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CSP Portal




Introduction

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.
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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.

esp.netrixlic.com

N Netrix Q, | Search for services and plans

Click here to go

lothestore - Are you using your
Microsoft licensing to
its fullest?

Contact us today to schedule a complete review of your current
licensing. We'll help you to evaluate your current licensing types
and usage, as well as make sure you're implementing the tools
you're paying for correctly to ensure you’re making the most of
every dollar spent.

LEARN MORE

Enter the licenSe type in
the searchbar

2 ) The search will bring up matching license types. Select "View Plans".

Filters

r Apps & Services Categories
H
E Products

&

- Microsoft 365 Business (New
L Commerce Experience)

(S]

) / Monthly

View Plans
1 plans matched
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3 From this screen you will be able to see the different pricing options, billing terms,
and overview of the license.

rix

LU

soft 365 Business
aw Commerce
Experience)

1$0.00 / Monthly

i & Pricing >

w >

Q, Business basic

Editions & Pricing (1)

M365 - Microsoft 365 Business Basic
(New Commerce)

$0.00

Add to Basket

Monthly

Annually

Q, business basic
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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 ) Onceyou've selected a plan, click "Add to Basket"

= Lﬂ Netnx Q_ Business basic

" G Editions & Pricing (1) a
Monthly Annually

M365 - Microsoft 365 Business Basic
(New Commerce)

Microsoft 365 Business

& (New Commerce
Experience)
0o $0:00
I0/Baske!

(S
2 from $0.00 / Monthly

Editions & Pricing >

Overview 3)
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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.

Do you want to define a friendly name for your subscription?

Fill in your preferred name in the following field

New license for Ben Solo

...
What You Pay [ )
M3865 - Microsoft 365 Business Basic (New Commerce) 1 $0.00/ Monthly 0.00 % $0.00
Total Before Tax $0.00
Total $0.00

Cancel ‘ Continue shopping Procéed to chedkout

Adding a friendly name for your subscription can make it easier to manage when
you have manage multiple subscriptions
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6 Choose if you would like to purchase the license immediately or on a specifically
scheduled date.

Q Search for services and plans i
o

@ siing oo © covirmaso a

t ltems

7’
o Basket ltems
7
Order Execution Immediate Scheduled i
Product Name Quantity Unit Price Discount otal  Act ons
1 $0.00 / Monthly 0.00 % $0.00 ra [

l] M365 - Microsoft 365 Business Basic (New Commerce)
End-Date Alignment

E [ 1agree to the Terms Of Use for this Product

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

o Basket ltems

Order Execution osoz/2025

Immediate @ Scheduled

Prices are subject to change and will be updated on the scheduled execution date

Product Name Quantity Unit Price Actions

G M365 - Microsoft 365 Business Basic (New Commerce) 1 $0.00 / Monthly 0.00 % $0.00 V
End-Date Alignment [ ]

ﬂ | agree to the Terms Of Use for this Product

Checkoutf
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@ 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 ) inorder to complete the checkout process, you need to accept the "Terms of Use"

11
My Basket
o= Y Basket Items
i Imr
- Order Execution
]
Product Name Quantity Jnit Price scount
(5]
'] M365 - Microsoft 365 Business Basic (New Commerce) 2 $0.00 / Monthly 0.00 %

End-Date Alignment @ 06/04/2025

ﬂ | agree to the Terms Of Use for this Product

© Netrix Global 2024. All ights reserved.
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@ Review billing information and select "Checkout" to complete your order

[ X ] 1 0 @ Wetrix- checkout e 1
« @ (a8 csp.netrixiic.com = B @ e
= N Netrix Q Search for services and plans A @
@ sasket oms e Billng Information © confimato
L -
heckout - 2
M Checkn Billing Information
o Billing Address Who would you like to receive your invoices?
L] Address City You can change the details of your existing billing contact in My Account
s bur
o @ schaumburg Existing billing contact
Country State / Province Name Email
o United States Han Solo
Post Code Phone
60173-5853

Back Checkout

How to view the status of your order

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.

Q,

Q Search for services and plans . ! -.- :

.

t ltems e Billing Information o Confirmation "
’

ission has been completed

avigating as the services are being provisioned asynchronously.
heck the provisioning status of your services anytime via the "Notification Center".

