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Requisito de utilizacion para Licencias donadas (otorgadas) de Microsoft

Microsoft ahora requiere que
cualquier organizacion con un
producto* donado utilice las
licencias al menos en un 85%.

*Microsoft 365 Business Basic, Microsoft 365 Business Premium

(primeras 10 licencias), Office 365 E1 (oferta previamente donada),

y Office 365 E2 (oferta previamente donada)

Definiciones

Otorgamiento

Licencias
Asignadas

Utilizacion

Recursos

Cualquier ofrecimiento de licencia donada que
Microsoft proporciona a no lucrativas (sin costo de
licencia para no lucrativas).

Cuando una organizacion asigna una licencia a un usuario
especifico, estas licencias se consideran asignadas.

85% de los usuarios de licencias asignadas deben estar
usando al menos un servicio en la nube de Microsoft
365 dentro de los ultimos 90 dias.

Estos servicios en la nube incluyen Exchange Online,
Yammer, Microsoft Teams, y Microsoft 365 Apps. Esto no
Incluye las instaladas o In situ.

Microsoft FAQ (PDF): https://aka.ms/NonprofitGrantFAQ



https://aka.ms/NonprofitGrantFAQ

Requisito de utilizacion para Licencias donadas (otorgadas) de Microsoft

Lo que esto significa para las Asignay utiliza tus licencias lo antes posible

organizaciones no lucrativas
Si tienes mas licencias de las que necesitas, puedes ajustar tu

e Las organizaciones gue no logran en la actualidad suscripcion de Office 365 o Microsoft 365 y reducir el nUmero de
un 85% de utilizacion podrian estar en riesgo de licencias que posees. Tambien puedes desasignar licencias de las
gue su suscripcion de otorgamiento sea personas que ya no las utilizan. Sélo se cuenta la utilizacion de
desactivada por Microsoft y podrian arriesgar ser aguellas licencias que estan asignadas a un usuario.

descalificados de futuras ofertas de donacion.
Para conocer como asignar tus licencias donadas a tu personal, o
« Las organizaciones deberan administrar guitar usuarios, sigue estas instrucciones
activamente las licencias donadas. 0 mira esta simulacion guiada.



https://page.techsoup.org/pdf/getting-started-guide-setting-up-microsoft-365-as-an-administrator
https://octe.azurewebsites.net/Microsoft/viewer/196/index.html#/

Visualizacion de los
Informes de uso en
el Centro de Gestion
de Microsoft




e Ingresar al Centro de Gestion de
Microsoft 365.

Ir a https://admin.microsoft.com
e ingresa con tus credenciales
.onmicrosoft.com

e Haz clic en Mostrar todos.

(X X J B 57 signinto your account x |+

< (@] () https://login.microsoftonline.com/common/oauth2/authorize?client_id=00000006-0000-0ff1-ce00-000000000000&response_mode=form_... g *= @

B Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?

Q Sign-in options

Terms of use  Privacy & cookies - - -

Microsoft 365 admin center
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e Elige Informes; luego selecciona Uso.—

e Aparece el informe de uso.

Por razones de privacidad, los nombres de
los usuarios estan cifrados por defecto. Para
mostrar los nombres, sigue las instrucciones
en la pagina siguiente.

3

T S @ © 0 @

Microsoft 365 admin center

Home
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Support
Settings

Setup

Reports

Productivity Score

Usage

Health

Home > Usage

Usage

TechsoupDemolatam

/O Search

~+ Add cards

Microsoft Teams

Support remote workers with Teams

Microsoft 365 usage reports show how people in your business are using Microsoft

365 services. Reports are available for the last 7 days, 30 days, 90 days, and 180 days.

Data won't exist for all reporting periods right away. The reports become available
within 48 hours. Learn more about Microsoft 365 usage reports
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Visualizacion de los nombres de usuarios en el Informe de Uso

En la pagina de inicio de Admin Center,
elige Configuracion; luego
Configuraciones Org.

En la pestaina Servicios, haz

clic en Informes.

