

New Comimerce Experience

Microsoft 365 Business
Basic

Best for businesses that need professional email,
cloud file storage, and online meetings & chat.
Desktop versions of Office apps like Excel, Word,
and PowerPaint not included. For businesses with
up to 300 employees.

Wanage quantity
Subscription history
Upgrade

Cancel subscription

1D

Vendor 1D

Status

Licenses

Created

DOD00KECT

A4BSEU96-DCEC4432-DA24

@ Active

100

Jun 29,2023

Q |

Browse all cloud solutions

" Micrasoft will combine subscriptions into a single license pool that s aceessible through the M365 Admin Portal. Far NCE subscriptions, please

Expiration date

Auto renew Jul 28,2023

Price per unit

Terms

Billing Frequency

Payment method

PO Number

EUR €605

tonthly

Monthly

Terms

uk.insight.com
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The page reloads after a few seconds and the change is displayed on screen.

Account information

Auto Renewal

O YES

i Insight.

@ MO

Cancel

On the blade that appears on screen, select
whether you want the subscription to renew
automatically or not and confirm.

a

Insight cloud solutions

18

Dashboard

Users

Subscriptions

Invoices

Orders

Reports »

Account

“Micrasoft will combine subseriptions into a sngle license pool that is accessible through the M365 Admin Portal. For NCE subseri piions, please

log intoyour M365 Admin Portal to manage licenses.™

4 Dashbeard / Subscriptions / Microsoft 365 Business Basic

New Commerce Exparience

Microsolt 365 Business
Basic

Best for businesses that need professional email,
cloud file storage, and online meetings & chat.
Desktop versions of Office apps like Excel, Word,
and PowerPaint not included. For businesses with
up to 300 employees.

hianage quantity
Subscription history
Upgrade

Cancel subscription

BACK TO CONTENTS PAGE

Vendor ID

Status

Licenses

Created

Expiration date

Price per unit

Terms

Billing Frequency

Payment method

PO Number

O0000KECT
44B5EI96-DCEC4422-DA24

@ Active

100

Jun 29,2023

:
EUR €£5,05

Monthly

Monthly

Terms

Browse all cloud solutions

uk.insight.com
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4.2.D Update Purchase Order Number

From the subscription details screen, click the pencil icon on the ‘PO Number’ row. Apply the change by clicking the green

button. The PO is mentioned on your invoice and can help differentiating between similar products.

L Insight.

=

Insight cloud solutions

Browse all cloud solutions

“Micrasoft will combine subser ptions into a single license pool that is accessible through the M365 Admin Portal. For NCE subscriptions, please

Dashboard

Users

log into your M365 Admin Portal to manage licenses.”

4 Dashboard J Subscriptions f Microsoft 365 Business Basic

subscriptions |
Invoices

Orders

Reports ¥

Account

New Commerce Experienca

Microsoft 365 Business
Basic

Best for businesses that need professional email,
cloud file storage, and online meetings & chat.
Desktop versions of Office apps like Excel, Word,
and PowerPoint not included. For businesses with
up to 300 employees.

Manage quantity
Subscription history
Upgrads

Canceal subscription

Vendor D

Status

Licenses

Created

Expiration date

Price per unit

Terms

Billing Frequency

Payment method

00000K6CT

44BSE996-DCEC4432-DA24

@ Active

100

Jun 29,2022

[0 Expires on Jul 28,2023

EUR€6,05

Monthly

Monthly

Terms

PO Number

NB: You cannot use the ‘space’ character in the PO. Instead, use a hyphen, dash, or underscore.
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4.2.E Cancel a Subscription

From the subscription details screen, select ‘Cancel subscription’.

of== ] = - |
L Insight. | Search cloud solutions Q|
IIlSight ClOU_d SOlU_tiOIlS Browse all cloud solutions

" Microsoft will combine subscriptions into a single license pool that is accessible through the M365 Admin Portal. For NCE subscriptions, please

log into your M365 Admin Portal to manage licenses."

