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MICROSOFT SOFTWARE SUBSCRIPTIONS - ADMIN PORTAL 
Login to the Store Admin Portal - https://admin.epsidoncloud.com/en-ZA/Home/Index 

 

Navigate to My Market and search for Microsoft Software Subscriptions. 

 

Expand the Services to ensure that the Offers are all selected Display with a Margin. 

 

https://admin.epsidoncloud.com/en-ZA/Home/Index
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MICROSOFT SOFTWARE SUBSCRIPTIONS - WEBSTORE 
Login to the Webstore. 

Navigate to the Vendor - Microsoft Software Subscriptions. 

 

Select a Service. 
A list of Offers linked to the Service will be displayed. 

Select an Offer. 
Set the Term Duration, Billing Frequency and Quantity. 
Click on Add to Cart. 
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Navigate to the Shopping Cart. 

Select the Microsoft Customer. 
Click on Secure Checkout. 

 

The Payment Details page will open. 

Select the Payment Option. 
Enter a Purchase Order. 
Enter the Customer Details. 
Click on Proceed. 
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The Order Confirmation page will open. 

This page provides confirmation of whether the payment is successful as well as an indication of 
whether the licenses were provisioned by Microsoft or not. 

Click on Order Confirmation to resubmit payment or to resubmit provisioning.  
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Navigate to the Microsoft Accounts page. 

Click on Manage Tenant. 

 

The Subscriptions tab will open by default. 
(Microsoft CSP NCE and Microsoft CSP Legacy subscriptions are listed here) 

Navigate to the Server Subscriptions tab. 
All the Products that there are subscriptions against, will be listed with the Total Quantity of licenses. 

Click on Manage Subscriptions. 
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The Subscription List page will open. 
This page provides an overview of the Subscription Details. 

1. Subscription ID 
2. Quantity 
3. Subscription Start Date 
4. Status 
5. Renewal 

*This will be Auto Renews if the subscription is set to Renew on Subscription End Date. 
*This will be Expire on End Date if the subscription is set to Expire on Subscription End Date. 

6. Cancellation Allowed Until 
*This will only be displayed while the 7 Day Cancellation Window is still available. 
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Click on Manage. 
Select Manage Status. 

 

The Manage Subscription Status popup will open. 

The following options will be available based on the Microsoft rules. 

1. Expire on Subscription End date 
This is to Switch Off Renewal where the subscription is set to Renew on Subscription End Date. 

2. Auto-Renew on Subscription End date 
This is to Switch On Renewal where the subscription is set to Expire on Subscription End Date. 

3. Cancel Subscription 
This will only be available while the 7 Day Cancellation Window is still available. 

Select the correct option. 
Click on Confirm. 

 

The subscription will updated accordingly. 
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