Microsoft 365 admin center

Services  Security & privacy  Organization profile
(@t Home
R Users Vv
A Teams & groups v
rog Roles v Name T
\]/ UIHCE Instdiiduon opuorns
i3 Resources v I
|] Office on the web
8 Billing v
o Support O Productivity Score
@—Set-tiﬁgs val Id Reports
Bomisi
el ® SharePoint
Search & intelligence
| Org settings @ Sway

Integrated apps

Partner relationships
f Setup

I Reports N

> 2

f)

User consent to apps

User owned apps and services

What's new in Office

Description

LHIUUST 1IUW UILETH UsTI> YTuicawic UPUGLC) AU LIS DIHILS gpps UaL uscis wai s,

Let users open files stored in third-party storage services in Office.

Manage data privacy controls for Productivity Score.

Manage data privacy controls for Admin Center reports

Control external sharing,

Manage sharing and content sources allowed for Sway,

Choose whether users can consent to allow apps to access your organization's data.

Allow users to access the Office Store and Office 365 trials.

Manage which Office features appear in What's New



e En el submenu Informes,

desmarcar En todos los
Informes, exhibir los
nombres no identificados
para usuarios, grupos, y
sitios y haz clic en Guardar.

Los cambios pueden tardar
varios minutos en hacerse
efectivos.

Microsoft 365 admin center

Reports

Reports found in the Microsoft 365 admin center provide information about your
organization’s usage data. Your organization's data is managed by trusted cloud
security and privacy safeguards.

By default, reports display information as de-identified names for users, groups, and
sites. If your organization's privacy policies allow, you can decide to display
identifiable information.

This setting applies to Microsoft 365 usage reports in Microsoft 365 admin center,
Microsoft Graph and Power Bl and the usage reports in Microsoft Teams admin
center,

In all reports, display de-identified names for users, groups, and sites,

Microsoft 365 usage analytics

Usage data is analyzed and used to make charts and graphs to help you understand
your organization's use of apps and services. Reports can be found in the
Microsoft 365 admin center and in Power Bl. Learn how to get started with Power Bl

[:] Make report data available to Microsoft 365 usage analytics for Power Bl

Save



Revision del
Informe de Uso
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En el panel Informes, haz clic
en Uso para visualizar el panel de
control.

Por defecto, el periodo es de 30
dias. Usa la flecha hacia abajo
para cambiar entre los ultimos 7,
30, 90, y 180 dias.

Microsoft 365 admin center

/O Search

Home > Usage

J) Dark mode

Nt Home
Usage
K Users N
Microsoft 365 usage reports show how people in your business are using
v
W Teams & groups Microsoft 365 services. Reports are available for the last 7 days, 30 days, 90 days,
9 and 180 days. Data won't exist for all reporting periods right away. The reports
& Roles become available within 48 hours. Learn more about Microsoft 365 usage reports
B Resources N A
B Billing D ) Help Past 30 days v
Qo Support W
$08 Settings v Active users
Vi Setup
1
k2 Reports A
Productivity Score
1 Usage
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Microsoft 365 admin center O Search

) Home o
08/12 08/21 08/31 09/
,Q Users b7
B office365 W Exchange M OneDrive M SharePoint [l Skype for Business B vammer M Microsoft Teams
" Teams & groups v
. . . s
Desplazarse hacia abajo para mostrar la seccion de chiE:
. . . s B Resources v Active users - Microsoft 365 Services Active users - Microsoft 365 Apps Email activity
usuarios activos; luego hacer clic en Ver mas
i k
) B Billing v . . sge
1 active users 83 activities v s
ara m OStrar | OS d etal | e S G Support N Total number of unigue active users per Microsoft 365 Number of send and receive actions over the selected ti
L} Service period
%33 Settings e
24 There is no information available for Active users - 84
2 Setup Microsoft 365 Apps.
* 63
b Reports ~
2
Productivity Score 42
| usage &
- View more 2
P Health v 0
Exch.. OneD.. Shar. Skyp.. Team.. Yamm.. B —
Admin centers W Active users Sent Receive... Read
@  Security View more View more
@ Compliance