# Dashboard

2 Users ” ) :
4 Dashboard / Subscriptions { Microsoft 365 Business Standard
B Subscriptions |

New Comimerce Experience 1D (00000KECT

= Invoices " .
Microsoft 365 Business

E orders Standard vendor D 44B5EI06-DCEC-4432-DA24
Best for businesses that need Office apps across
-l Reports ¥ devices plus professional email, cloud file storage, Blams © Active
and online meetings & chat. For businesses with
& Account up to 300 employees. Licenses 10
hManage quantity Created Jun 29,2023
Subscription history
Upgrade Expiration date [ Expires on Jul 28,2023 s
Cancel subscr
Price per unit EUR £10,53

On the blade that appears, fill in a brief reason to confirm you are willingly removing the subscription.
The page reloads. You can see from the ‘Subscription’ menu the action is complete.

NB: Under Microsoft New Commerce Experience, you can cancel a subscription only during a 7 days (or 168 hours)

window after purchase or renewal. After this window closes, the subscription will stay active until the end of the term.

L Insight S q

Insight cloud solutions Browse all cloud solutions

@ Your request tn cancel the subseription has been sent.

"Microsoft will combine subscripfions into a single license pool that is accessibla through the M365 Admin Portal. For NCE subscriptions, ploase
log into your M365 Admin Portal to manage licenses.™

# Dashboard

Users

4 Dashboard / Subscriptions / Microsoft 365 Business Standard

B Subscriptions |

New Commerce Experience [n] DODOOKECT

Microsoft 365 Business

E Invoices

E  orders Tt d ar d Vendor 1D A4BSEY96-DCEC4432-DA24
Best for businesses that need Office apps across
Al Reports s devices plus professional email, cloud file storage, e QBeieted
and online meetings & chat. For businesses with
& Account up to 300 emnployses. Licenses 0
hianage quantity Created Jun 29,2023
Subscription history
Upgrade Expiration date [ Expires on Jul 28,2023 4
Cancel subscription
Price per unit EUR£10,53
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5. NCE Features
5.1 Upgrade

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. 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’.

% Insight a

IIlSight ClOU_d SOlU_tiOI]_S Browse all cloud solutions

" Microsoft will combine subscriptions into a single license pool that is accessible through the M365 Admin Portal. For NCE subscriptions, please

log into your M365 Admin Portal to manage licenses.

A Dashboard

& Users o 3 .
4 Dashboard / Subscriptions / Microsoft 365 Business Basic
B Subscriptions |
New Commerce Experience D CO000KECT

E  Invoices R

Microsolt 365 Business
B Orders BRasic Vendor ID 44B5ES96-DCEC4420-DA24

Best for businesses that need professional emnail,
Al Reports v Status @ Active

cloud file storage, and online mestings & chat.
Deskiop versions of Office apps like Excel, Word,
& Account and PowerPoint not included. For businesses with Licenses 100
up to 200 employees.

Created Jun 29,2023
Manage quantity
Subscription history .
P ¥ Expiration date [ Expires on Jul 28,2023 s
Upgrade
Cancel subscription
Price per unit EUR£6,05

The screen that displays lets you select the following details:

% Insight [ s Q]

New Commerce Experience

Microsoft 365 Business
B orders Basic

B Invoices

Best for businesses that need professional email,

Al Reports ¥ cloud file storage, and online meetings & chat.
Deasktop versions of Office apps like Excel, Word,
& Account and PowerPoint not included. For businesses with

up to 300 employees.

IManage quantity
Subscription history
Upgrade

Cancel subscription

Choose an eligible upgrade
Impartant

[i] Upgrades are not returnable, and cannot be reversed. There is no 7 day
grace period. I you have redundant products post upgrade, please contact
your Cloud Care teamn. These will not cancel automatically and you will be
invoiced for them until Cloud Care can request the cancellation with
Microsoft.

