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Process Overview

. Find an Offer and Add It to Your Cart
This document

summarizes the new
checkout and fulfillment
processes for

. | Register on Microsoft for Nonprofits
on-premises Microsoft

products.

The process will be the
same for all on-premises
Microsoft products.

Enter Your Domains on TechSoup Website
and Finish Checking Out

Navigating Licenses at the Microsoft 365 Admin Center




Things You Will Need In This Process

Your TechSoup.org account

A validated Microsoft account domain from your
Microsoft for Nonprofits account
(which you will create in Part |l)

Your Microsoft 365 Admin Center account
(which you will also create in Part |l)




Find an Offer and
Add It to Your Cart




First, navigate to a Microsoft
on-premises product.

Log in and click the button on
the product page that says
Add to cart.

<« > C 8 techsoup.org/products/windows-server-standard-no-software-assurance-lv-55913-

teChc United States v

Donor or Company v

Category v

PRODUCT CATALOG

Hardware

Windows Server Standard
Assurance

Donor Partner: Microsoft
Category: Operating Systems, Servers and

Networks
Platform: Windows
WiﬂdOWS Server Format: Download
standard e Product ID: LV-55913

. = Availability: Available

Admin Fee:

$11.00
Quantity: /II

ADD TO CART

for TESTTEST example org

DESCRIPTION SYSTEM REQUIREMENTS

Description

Windows Server Standard is a server operating system that enables |a computer to handle network roles

z « 0 :

5 Apps @ Home E) Client Services - Ho... & AMG Search @ TechSoup Universit... ﬁ My CTP App |ems @ Dashboard 0 HubSpot Login . KACE Systems Man... &= Health & Fitness Ch... 4 | www.kevingriffin.net E_ﬂi SurveyGizmo | Prof... ° My Profile - Zoom } Acumen » Reading list

SERVICES v COMMUNITY v RESOURCES v

Browse with filters

- No Software

RULES, ELIGIBILITY AND RESTRICTIONS

(@ search FAQ

-

Find an Offer and Add It to Your Cart
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e You are presented with a screen that
asks for your validated Microsoft
account domain.

If you don't have one yet, click
Register on Microsoft for Nonprofits. —

United States PRODUCT CATALOG SERVICES w COMMUNITY » RESOURCES v

Connect to Microsoft for Nonprofits

O 2

MICROSOFT ACCOUNT

3

AUTHORIZATION ADD TO CART

Step 1
What is your validated Microsoft account domain?
Find your domain in your Microsoft 365 Admin Center or in your email from Microsoft confirming successful eligibility.

Enter your validated domain

Unless you used your own website domain with your Microsoft account, this looks like orgname.onmicrosoft.com.

CONTINUE

New to Microsoft for Nonprofits? Create (or revalidate) an account

Microsoft will then validate your account domain, which TechSoup uses to confirm your eligibility for charitable offers.
Microsoft's validation may take a few days.

! Independent locations or branches of an organization may need unique domains.

Find an Offer and Add It to Your Cart

Register on Microsoft for Nonprofits

Have questions? See our Microsoft Program FAQ.
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Register on
Microsoft for
Nonprofits
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When you register on Microsoft for Nonprofits, you'll create an onmicrosoft.com domain.

0 Follow instructions in this guide to register
your nonprofit at Microsoft for Nonprofits.

Validation at Microsoft for Nonprofits can
take up to seven days. It's frequently quicker
than that, especially for organizations that
already have a TechSoup account.

When your Microsoft for Nonprofits account
is validated, you can return to TechSoup to

techf United States v PRODUCT CATALOG SERVICES » COMMUNITY RESOURCES v HELP

Connect to Microsoft for Nonprofits

& 2 ©

MICROSOFT ACCOUNT AUTHORIZATION ADD TO CART

Step 1

What is your validated Microsoft account domain?

Find your domain in your Microsoft 365 Admin Center or in your email from Microsoft confirming successful eligibility.

Enter your Microsoft account domain.

Register on Microsoft for Nonprofits

Enter your validated domain

Unless you used your own website domain with your Microsoft account, this looks like orgname.onmicrosoft.com.

CONTINUE

New to Microsoft for Nonprofits? Create (or revalidate) an account

Microsoft will then validate your account domain, which TechSoup uses to confirm your eligibility for charitable offers.
Microsoft's validation may take a few days.

! Independent locations or branches of an organization may need unique domains.
Register on Microsoft for Nonprofits

Have questions? See our Microsoft Program FAQ.


https://www.techsoup.org/SiteCollectionDocuments/microsoft-nonprofit-portal-guide-to-creating-your-account.pdf

Enter Your Domains
on TechSoup
Website and Finish
Checking Out




Your validated domain can be found in the email your organization received from microsoft-noreply@microsoft.com
confirming your eligibility, titled "You're eligible for grants and discounts from Microsoft."

Admins of your Microsoft account can see all of your organization's domains in your Microsoft 365 Admin Center.
If you're unsure which domain to use, try the domain listed as "default."