Microsoft 365 admin center L Search

Desplazarse aun mas abajo para ver los

= W oifice365 W Exchange [ OneDrive B Exchange W Onebrive M SharePoint
N N @ Home B sharePoint M Skype for Business B Skype for Business I Yammer
detalles de los usuarios, mcluyendo la fecha 3, STR——— Sp—
sers ™
Va . . .
de la ultima actividad para Exchange AR *’
]
Sa Roles
OneDrive, SharePoint, Yammer, Skype, etc : g e
b} ] ] y p ] " B Resources v
B Billing v Username Last activity date for Exc... Last activity date for One... Last activity date for Shar... Last activity date for Sky... Last activity date for Yam... Last activity «
, I . @ Support Y LynneR@M365x942167.0nMi  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
I O d r I an n O e Star h ab I I Itad OS O aCt I VO S tO d O S @ Settings b admin@M365x942167.onmic  Friday, September 3, 2021 Friday, September 3, 2021 Friday, September 3, 2021
. . & set
| O S S e rVI C I O S D GradyA@M365x942167.0nM ~ Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
[]
[ Reports ~ ) ) )
IrvinS@M365%942167.0nMic  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
Productivity Score
Johannal@M365x942167.0n  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
Usage
22 Health o ms-serviceaccount@M365x9.
DebraB@M365x942167.0nM  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 0
Admin centers X
PattiF@M365x942167.0nMic  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
@ Security =
AdeleV@M365x942167.0nMi  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021

@ Comoliance
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Desplazarse hacia la derecha para

mostrar Elegir columnas;

luego seleccionar Producto
asignado como columna del informe.

Selecciona las columnas relevantes para
Incluir en tu informe; luego haz clic
en Guardar.
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Microsoft 365 admin center

£ Search

21items =

= B OneDrive M Exchange M OneDrive M SharePoint
@ Home siness B skype for Business [l Yammer
s B Microsoft Teams
R Users
*  Teams & groups
fo)
& Roles L Export
B  Resources
B Billing t activity date for Exc... Last activity date for One... Last activity date for Shar... Last activity date for Sky... Last activity date for Yam... Last activity date for Micr.
2 Support lay, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
@ Settings lay, September 3, 2021 Friday, September 3, 2021 Friday, September 3, 2021
& Ssetp lay, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
b Reports . ) .
lay, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
Productivity Score
lay, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
Usage
P Health

Admin centers

Security

_— e

Microsoft 365 admin center

lay, August 6, 2021

lay, August 6, 2021

lay, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Friday, August 6, 2021

Choose columns
Last activity date for Skype for Business

Last activity date for Yammer

Last activity date for Microsoft Teams

D License assigned date for Exchange

D License assigned date for OneDrive

D License assigned date for SharePoint

D License assigned date for Skype for Business
El License assigned date for Yammer

D License assigned date for Microsoft Teams

D Deleted

D Deleted date

% Product assigned

@ Choose columns




Microsoft 365 admin center

M office 365 M Exchange [l OneDrive M txchange [ OneDrive [ SharePoint

Y Home B sharepoint M Skype for Business M Skype for Business [l Yammer
Q B Yammer [ Microsoft Teams B Microsoft Teams
Users e
Se puede exportar el informe 3 Teams & groups g
S=  Roles
utilizando Exportar. - L Epor 21 tems
52 Roshaitens v Date the user last read or sent an email message
B Billing v Username Last activity date for Exc... Last activity date for One... Last activity date for Shar... Last activity date for Sky... Last activity date for Yam...
L
5:3 Support a LynneR@M365x942167.0nMi  Friday, August 6, 2021 Friday, August &, 2021 Friday, August &, 2021 Friday, August &, 2021
@ Settings e admin@M365x942167.onmic  Friday, September 3, 2021 Friday, September 3, 2021 Friday, September 3, 2021
& AL GradyA@M365x942167.0nM  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
b  Reports ) ‘ . . , :
IrvinS@M365x942167.0nMic  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
Productivity Score
Johannal@M365x942167.0n Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021
Usage
22 Health " ms-serviceaccount@M365x9.

DebraB@M365x942167.0nM  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021

Admin centers

PattiF@M365x942167.0nMici  Friday, August 6, 2021 Friday, August &, 2021 Friday, August 6, 2021 Friday, August &, 2021

@  Security

AdeleV@M365x942167.0nMi  Friday, August 6, 2021 Friday, August 6, 2021 Friday, August 6, 2021 Friday, August &, 2021

Al revisar el informe, el Administrador Global deberia notificar a los usuarios que se encuentran por fuera de los
lineamientos de uso (i.e., ninguna actividad en los ultimos 90 dias) para indicarles que deben ingresar a su cuenta
y usar un servicio en linea como Exchange Online, OneDrive, y Teams.
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