Current license quantity: 100
Upgrade quantity

100 | Licenses

Seat assignment

@ seat reassignment is always attempted by Microsoft during full
upgrages & Seat reassignment must be completed manually during partial
upgrades

Upgrade from
Microsoft 365 Business Basic

Upgrade options

O Microsoft 365 Business Premium

(O Microsoft 365 Business Standard

O Microsoft 365 F3

O Microsoft 365 E3 - Unattended License
O Microsoft 365 E5

O Office 365 E1

O Office 365 E3

O Office 365 E5

O Orfice 365 ES without Audio Conferencing

Destination subscription

New subscription

Upgrade quantity: you can choose to upgrade only some of the licences contained in the subscription (partial upgrade) or

all the licences (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 licence.
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Destination subscription: you can choose to open a new subscription or, if available, to add the licences 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

New subscription

Unit price Term Billing Frequency
(@) EReipd honthly honthly
o » :
EUR€10,53 £ Promotion Applied
) EURE 126,36 Annual Annual
() EUR£1053 Annual hMonthly
Subtotal -

Tax estimate

Total Ex WAT

By clicking this box, you hereby
agrea with the terms and
conditions for all products in

wour baskat,

you must accept the terms and
conditions to continue.

Cancel

Upgrade

NB: you can choose to upgrade only some of the licences contained in the subscription (this is called a ‘partial

upgrade’), or to perform a full upgrade (i.e.: to upgrade the subscription entirely and all the licences it contains).

NB: Although it might be offered to you, Microsoft will not allow an upgrade towards a shorter term (i.e.: from

yearly towards monthly commitment) as this would contravene to T&C's. Please always make sure you are aware

of this restriction.
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Once you click on Upgrade, your order is forwarded to Microsoft. After a time the subscription status updates
on the platform.

L Insight.

Insight cloud solutions

Browse all cloud solutions

" Micrasoft will combine subseriptions into a single license pool that is accessible through the M365 Admin Portal. For NEE subscriptions, please

log into your M365 Admin Portal to manage licenses."

Dashboard
@ "vour subscription has been successiully submitted for upgrade.”
Users LN .
4 Dashboard f Subscriptions { Microsoft 365 Businass Standard
Subscriptions |
New Commerce Experience 1] OO000KECT
Invoices = -
Microsoft 365 Business
Orders Standald wendor 1D A4BEE996-DCECA432-DA24
Best for businesses that need Offce apps across
Reports g devices plus professional email, cloud file storage, Status @ Active
and online meetings & chat. For businesses with
Account up to 300 employees. Licenses 100
lManage quantity Created Jun 29,2023
Subscription history
Upgrade Expiration date O] Expireson Jui 28,2023
Cancel subscription
Price per unit EUR€10,53
Terms Monthly

Billing Frequency  Monthiy

NB: Although M365 Admin will try to handle licence assignment, it is best practice to proceed to a manual check

afterward to maintain service continuity.
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5.2 Change Terms

If applicable and depending on NCE licensing rules, you can change the term and payment schedule of an existing subscription.

From the subscription details click the pencil icon of the attribute you wish to modify (term or payment).

1 Insight E ! Q]
Il'lSight ClOU_d SOlU_tiOI’lS Browse all cloud solutions

*Microsoft will combine subscriptions into a single license pool that is accessible through the M365 Admin Portal. For NCE subscriptions, please

log into your M365 Admin Portal to manage licenses.™

# Dashboard

Users

4 Dashhoard / Subscriptions [ Microsoft 365 Business Basic

B Subscriptions |

New Commence Experience 1D D0000KECT

B Invoices = N
Microsoft 365 Business

B ordars Basic Vendor 1D 44B5E996-DCEC4432-DA24
i
Best for businesses that nead professional emall,
l - Reports ¥ cloud file starage, and online mestings & chat. Status 9 Active
Deskiop versions of Office apps like Excel, Word,
& Account and PowerPoint not included. For businesses with Licenses 100
up to 300 employees.
Created Jun 29,2023
hianage quantity
Subscription histor: = 5
P ¥ Expiration date [ Esxpireson Jul 28,2022 %
Upgrade
Cancel subscription
Price per unit EUR €605
Terms Monthly rd
Billing Frequency  Monthiy 4

Payment method  Terms

PO Mumber '

On the blade that displays, select the new terms and validate the operation. After a time, the page automatically
updates to reflect the change.