Accept TechSoup as your provider for Microsoft products

e In Step 2, we ask that you let
Microsoft know that you accept
TechSoup as your provider for
Microsoft products in the Microsoft
365 Admin Center. To do that, click
Open Microsoft 365 Admin Center.
In the future, this is also where
you'll go to manage your Microsoft
on-premises licenses.

PRODUCT CATALOG SERVICES v COMMUNITY v RESOURCES v HELP

o Your domain is examplelesttest. onmicrosofl.com

Step 2

Authorize TechSoup (TechSoup Global) in Microsoft 365 Admin Center

You'll log in and authorize TechSoup Global to be a "Reseller” for you
We'll open a new browser tab. When you're done, come back 1o this tab to continue

OPEN MICROSOFT 365 ADMIN CENTER

10 How to Find Your Domains


https://admin.microsoft.com/adminportal/home#/Domains

You'll be prompted to log in at the Microsoft 365 Admin Center. You should use your global admin email to log in. This
frequently takes a form like "yourname@yourorg.onmicrosoft.com,’ but it might look a little different if you have a
custom domain.

! Microsoft Office Home X Microsoft 365 admin center
C 0 # admin.microsoft.com

= Home > Partner relationships ) Dark mode

i Home

2 Users 9 Accept agreement
O n C e I O g g e d I n y yo u C a n a u t h O rl Ze AR Teams & groups W Your partner requests that you accept the Microsoft Customer Agreement.

I » Yes, | acknpwledge that | have read and understood the Microsoft Customer Agreement and that | am authorized on behalf
Te C h S O u p to b e yo u r p rOVI d e r' T h e re “i Roles of my orggnization to agree to these terms and accept the agreement. Your partner may require you to sign additional terms
. . to adminisfer your account.
IS a box to check that acknowledges S siling v
I . I > Cancel

that you've read Microsoft's Lo =3

93 Settings A
Customer Agreement. Be sure to

Domains
check that box. SR
I Partner relationships

> Setup

~  Reports v

< Health v 0

Admin centers

@ Security

How to Find Your Domains
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After you've accepted the agreement, you'll
see TechSoup listed under

Settings > Partner Relationships.

(Different regions in the world may have
different legal names for TechSoup.)

G Once you've authorized TechSoup as your

provider, return to TechSoup and check
the confirmation box.
Then click Add Microsoft Offer to Cart.

X

Microsoft 365 admin center - Pa: X

o O admin.microsoft.com

Microsoft 365 admin center

" Home

K Users N

AL Teams & groups v

A= Roles v

8 Billing v

2 Support o
Settings ~
Domains

Org settings

I Partner relationships

Your product will then be successfully
added to your cart, and you can check out.

How to Find Your Domains

& Setup

Home > Partner relationships

Partner relationships

These are the partners that you authorized to work with your
organization. Each partner has different responsibilities for working
with your organization, and some might have roles. Learn more
about working with a partner

() You have accepted Microsoft Customer Agreement.

() Refresh 1item | O Search

~ Partner T Relationship type Relationship name

v TSE Enterprises SP. z 0.0. (1)

Reseller Doesn't apply

Step 2

Authorize TechSoup (TechSoup Global) in your Microsoft 365 Admin Center

Microsoft requires that you authorize a provider. For Microsoft solutions, as a member of the TechSoup Global Network,

our business name is TechSoup Global.

‘ OPEN MICROSOFT 365 ADMIN CENTER

! Only a Global Admin on your Microsoft for Nonprofits account can authorize a providet.
The creator of that account is, by default, a Global Admin.

Have you completed the authorization above?

Yes, | have authorized TechSoup Global to be my
Microsoft provider.

ADD MICROSOFT OFFER TO CART

L O ¢ @ Incognito

b & 2
J Dark mode
X

Y 1 filter selected =

Roles

Global Administrator, Helpdesk Adi



Navigate Licenses and
Download Software
at the Microsoft 365

Admin Center




Once requests for on-premises Microsoft products without Software Assurance have been processed, you'll find them at
the Microsoft 365 Admin Center. This will take 24 hours.

Using any browser, navigate to admin.microsoft.com. Log in using the email that was generated while creating your
Microsoft for Nonprofits account.

<« c 0 @ login.microsoftonline.com/common/oauth2/authorize?client_id =00000006-0000-0ff1-ce00-0000000000008response

" Apps  MyDrive - Google.. % Google Maps @ Spirit Rock Meditati. 8§ Members signon-.. ™ TTN - SF Bay Area...

B Microsoft
Sign in

TestAdmin@exampletesttest. onmicrosoft.com

No account? Create one

Qb Sign-in options

14 Navigating Licenses at the Microsoft 365 Admin Center


http://admin.microsoft.com/

To find your products, in the
menu on the left choose

Billing > Your products.

[ 3 Microsoft 365 admin center - Hc X

_|_

= 0 X

& ) () https://admin.microsoft.com/adminportal/home#/homepage o = Not syncing \_0

Microsoft 365 admin center

Under Microsoft Products,
are any cloud products that
you have procured.

(You can ignore Nonprofit
Portal Trial, which is your
access to Microsoft for
Nonprofits.)

