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B® Microsoft
Business Center Inventory -~ Account - Reports Support -

Manage my inventory

Get downloads and keys

el pr—
Set up online services
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B® Microsoft

Business Center  Inventory v Account Reports Support ~
Manage access
View agreements

Welcome

View order history

Associate domains
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Business Center  inversory ~ Accourt - Reports Suppost ~

Associate a domain with this purchasing account

a0y - 1234567850 - CONVICH.LLT ~ Sefect a domaia not in this B
Mo one is designated to manage this domain.

“¥ou must designate a giobal admin fer thes domain. Oy gickal a3ming can add and emove Users, 250 DTGt lioenses and Dertorm other key ks,
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Enter in the name of the person you want to designate as the global admin

admin @eontose.com
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Explore the new Microsoft Business Center

You must complete this step

before your organization can

begin using services already
purchased

You are receiving this invitation because Lori Penor of your
organization invited you to become a global administrator for
contoso.com.

To begin using the Business Center, we need to have you
register with this work account:

admin@contoso.com

Get started now

The Microsoft Business Center allows users in your organization to securely view your
Microsoft Products and Services Agreement (MPSA} information, view volume licensing
orders and inventory, download software and keys, set up and manage online services,
and much more,

Because you're accepting this invitation with a work email address, your employer may
control your communications and data, and their policies apply to your use of the
service.
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Microsoft Business Center

Create your organizational
account

T2 I

1 e u change the emai
James Alvord
Create password
Confirm r password
In v
sing Start, you a our terms and conditions and understand that your name and emal

will be visible to eople in your institution. Microsoft Privacy Policy

Start @

3 & AFEAf7f Microsoft A& Z 0/0] ZpA/ 2 QIA] &2 &-P2f 8t

Microsoft Business Center

We know you!

You're using admin@contoso.com with another Microsoft service
already. To finish signing up for Microsoft Business Center, sign in
with your existing password.

Signin ®
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Ready to take charge and
become the admin for
contoso.com?

As the admin, you'll control and manage how everyone in your organization uses Office 365,
To become the admin, you have to create a special record in DNS to prove you own the
contoso.com domain

Follow these step-by-step instructions

Yes, | want to be the admilg ®

N, not me
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Add this TXT record to show you own
CONtO0S0.com

TXT recoeds (50

Okay, I've added the record @

< Back
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https://support.office.com/en-us/article/Create-DNS-records-for-Office-365-at-any-DNS-hosting-provider-7B7B075D-79F9-4E37-8A9E-FB60C1D95166?ui=en-US&rs=en-US&ad=US#BKMK_verify
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Done! You're now the Office 365
admin for contoso.com
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Business Center Inventory v Account Report Support v Store for Business

Associate a domain with your purchasing account
Your arder is complete and you will be billed for these services, but you must associate 8 domain before you can begin using them.

Licensing, Services and Benefits

PURCHASING ACCOUNT NAME PURCHASING ACCOUNT NUMBER
Contoso 0005282751

PLAN NAME QUANTITY
Power Bl Pro User CCC 100

These online services that you are setting up will expire after the Usage End Date specified in the order from your Microsoft partner.
Next steps

(@ Associate domain
®) Set up more online services

(@ Back to your Licenses and Services
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Licenses, Services and Benefits -

PURCHASING ACCOUNT

Select an account

Licenses and Services

Select & Purchasing Account from the Account Selector.

Ol TM = 275 L] AIHTLIC st
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Software Assurance and Services Benefits

= AS0l #A|Z W7HX| 0| 52| B B2

Select a Purchasing Account
You can search by Customer, Purchasing Account Mame, Purchasing Account Mumber, Agreement Mumber and Location.
E 7| [ v
Recent Accounts Search Results (5)
Fabrikam LLC PURCHASING ACCOUNT AGREEMENT MUMEER PURCHASING ACCOUNT TYPE
Fabrikam HUMBER .
005170002 4100004120 Commercial

Redmond, WA

Fabrikam LLC wm ACCOUNT AGREEMENT NUMEER PURCHASING ACCOUNT TYPE
Fabrikam Demolition 005170076 4100004120 Commercial

New York, NY

Fabrikam LLC mm ACCOUNT AGREEMENT NUMBER PURCHASING ACCOUNT TYPE
Fabrikam Development 005170083 4100004120 Commercial

Mexioo City, Mexico

Fab"S £8P NG £ AIFEE 0 T AF0| EAFLICH
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Select a Purchasing Account

You can search by Customer, Purchasing Account Name, Purchasing Account Number, Agreement Number and Location.