Manage Terms
Changes take effect immediately. If applicable, 2 promotion will be applied to
your selected billing term and or frequency change by Microsoft and processed
accordingly in billing.
Changetio:

New Cornmerce Experience

Price Term Eilling Frequency Promotions

(i) EUR £06.0458,00 Annual Annual
O  EUR €504,00 Annual Monthly

Cancel
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5.3 How to Migrate to NC

The Migrate to NCE feature can be found in the menu within the portal on the left side.

L Insight. E Q|
IIlSight ClOU_d SOlU_tiOflS Browse all cloud solutions
) Dashboard I 4 Home | Dashhoard
2 Users Welcome,

B Subscriptions

E  Invoices N
Welcome to the Insight cloud platform

B orders

Browse cloud products
4l Reports ¥
&  Account
™ Migrate to NCE

Upon selecting “Check for eligible legacy CSP products to upgrade to NCE products” the system will process the request
to validate active legacy CSP subscriptions and determine eligibility.

i Insight. : Q|
IHSight ClOud SOluﬁOHS Browse all cloud solutions
#i Dashboard Migrate Microsoft legacy products to NCE

Users

Check for eligible legacy CSP products to Migration to NCE products

0

B Subscriptions

= i Migrated from legacy

B orders Mo migration history available to display
Al Reports ¥

& Account

Once eligibility has been determined, the process to identify and validate legacy CSP subscription suitability will commence
and users will be presented with the results. The output will be sorted listing those legacy CSP products and add-ons eligible
for migration first, followed by those that are ineligible.

NB: Eligibility is determined by Microsoft. A specific product may be categorised as “Ineligible” if the NCE not supported.

25 BACK TO CONTENTS PAGE uk.insight.com


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

Cloud Commerce Experience

USER GUIDE

You will be presented with the ability to review eligible legacy CSP products and the corresponding NCE product to which

they will migrate, offering the options to:

« Migrate the NCE subscriptions to a full term if desired by means of selecting the “Yes” button associated with the option.
If “No" is selected the current subscription end date will remain and carried over to the new NCE subscription.

« Review and update the Purchase Order Number carried over from the corresponding legacy CSP product.

NB: The subscription term (one year) and billing frequency (annual upfront or monthly) will be carried over from the

legacy subscription and can’t be changed during the migration.

Li Insight

Insight cloud solutions

# Dashboard

Users

B Subscriptions

B Invoices

B orders
4l Reports b4
£  Account

<5 Migrate to NCE

4 Dashboard ! Migrate Microsoft legacy products to NCE / Migrate Microsoft Legacy to NCE

Migrate Microsoft Legacy to NCE

Eligible products to migrate

Q|

Browse all cloud solutions

@ Legacy to NCE migrations will inherit the payment methods, shipping address, and billing address of their Legacy CSP equivalents.

Legacy

Name
SharePoint (Plan 1)

NCE
Name
SharePoint (Plan 1)

Subscription ID
S2FD10ES-7410-4670

Subscription ID

Qty

Migrate to full term
O Yes @ No

Terms
Annual

Qty
4

Terms
Annual

unit price
GEP £4.10

Billing frequency

hMonthly

unit price
GBP £3.98

Billing frequency
Monthly

Total
GBP £16.40

PO number

Total
GBP £1592

PO number

Once the request is completed, the user will be presented with the results page. The system will create the new NCE

subscription in the portal and set the legacy CSP seat count to zero.

Migration history is updated to reflect the migration event and will update as the migration process progresses.

26 BACK TO CONTENTS PAGE

uk.insight.com


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

Cloud Commerce Experience | USER GUIDE

6. Invoices

This section displays a list of past invoices, which can be sorted by various criteria.

L Insight. arch cle Q|
IIlSight C’lOle SD]U_thOl’lS Browse all cloud solutions
A Dashboard 4 Dashboard / Invoices
2 Users Invoices See my credit limit

B Subscriptions

current batance: GBP £7,32627

B Invoices |
B orders [ Display per page: 10 results . =3 Q ' - [ - m
all:  REDORES = D Invoice date Invoice due date v Bill amount Status Downioad PDF
& Account 22765 Jun 19,2023 1ul 19,2023 GBP £5,593.48 Unpaid View
15400 May 30, 2023 Jun 25,2023 GBP £56.71 Paid View
04393 May 17,2023 Jun 15,2023 GBP £5,241.70 Paid View

You can display each document in a different tab for download or consultation purpose. The screen also lets you consult
your Credit Limit. Be advised, if too many invoices are allowed to go unpaid, Insight may be required to block some parts of
your account and products used until settlement.