@ Home
K Users v
A% Teams & groups "
B Billing v
& Setup

* Show all

im] ] Microsoft 365 admin center - Su X

Microsoft 365 admin center

 Home

,Q Users v
Af  Teams & groups v
B Billing ~

Purchase services
I vour products
Licenses

Bills & payments

_|_

< @ ()  https://admin.microsoft.com/adminportal/home#/subscriptions 78 = Not syncing ‘

exampleTestTest ) Darkmode 4% What's new?

Based on manual password resets

Allow users to reset their own
passwords

Reduce support costs by turning on self-service
password reset for all users in Azure Active
Directory (Azure AD). Users will be prompted to
provide alternate contact info so they can reset
their own passwords.

Turn this on in Azure AD

Home > Your products 2 Dark mode

Your products

These are products owned by your organization that were bought from Microsoft or 3rd-
party providers, Select a product to manage product and billing settings or assign licenses.

Products Benefits

Billing accounts
Payment methods

Billing notifications

2 Setup

Jitems | O Search Y 4 filters selected =
Microsoft products (1)
Product name T Assigned licenses Purchased quantity Subscription status Paid with Purc
0 3 Nonprofit Portal (Nonprofit Staff Pricing) Trial : D 25 © Active: Expires on 11/28/2031 Not available Con

Navigating Licenses at the Microsoft 365 Admin Center
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Your on-premises
licenses are farther
down under Software.

Your products

These are products owned by your organization that were bought from Microsoft or 3rd-party providers. Select a
product 10 manage product and billing settings or assign lcenses
Products Benefils
7 items ' Search Y 4 filters selected
Microsoft products (6)
Product mame 7 Assigned hoernes Purchased guamity SubSCNPsOn status Pasd with Purchase chanmel e Choose colul
0 Advanced Communications 0 1 © actve Mot available
0 Microsoft 365 Audio Conferencing 0 1 © Active MNot avadable Aeseler
A  Microsoft 365 Business Premium 0 1 © Active Nat avalable
0 Microsoft 365 Business Standard 0 . © Actrve teot avalable
0 Microsoft 365 Business Voice (without calling plan) 0 1 © Active Mot available  Reveler
0 Office 365 E1 0 . ® Active Mot availsble
Software (1)
Product name Purch €

To open a product, click
Its name.

(Here there is one
on-premises product
requested through
TechSoup: Excel 2019)

16 Navigating Licenses at the Microsoft 365 Admin Center



e Some Microsoft products, including P
Windows upgrades, are downloaded as - .
ISO files. For these, to download the B excel 2019

software, click Download. . e radei o e s bt
Once you've downloaded the ISO file, :  — ===
you can refer to this article to install the i - s e e s g o you o
software. S | e o S
Vs
For Microsoft Office apps for PCs, version B & papmers Downloads & keys
2019 and later, you'll instead download the s o e U4 Se e -
Microsoft deployment tool on this page. b enttn — . e
During software installation, you'll need an e P —
activation key, which you can get by clicking s . )
Show activation keys. oo v —————— : — 0
For Office for Mac, you'll instead download g I
a Volume Serializer. Instructions for

downloading and installing Office 2019 or
later for Mac or PCs, refer to this article.

If the software appears in the Microsoft 365 Admin Center but you don't see a link to download or install your software, that means the window
to download the software has expired. In order to download the software, you'll need to contact TechSoup to have us refresh the product.

Navigating Licenses at the Microsoft 365 Admin Center 17


https://www.techsoup.org/support/articles-and-how-tos/what-do-after-downloading-iso-files-from-microsoft
https://www.techsoup.org/support/articles-and-how-tos/how-to-download-and-install-microsoft-office-products-requested-from-techsoup

How Can TechSoup Help You?

SERVICES

We have services that range from
license activation, migration,
security assessment, and setting up
multi-factor authentication to a full
Office 365 Complete Setup that will
help you get up and running.

You can reach us via one of the
following methods:

Via phone 1-800-659-3579.
Monday through Friday
from 7 a.m. to 12 p.m. Pacific time

Create a support ticket:
https://page.techsoup.org/office-365-
support-services

TRAINING

We offer training courses for
nonprofit staff and volunteers on
how to use Microsoft applications
such as Teams, Excel, PowerPoint,
Word, SharePoint, and many other
applications.

Start learning:
https://techsoup.course.tc/

catalog?type=microsoft-digital-skills-center

COMMUNITY

Be a part of our community!

http://forums.techsoup.org/cs/

community/f/112.aspx



https://blog.techsoup.org/posts/how-techsoup-makes-adopting-microsoft-cloud-solutions-easier
http://forums.techsoup.org/cs/community/f/112.aspx
http://forums.techsoup.org/cs/community/f/112.aspx
https://techsoup.course.tc/catalog?type=microsoft-digital-skills-center
https://techsoup.course.tc/catalog?type=microsoft-digital-skills-center
https://techsoup.course.tc/catalog?type=microsoft-digital-skills-center
tel://+1-800-659-3579
https://page.techsoup.org/office-365-support-services
https://page.techsoup.org/office-365-support-services

techsoup.org



https://www.techsoup.org
https://www.techsoup.org

