How to Move from
TechSoup-Supported
Licenses to

Microsoft Direct
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The best way to do this Is in two consecutive parts.

We highly recommend ensuring that new replacement licenses are in place before your current licenses are
canceled. This helps make sure that license holders will maintain consistent access to their Microsoft tools.

Part 1: Create Your New Microsoft Direct Licenses

Part 2: Retire Your Current TechSoup Licenses

Disclaimer:
Office 365 E1 donated licenses are no longer available from Microsoft. For up to 300 licenses, Microsoft 365 Business Basic could be an alternative.
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Part 1:

Create Replacement
Microsoft Direct
Licenses




First Step:
Update Payment Information in Microsoft Admin Center

Please note: A credit or debit card is required to be entered into your Microsoft account to obtain licenses from Microsoft,
even if the licenses cost $0. Cards accepted are Visa, Mastercard, Discover, or American Express.

it Microsoft 365 admin center

A

TechSoup Global —

0 Log in to your organization's Microsoft Admin
Center. Access credentials are generally

eme Payment methods
IN th e fo 'm at name @O rg dan Izatl onname. Ft— - These payment methods pay for subscriptions or are associated with billing profiles.
. ¢ Teams & groups o Leam more about managing payment methods.
onmicrosoft.com and a password.
A Roles v {~ Add a payment method
S Resources v
Name Expiration Date
B8 Billing ~
Purchase services
Your products
Choose Billing; Coenses
Bills & payments
then select Payment methods Siling accounts
1 | Payment method
in the menu on the left. ———
Billing notifications
£ Support - You haven't added any payment methods
& Settings a Add a payment method and then you can view and manage it here.

Domains
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Select +Add a payment method,

Add a payment method

enter details, and click Save.

Now Payment methads 30 NOt 2utomatikally pay 106 your Subacnipticns. Aer you
SCC A Ndw O .‘.'-'.l..;ﬁ E 10 th subslr PR0N yOU wart £ 10 pay o

el MO abOut ACANG paymMent met
Mo seeaes tha Salla o Laprde
e 20CCES U olowing cards
visa B @) e
—

Card numbier *

Socurity code *

Expiration month *  Expiration yoar *

First name *

Addrets ling 1 *

Address line 2 (Opticnal)

City *

Staee *

Country/Region *

- 1=
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Second Step:
Obtain Replacement Licenses

Log in to your organization's Microsoft Admin Center. Access credentials are generally in

the format name@organizationname.onmicrosoft.com and a password. You'll see the screen below.

i3 Microsoft 365 admin center

S U 3 0

Home

Users

Active users
Contacts

Guest users
Deleted users
Devices

Teams & groups
Billing

Setup

++ Show all

exampleTestTest

~ Add cards

Microsoft Teams

Support remote workers with
Teams

Learn how to manage Teams for remote work, with setup
quidance, short videos, and tips.

& Teams is on for your organization
@ Check setup status for new Teams users

@ Guestaccessison

£ Search

User management

User management

Add, edit, and remove user accounts, and reset passwords.

Add user Edit a user ~

Threats and antivirus

Protect your devices with Microsoft Def...

& No active threats detected

J) Dark mode 4% What's new?

Finish setting up Microsoft 365 Business Premium

Now it's time to install your Office apps

With your Microsoft 365 Business Premium subscription, you get the latest versions of Word, Excel, PowerPoint and Outlook.

Go to guided setup

Office apps Training, guides, & assistance
H . Training for admins
I nsta“ th e Offlce d esktop - b Microsoft 365 tutorials and videos

apps

Advanced deployment guides & assistance
: Guides, automated tools, and optional FastTrack assistance
L]

for eligible customers

i Training for users
‘ﬁ Learn to use Microsoft 365 and the Office apps

Email install link Install Office

©@  Help & support

21 Give feedback
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https://admin.microsoft.com/

Choose Billing; then select

Purchase services
to find your Microsoft product
and purchase licenses.
Select Purchase from

Microsoft.

* You may need to use
Admin in the menu on the
left to move to the admin
functions.

1l

0 B

Microsoft 365 admin center

Home

Users N

Active users
Guest users

Deleted users

Teams & groups NG

Billing %

Purchase services

Your products
Licenses
Bills & payments

Billing accounts

Home > Purchase services J) Dark mode

Purchase services

Nonprofit Business

Purchase from your solution provider

We recommend you work with your solution provider to purchase additional Microsoft services.
Their expertise can help you choose the products and services best matched to your company's
needs.

TechSoup Global

techsoup.org

Payment methods

Billing notifications

Setup

Show all

Purchase from Microsoft

If the products or services you need aren't available from your service provider, browse below to
find those available for purchase directly from Microsoft.