D

| Recent Accounts

Search Results

All

Customer Legal Entity Name
Purchasing Account Mame
Location

4. dM AN Hote O AZE ®
AYL|ct 2to] A 5L

Please enter search terms to select a Purchasing Account.

Purchasing Account Mumber

Agreement Mumber

OtA| MEHSIALE TLOf A 0| SFLIEE Qs AL
MH|A SO A 2291 MH|A B HES MEigL|C

Licenses and Services

Software Assurance and Services Benefits

= d
[ Show expired ExpndCollsgen il
Access b
Exchange Onling ]
Office w
Office 365 ]
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Licenses, Services and Benefits «~ Setup enline services

* PURCHASING ACCOUNT »parTNER @

Fabrikam, Inc
000523189 Contoso, Inc

* ONLINE SERVICES ()

Select an online service to begin setting it up and getting it ready to use.
Dynamics CRM Online
Dynamics Marketing

Enterprise Mobility Suite

6. RdH= 2 MH|20| AE 0| &S MEStL fFS LHYLICH

|2 S0 Office 365 0| A= Office 365 Enterprise E1 & ASIA|=X|, C}2 A 2|2 YSFA|=X| MEHSEA{OF SFL|C}. 2t
MH[20f o2 7{of 220l MH|AQL A2, =25 MEiE = JAE LT

KD 100 O #2802 M A2 S F7p30F gL/t

" OMLIME SERVICES * PLAN NAME * quanmTy @
D¥fice 355 Ent E1 Per Uiier Dhoued Subn

Drpramicy CRM Orling: @ t ['";':' ]
e i [ Office 365 Ent E3 Per Lar Cloud Subs | |
Exchange Oriing [ Office 355 Ent B4 Per Liver Ciousd Sus | |
Lyrec Owilinag

(] Ofice 165 Ent K1 Per User Cloud Subs | |
Cfice
Onaliie

CAMCEL MNEXT
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Licenses, Services and Benefits - Verify online services setup
PURCHASING ACCOUNT NAME PURCHASING ACCOUNT NUMBER
PLAN NAME QUANTITY ACTIONS
Office 365 Ent E1 Per User Ooud Subs 100 x
These online services will renew on your next purchase account anniversary date of 7/1/2014.
D By setting up this online service, you commit to placing an order for this promptly with your partner.
If you don't, we may cancel the service. Microsoft will notify your partner after you complete setup.
BACK CANCEL
9. O|8XA7t HIES MEHSHH O[8Xt2| 2t & EHOf| Microsoft 7t O| 8At2| 22 222l MB|AE Aot ASS
OFLfSt= AR 7t -ILICE O HIA|X| = £t O| EXLO Al MHE| A AL FH| 2tz A[7| S LE|= 0|t Y HA[X]| 7}
HEE AYS AL LICE O] A7t Aot MH[A L O 2HEHO|A 2holgtLCt.
o We are setting up your online services
W will send you a confirmation ernail when they are ready to use
O|SAIZ} HISS MEIBt 5 O[S} 310 MEIOY =4 210 BJAIX| 7} SE/L/CH
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ER: 0|81} ZHE I3 2240 MHAE SFHE B2HIX L) 81T A£817] AFS}E, Microsoft £ AfH|2 0
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Licenses, Services and Benefits « Confirm online services setup

We are setting up your online services. W will send you a confirmation email when they are ready to use.

PURCHASING ACCOUNT NAME PURCHASING ACCOUNT MUMBER
FABRIKAM IT 0005215480

PLAN NAME QUANTITY

Cffice 365 Ent EY Per Uzer Cloud Subs 100

These enline services will renew on your next purchase account anniversary date of 8/20/2015.

