
Getting Started  
in the  
CSP Portal



Get up and running fast. This quick-start shows you how to 
order CSP licenses, pick monthly vs annual billing, co-term new 
seats with existing renewals, assign licenses to end users, and 
add teammates with proper portal permissions—everything a 
new admin needs to manage licenses confidently.

Introduction

How to order licenses

How to view the status of your order

How to assign a license to a new user

How to add a user to the CSP portal
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2 The search will bring up matching license types. Select "View Plans".

3 From this screen you will be able to see the different pricing options, billing terms,
and overview of the license.
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Getting Started in the CSP Portal
Get up and running fast. This quick‑start shows you how to order CSP licenses, pick
monthly vs annual billing, co‑term new seats with existing renewals, assign licenses
to end users, and add teammates with proper portal permissions— everything a new
admin needs to manage licenses confidently.

How to Order Licenses

1 There are two ways to search for license types. You can either go to the CSP store
or enter the license type you want into the search bar.

How to Order Licenses
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2 The search will bring up matching license types. Select "View Plans".

3 From this screen you will be able to see the different pricing options, billing terms,
and overview of the license.3
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You will need to select which plan type you would like. The pricing for the license
will be different depending on whether you select a monthly plan or an annual
plan. You will be locked into a monthly or annual contract term based on this
selection.

However, you will be able to select your payment options (monthly installments or
annual installments) later in the ordering process. For more information on
pricing and plans, please visithttps://learn.microsoft.com/en-us/office365/servic
edescriptions/office-365-platform-service-description/office-365-plan-options

4 Once you've selected a plan, click "Add to Basket"4
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5 From this screen, you will be able to add a name to the subscription, see pricing,
and number of licenses you're purchasing. Click "Proceed to Checkout" to
continue the ordering process.

Adding a friendly name for your subscription can make it easier to manage when
you have manage multiple subscriptions

5
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6 Choose if you would like to purchase the license immediately or on a specifically
scheduled date.

7 Review and agree to the Terms of Use and then select "Checkout"

6

7



Getting Started in the CSP Portal  |   8

Made with Scribe - https://scribehow.com 6

You can co-term this subscription to your other subscriptions during the checkout
process. For more details on how to do so, please go to the "How to co-term"
section (Step 14) of this guide for more information.

8 in order to complete the checkout process, you need to accept the "Terms of Use"8
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9 Review billing information and select "Checkout" to complete your order

How to view the status of your order

10 Once you've completed the checkout process, you will receive a confirmation
email that your order has been received and a notification in the CSP portal.
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9 Review billing information and select "Checkout" to complete your order

How to view the status of your order

10 Once you've completed the checkout process, you will receive a confirmation
email that your order has been received and a notification in the CSP portal.

How to view the status of your order
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11 All notifications, including order status, will be shown in the Notification Center

It can take up to 15 minutes for a license to be provisioned and ready for use

11
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12 You will also be able to see the status of provisioining if you click on the
notification itself

13 Once you receive the confirmation that provisioning is completed, click "Refresh"

How to co-term the subscription
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14 When on the "My Basket" page, select the check box next to "End-Date
Alignment".

15 This will bring up a pop-up window that will have a drop-down menu for you to
select which of the existing subscriptions you have, that you would like to align the
contract end dates with.
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16 Once you've selected the contract subscription you would like to co-term the new
license end date to, you will select "Save". This will take you back to the "My
Basket" screen where you will be able to continue the ordering process.

How to assign a license to a new user
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17 Once the provisioning process has been completed, you will be able to assign the
license to a specific user.

To do so, click on the User List icon on the left hand side of the screen. This will
allow you to see all the users that have licenses assigned and the number of
available licenses. To add a new user, select the "Add User" button.

18 From here you will be able to enter the new user information, display name, and
also setup their initial login password. Once this has been completed, the user will
be able to log into the Microsoft suite and begin using their email etc.

17

How to assign a license to a new user
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17 Once the provisioning process has been completed, you will be able to assign the
license to a specific user.

To do so, click on the User List icon on the left hand side of the screen. This will
allow you to see all the users that have licenses assigned and the number of
available licenses. To add a new user, select the "Add User" button.

18 From here you will be able to enter the new user information, display name, and
also setup their initial login password. Once this has been completed, the user will
be able to log into the Microsoft suite and begin using their email etc.
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For security purposes, it is recommended that you select the option to force the
user to setup a new password when they sign in.

If you grant someone access to the CSP portal, that person will be able to
purchase new licenses. You're responsible for all licenses purchased, so carefully
consider whom you give access to.

How to add a user to the CSP portal

19 In the portal user screen, you will be able to manage the users that have access to
the CSP portal, add a new user, and manage the permissions of each portal user.

To add a new user, select the "New User" button on the upper right-hand side of
the screen.
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For security purposes, it is recommended that you select the option to force the
user to setup a new password when they sign in.

If you grant someone access to the CSP portal, that person will be able to
purchase new licenses. You're responsible for all licenses purchased, so carefully
consider whom you give access to.

How to add a user to the CSP portal

19 In the portal user screen, you will be able to manage the users that have access to
the CSP portal, add a new user, and manage the permissions of each portal user.

To add a new user, select the "New User" button on the upper right-hand side of
the screen.
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How to add a user to the CSP portal
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20 Enter the portal user information, including the permission settings and role type

21 You can see the different role types and what those roles allow a user to do within
the portal

20

21