View products
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Find the licenses you want
to get directly from Microsoft.
For donated licenses,

select Microsoft 365
and choose the specific
license you need.

3

Microsoft 365 admin center

Home

Users
Active users
Guest users

Deleted users

Teams & groups
Billing

Purchase services
Your products
Licenses

Bills & payments
Billing accounts
Payment methods
Billing notifications

Setup

Show all

,O Search

Purchase services

Nonprofit  Business

Purchase from your solution provider
We recommend you work with your solution provider to purchase additional Microsoft services.

Their expertise can help you choose the products and services best matched to your company's
needs.

TechSoup Global

techsoup.org

Purchase from Microsoft

If the products or services you need aren't available from your service provider, browse below to
find those available for purchase directly from Microsoft.

Hide products

Choose up to three products to view a detailed comparison.

View by category

< Featured )K Microsoft 365 y Office 365 Business apps Collaboration and communication

29 products showing

</ dlkinuue

Dynamics 365 Security and identity Power BI Other services Add-ons

Microsoft 365

Microsoft 365 combines Office 365, Windows 10, and Enterprise Mobility + Security together for
your organization. Today's modern workspace allows people to meet, collaborate, and stay
connected across boundaries. Microsoft 365 supports teamwork, connecting services like Microsoft
Teams, SharePoint, and Yammer and providing a hub for collaboration.

Microsoft 365 Business Premium (Nonprofit Staff Microsoft 365 Business Premium (Nonprofit Staff
Pricing) Donation Pricing)

Best for businesses that need all the apps and
services included in Business Standard plus
advanced cyber threat protection and device...

Best for businesses that need all the apps and
services included in Business Standard plus
advanced cyber threat protection and device...

Free From $5.50 licenses/month

Details ' Compare Details | I Compare

Microsoft 365 Business Standard (Nonprofit Staff Microsoft 365 Business Basic (Nonprofit Staff
Pricing) Pricing)

Best for businesses that need professional email,
cloud file storage, and online meetings & chat.
Desktop versions of Office apps like Excel, Word,...

Best for businesses that need Office apps across
devices plus professional email, cloud file storage,
and online meetings & chat. For businesses with...

From $3.00 licenses/month Free

Details || Compare Details | compare
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Select the quantity of licenses

Microsoft 365 admin center

Home » Purchase services > Product details

you want and select Buy.

Z) Dark mode

fnt Home . . . . .« e .
) Microsoft 365 Business Premium (Nonprofit Staff Pricing) Donation
2 Users ~
Active users Best for businesses that need all the apps and services included in Business Standard plus advanced cyber threat protection and device management. For businesses with up to 300 employees.
Guest users
Select license quantity Select billing frequency Subtotal before applicable taxes
Deleted users
' Teams & groups ~ E - ij' $0.00 license/month $0.00
Pay monthly, annual commitment
. Buy
&= Billing ~

Purchase services
Your products
Licenses

Bills & payments
Billing accounts
Payment methods

Billing notifications

Setup

Show all

Compare details Add-ons (21)

@ Included
© Partially included
(O Not included

* License coverage
Installable on PCs or Macs (1)

Phones and tablets/user

Office apps

Office apps empower your employees to create, collaborate,

and share work wherever they are, on any device.

~ Included apps

B3 outlook ©
u Word (0

Microsoft 365 Business Premium
(Nonprofit Staff Pricing)
Donation

Free

5 per user

Microsoft 365 Business Standard
(Nonprofit Staff Pricing)

From $3.00 licenses/month

Details

5 per user

Office 365 E3 (Nonprofit Staff
Pricing)

From $5.75 licenses/month

Details

5 per user

Part 1: Create Replacement Microsoft Direct Licenses



e Check out and confirm your T
billing information.

Checkout

Sold to Summary

Your organization Primary contact Item(s): 1
exampleTestTest Laura Webster Subtotal: USD 0.00
435 Brannan St lwebster@techsoup.org Estimated taxes: O UsD 0.00
San Francisco, CA 94107-1737 Total: UsD 0.00
us

Edit By clicking Place order you agree to our terms and conditions.

Any subscriptions begin immediately, and billing starts with your next monthly invoice.

Registration number (Optional) For information on how your data will be handled, see the privacy notice.
Please read the entire agreement before accepting terms and conditions.

These numbers help us review the details of your
None Provided Place order

Edit

e Click the Assign users to
your new subscription. Veu're sl cail

Order Number: ac5b908f-d66b-4e71-9810-b612bedbed38

Thanks for your order. We will email your confirmation number and instructions for downloading your billing statement. (See instructions here to receive billing statements by email.)

If you're readyassign users to your new subscription.