MNext steps

@ Setup more online services

@ Back to your Licenses and Services

MSDN 7| 7t¢

MSDN =2 O| XS 9I3l 2& 2to|dd TE L HIHO|M F2& X2[3ts 0| &Xt2| Microsoft IHEHE S3f 0|8
= AFUHCL 0| X7t 2 MSDN 7152 48E = JEHCH 27| WZ0| MSDN 2 92| 5 EtA[0f A O] &At7t
MEfel = s 224l ME| 20| Zote| K| GE L T

213t MSDN & FE¢ 20| 0| 8At= HI=LIA MEHOM CHE 2E M E & AH[22 27

MZ2 222! AE|A =0

-

OT| M 22101 MH|2 HHE ABRSHYELICL O[] M2 2 MHI27E ALBE FHI7} 5% Of2)et 22 0|t & HIAIX|7}
MggL,

Subject: Your online services are ready to use

Your online services are ready to use

The online services that you requested are now ready to use. For details, sign in to the Volume Licensing
Center.

If you requested these online services yourself, your partner will contact you to place an arder for them.

Microsoft ©f £/01 0/H 2.2 2210I MU~ S M-S Fb| 7} SR 5= AI|E CHAZ HEL|CH
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3. 2jojdA 3 MH[A ”BOME 7| 2H 22 s 10X 7t S ULt O HO|X|= ME A5E 2 Fel& 0| 8At2
2to[d et 220l MH[A S 55 EA|ELIC

4. O| Ao 2210l MH|AS &QISHYAIR. HM LS 0| 830 MH|AS ROTE AL T O[ X0 EAIE ME2 555
BEAMSHUAIL.

5. MZ AHTH22H0 MHAS HOB S/H4 Of0|2 Y 2 MEBI0] AMH|A HIRAIE S OIS A| 2. Office 365
S S ME|29] HF DES 2oL 0|5 &3l ME|22] 2t ofC|dS AR £ ASLICH
B URE MH| A BI| Hoj| A= X0 M5t v Ttz E 22t ME|AS 2HOISHYAlL

MBS M2 L 222 M2 HENGE 2T O] Hstt #5 U FE £52 HAY + AL
6. M=z2 22tQ MH|Ao] =25 QIS A L.
0|8 7ts¢8t % o= E 7 T30 20| Ot O| 8X[7 AL S 5= U= 222 MH|A =25 EAISLCH
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=2t ME[AS LIEFH LT
Licenses and Services
[ search Ell

[ Show expired

Access

EXPORT

Expand/Collapse all

L

Exchange Online

L

Office

Office 365

AVAILABLE
QUANTITY

ORDERED

p EDITION QUANTITY

-

Enterprise E1 450

Enterprise E1 for
CoreCAL 200

235

200
Enterprise E3 70

Enterprise E4 100

v v v v

Professional Plus 100
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o = - = AN — =
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Ot2f Ol A|0jl M= Office 365 Of Enterprise E1 Of| C| 9 & &t &3}0f 450 29| 158 0|8 + ASS A AF LI,

Office 365 ~
AVAILABLE ORDERED
p EDITION QUANTITY QUANTITY
« Enterprise E1 450
PURCHASING PURCHASING RESOURCE AVAILABLE ORDERED
ACCOUNT NUMBER ACCOUNT NAME USAGE QUANTITY QUANTITY MNEXT EXPIRATION ACTIONS

0005219430 Fabrikam IT Per User 450

Enterprise E1 for
ODrEgAL

200 200
p Enterprise E3 235 70
p Enterprise E4 100
p Professional Plus 100

2. Ol oE|del 2E A2 7|55 =I5t H HY EECHR W72 0|55t I H7|E MdEgtLCE o] T O X[ =
|. At

2 X}o = XtolTn = 2 X}o 2 KO = A 52 HTEAlS
O[8Xte| 7= 15 A E = JE, O|8Atel =X0| 0|8 T2 5 =& 5= EAIRULCH
« Enterprise E1 450
PURCHASING PURCHASING RESOURCE AVAILABLE ORDERED
ACCOUNT NUMBER ~ ACCOUNT NAME USAGE QUANTITY QUANTITY MEXT EXPIRATION] ACTIONS