Credit limit

Your credit usage.

-" GBP £92.673.73

GBP £100,000.00

Lastupdated Feb 25, 2021

Meed more credit?
To reauest a credit limit increase,
please contact customer service at
0844 845 3333,

Close
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To view the status of your orders or to verify the details of past orders, please click on Orders in the left menu:

L Insight.

Q -

Insight cloud solutions

Browse all cloud solutions

A Dashboard 4 Dashboard / Orders
L users Orders
B Subscriptions :
‘ Display par page: 10 resuits
E Inveices
| Order number

B orders |

1180
4l Reports v

1452
£ Account

5845

5838

| |
Order Type
CHANGE
INITIAL
CHANGE

INITIAL

Order status

& Completed

@ Completed

@ Completed

@ Completed

‘ o

Order date v

Jun 29,2023

Jun 25,2023

Jun1,2023

Jun 71,2023

| 2

Amount

EUR£73205

EUR£€£732

EUR£336

EUR £1,68

-

PO number

If the status of your order is In Review, please contact your Insight representative, as this might indicate an issue with your

payment, or the credit limit being reached on your account.

To check if your credit limit has been reached, please access the Invoices tab and click on “See my credit limit”:

4 Dashboard / Invoices

Invoices

current balance: GBP £7,32627

See my credit limit

Insight and the Insight logo are registered trademarks of Insight Direct USA, Inc. All other trademarks, registered trademarks, photos, logos and illustrations are the property of their
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8. Reports

This section gathers useful information about your 365 and Azure consumption if applicable. Please note you will be able to
download all these details from Enterprise License Dashboard. If you need access, get in touch with your Insight representative.

Select the solution you wish to obtain more information about and allow for up to a few minutes of loading time.

i Insight : s a
IﬂSighY ClOud SOhltiOﬂS Browse all cloud solutions
# Dashboard 4« Dashboard { Reports
X Users REPOHS

B Ssubscriptions |
NCE Billable Items Report

E  Invoices

B orders Product Name Invoice # Invoice Date Subscription ID Latest Invoice Date
All e All s Al o Al g - -
Al Reports " 30-May-23
*Exporis are possible by selecting the below grid and clicking "..." button in the top right corner and requesting Export data.
&  Account
Invoice # Account # PO Number Company Name Subscription ID Product Name Price Per Unit Quantity Total Price Currency Charge Stz
Microsoft 363 £5 Security 000 1 1152 GBP 30-Apr-23
Enierprise Mobility + Security E3 000 1 1013 GEP 30-Apr-23
QOfice 365 E3 000 il 2561 GBEP 30-Apr-23
Microsoft 365 £5 Security 0.00 i 1048 GBP 31-Mar-23
Enierprise Mobility + Security E3 000 1 831 GEP 31-Mar-23
Qfiice 365 E3 000 i) 2351 GEP 31-Mar-23
Total 6 90.56
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9. Account

This section displays a list of useful information about this specific billing account.

%3 Insight. | Se2 Q|
Insight doud SOlUtiOﬂS Browse all cloud solutions
A Dashboard { Dashboard f Account
& Users

% . Username onmicrosoft.com
B Subscriptions Account HﬁOIIIlaU.OH
: —

B Invoices Private Password

Company 1D - =
E orders 2100 Na default payment method found

Created date
sl Reports ¥ Oct 17,2019

Line of business gjeé?:slz bil lmg LOMNDON, GB
£ Account Corporate EC2N

Customer class

PAV 85 <hinDi

g)éaé?gslt;mppmg EASTEOURNE, GE

icrasoft tenant 1D BRI

12FD047F-C7BE-4F20-0ARE-

Subdomain
onmicrosaft.com

If you need any profile information amended, please contact your Insight representative.
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