() Go to Admin Home
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Microsoft 365 admin center

Home

]
R Users

| Active users
Contacts
Guest users

Deleted users

Devices
Teams & groups

Billing

S 0 X 0

Select the user

Home

> Active users

Active users

Recommended actions (2)

2, Add a user

you want to add the license to.
Then the right hand pane will
open up.

O Display name T

dJ Janet Yao

0 Laura Webster
Shruti Test

U Shruti Ramaswami
UJ Test Admin

& Multi-factor authentication () Refresh 2, Delete user © Reset password

Username

jyao@exampletesttest.onmicrosoft.com

admin@exampletesttest.onmicrosoft.com

shrutitest@exampletesttest.onmicrosoft.com

sramaswami@exampletesttest.onmicrosoft.com

TestAdmin@exampletesttest.onmicrosoft.com

Licenses

Unlicensed

Unlicensed

Nonprofit Portal

Unlicensed

Unlicensed

[ Manage product licenses A Manage roles L Exportusers «:-

ffd Choose columns

Shruti Test

@, Reset password ) Block sign-in 2, Delete user

Account Devices  Licenses and apps  Mail OneDrive

Select location *

United States v

Select Licenses and Apps
and check the boxes for licenses
you want to assign to them.

Remember to

Licenses (2) AN

Microsoft 365 Business Premium
0 of 1 licenses available

Nonprofit Portal
24 of 25 licenses available

Apps (47) N

Save your Changes.

11
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Part 2:
Retire Your

Current TechSoup
Licenses



0 Log in to TechSoup Cloud Manager.

Or copy and paste this URL into your browser address bar:
https://www.techsoup.org/Login?LoginView=CSP&ReturnUrl=/csp-thanks-for-logging-in

p I
Please log in to access Cloud Manager.
Member Login
EMAIL Enter your email
ADDRESS
PASSWORD Enter your password
Reset password
LOG IN
S J
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https://www.techsoup.org/Login?LoginView=CSP&ReturnUrl=/csp-thanks-for-logging-in

a You are now logged into TechSoup's Cloud Manager.

4 )
— techecou P Q Try searching for Services, Plans, Users or Customers Cloud Manager - S
Filters
oo
| =
= H Products
Enterprise Mobility Suite Microsoft 365 Business
Microsoft . 0 Microsoft
C?’ Get identity and security tools to protect your users, devices, apps, and data Get the |atest Office applications, business email, collaboration tools, and more
from $0.88 / Month from $0.00 / Month
- J
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p
X techsoup

& Catalog
e Click Subscriptions 5 Subscriptions
in the icon menu on the left. % Miorcsh Ao

[8) Invoices

® Support

Q Try searching for Services,

rise Mobility Suite
ft

tity and security tools to protect your users, devices, apps, and data

from $0.88 / Month

VIEW PLANS

soft 365 Enterprise
ft

e 365, Window 10, and enterprise-grade security in a single subscription

Plans, Users or Customers Cloud Manager ! 2

Microsoft 365 Business

N Microsoft
Get the latest Office applications, business email, collaboration tools, and more
from $0.00 / Month
VIEW PLANS
Office 365 Enterprise
l] Office 365 zendesk chot
o Microsoft

Chat with
TechSoup
Support M-F
7 a.m.-2:30

Get the latest Office applications, business email, cqg

p.m. Pacific.
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G Click on the ellipses
(blue circle) to the right of
each subscription line.

e Select

Cancel the subscription
from the menu that appears.

16 How to Move from TechSoup-Supported Licenses to Microsoft Direct

e A
Subscriptions
E{ All Subscriptions v '
& . .
TestTest 21/09/2023 1 Licenses @ Active $0.00 / Annually 0 % S0.00
9
&
\_ J
e A
0% $0.00 o
Buy Licenses
Buy add-ons
- Cancel the subscription
\_ J
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Cancellation Request

Cancel your subscription: Microsoft 365 Business Basic (Nonprofit
Staff Pricing) (Nonprofit)

How Many Licenses you want to cancel?

Click ALL GoBack 1 < ALL ediate
to cancel all licenses, ik s i
select Immediate

. Enter here any instructions you may have...
as your effective date, 4

and click SUBMIT. e ‘

Cancellation Instructions

0 You'll see confirmation
of your cancellation

Cancellation Request

Your cancellation request has been submitted.

submission. R R R T T
been submitted to our support department.
You will receive an email notification when the cancellation is completed.

17 How to Move from TechSoup-Supported Licenses to Microsoft Direct Part 2: Retire Your Current TechSoup Licenses



How Can TechSoup Help You?

SERVICES

We have services that range from
license activation, migration, security
assessment, and setting up muilti-
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

S

techsoup.org


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