0005218480 Fabrikam IT Per User 450 Select -
p CoreCAL 200 200

Manage services

p Enterprise E3 235 70
Transaction History x
Bekow s the istary oy et e servie
Futchasing Acouss: D003 TRAB - Fabirikam 11 =n

STRETORET e T

oart T o raatutn it T caticos T caowe T oo « verson T m T snans T oy T
B Cora e prsvaian Othcn 103 mtwprne 11 £ active 10 ~
saon N oo Coion 48 toteprnat] - acive w

e o troviion oo 488 trteprine 11 L Proveontold 30

Baou E:':’”s*"' P Ofice 355 Estezrie E1 L et 00

bt . osion e 303 trpre £1 - acrve 0

pasou Cometa Seheirt. Broviion Cotion 144 Hntrprne 11 w Proveiontold 10

1100 ComER SR P e 265 [— e Aren 0

v ::':‘“W‘ Pravision e 365 Entirprie £1 s Fry "o o

J|2 HIjL GE 2210 AHA OJC/M0) Y3 HY 7|2 FAIBHLCH

7|52 CSV AR EANER LH2ZESE LELYZ| S HESHUA|2.
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3. 222 MH|AE E2|otn =X L CHE O|8AE0 #5& 2Eota{ T Y EFL2 2 7t MH| & 22|
P HI=L|A MIE Q80| 8jgh 22191 MH|A AfO|EZ 0| S8t Ch

0 2 S0 Office 365 Of C| M0l CiEF MH|A 2|2 MEHSIDH Office 365 AFR2 A|Zf6tD MH|AZ 2T £ A=

Office 365 AIO|E 2 0|5 gtL|C}.

AL/~ Z2/Z dEigt I 0|0] O|8Xte| ZA| AP E H =LA HEO| 2015t 4Ej0[2 2,
0|8 Xt= Office 365 2 HZAE [ CtA| 20212 & 227t §l&LIC} 0|8 Xt= Microsoft o A2 219!

7152 018 + YLt

o= T M-

Office 365 ~
}  EDITION AVAILAELE QUANTITY @ ORDERED QUANTITY @
¥ Enterprise E2 100 100
PURCHASING PURCHASING RESOURCE AVAILABLE ORDERED
ACCOUNT NUMBER  ACCOUNT NAME USAGE QUANTITY QUANTITY NEXT EXPIRATION | ACTIONS
0005194727 Fabrikam Per User 75 75 12/30/2015
Select
View histo
0005194727 Fabrikam Per User 25 25 12/30/205 anage se

b Enterprise E3 25 0

O/EAtE AH[L BtE|0)Af =X Lff LFHE O/ EAFE A 755 881 2212 AH|L AFE =2 A& S + gL/}

ME& 22}l Mu|A 201 8l AFE A%

f1o| B E QL E et MH|A 22| S MG THA O = &S Bl =L|A HIEO|A Li7t s g ME| X AFO|E 2 O] SRLICH
O[8Xt= MH|A 2| PAE Sl M22 22t MH|AS 242|510 AHES AMEE 5= 2= MO|ER 0| SEL|Ct

Microsoft O] 220l AH|AL 0] 7}X|0|0 YE AMH| AL M2 WAIO|EES 2 7}K| 1 YL L|CL ZE AIO|E = O|8X}7}
MEIAE B0 E80] &= YEE ZF 10 ASLH L S8 MH| 20 2ol ZE0| AoAILHH 22 2221 MH| A9

A|-0|E EO':”' E|3E M'JJ-1EAIA|2
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http://office.microsoft.com/en-us/office365-suite-help/create-or-edit-users-in-office-365-HA103567261.aspx?CTT=1
http://office.microsoft.com/en-us/office365-suite-help/assign-or-remove-licenses-or-view-a-list-of-unlicensed-users-HA102816053.aspx?CTT=5&origin=HA102816052
http://office.microsoft.com/en-us/office-365-for-business-learning-center-FX102821134.aspx
http://office.microsoft.com/en-us/office365-suite-help/start-using-office-and-office-online-HA103106031.aspx
http://office.microsoft.com/en-us/support/?CTT=97
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