Quantity Activation Date Billing Cycle

2 05/29/2025 Monthly
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11 ) All notifications, including order status, will be shown in the Notification Center

Q Search for services and plans ‘

t Home e Billing Information NOtIficaUOnS Center &

’

ission has been completed

avigating as the services are being provisioned asynchronously.
heck the provisioning status of your services anytime via the "Notific:

& It can take up to 15 minutes for a license to be provisioned and ready for use
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12 You will also be able to see the status of provisioining if you click on the
notification itself

A Q,
Q 1 for services and plans Provisioning Progress X .
~
The provisioning process has been ‘
completed. Please refresh this page to view &
the details
Your subscription is currently being provisioned. Please wait for the provisioning to complete for the actions to become available. 4,

.

t/ Add-On Quantity Unit Price Discount Final Unit Price Actions

g M365 - Microsoft 365 Business Basic (New Commerce) 2 $0.00 - $0.00

n Price Protection
Subscription is under price protection until 06/04/2025 .

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

© M @ Netrix-subscription

csp.netrixlic.com

= N Netrix Q Search for services and Provi
The p
compl
the de
Your subscription is currently being provisioned. Please wait for the provisioning to complete for the actions to become available
L
] What You Pay
New Hires in HR
= —— + / Add-On Quantity Unit Price
& @ Active 0 M365 - Microsoft 365 Business Basic (New Commerce) 2 $0.00 =
e ﬂ Price Protection
Quantity Next Invoice Subscription is under price protection until 06/04/2025 .
2 Licenses 06/05/2025
&a
Activation Date End Date
05/29/2025 06/04/2025
What You Pav >
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14 When on the "My Basket" page, select the check box next to "End-Date
Alignment".

o Basket ltems 9 Billing Information ‘
fr
My Basket
o Y Basket ltems
H
Order Execution
® o

]

Product Name Quantity Unit Price
5]

n M365 - Microsoft 365 Business Basic (New Commerce) 2 $0.00 / Monthly 0.00 %
End-Date Alignment

E D 1 agree to the Terms Of Use for this Product

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.

Basket o Edit Subscription End-Date

Select an existing subscription to co-term with:

Select... v
Subscription Name Term End date
MB65 - Exchange Online (Plan 1) (New Commerce) Monthly 06/04/2025

Not selected

Cancel
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license end date to, you will select "Save". This will take you back to the "My

Once you've selected the contract subscription you would like to co-term the new
Basket" screen where you will be able to continue the ordering process.

Edit Subscription End-Date x

sket
o Select an existing subscription to co-term with:
M365 - Exchange Online (Plan 1) (New Commerce) ~

{ Immediate

Adjustment Preview

The end date of the subscription will be changed to match the renewal date of the selected existing
subscription. If the first term is shorter than a full term, the charges will be prorated. Any subsequent renewal
will run for the full term.

Subscription Name Term End date

M365 - Exchange Online (Plan 1) (New Commerce) Monthly 06/04/2025

ki “
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How to assign a license to a new user

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.

= N Netrix Q Search for services and plans
A (Y ] Users List
dhh
H
Microsoft Cloud
2 Services ( )
]
€
Users List >
oo \
| Licenses > Licenses
I - Product Name Active Licenses Assigned Licenses Available Licenses
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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.

[ ]
[ ]
a

7 @ Metrix - my-workspace x +

« G o] esp.netrixlic.com, w e = @ A
Netrix

First Name -] Last Name

Display Name*

1 -] @ .com

Locations®

United States of America (US) v

- EEEE Passwrs

@® Auto-generate Password

QO Let Me Create Password
‘ Lict

Password = Confirm Password =

Send Password To Email Upon Completion*

Email
[J Force User to Change Password Upon First Sign In

:Close

Dexfo

@ 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.
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How to add a user to the CSP portal

@ 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.

Q Search for services and plans ‘o ! ;

users with their respective role
New User Q

® Active User Admin Multi-Role

® Active User Admin Multi-Role
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20 ) Enter the portal user information, including the permission settings and role type

oo M @& Netrix - my-account x +
“~ C [a] csp.netrixlic.com) a Lo
=[] Netrix Q Search for services and plans o =
New User
User Information Localization Options
L
First Name * Last Name * Language *
[ Han Solo English ~
. Email * Date Format *
[ 4
2 dd/mmiyyyy b
]
User Permission Settings
e
User Type
2o Admin ) User
User Role *
Billing Agent

Subscriptions Manager

Buyer

Cloud Administrator

ol N Mo

Create

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

@  hitps:/jcsp.netrixlic.com;

= [X] Netrix Q Search for services and plans ‘0 -

Ihaun@netrixlic.com = dd/mmiyyyy -

User Permission Settings

* User Type
Admin @ User

-
L]
User Role *
L

Billing Agent 4
-

Subscriptions Manager .
o Buyer 5
2 Gloud Administrator .

Create
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