November 2014

Activate Online Services in the Volume
Licensing Service Center

The Microsoft Volume Licensing Service Center (VLSC) lets customers in the Open
program activate their new Microsoft online services with a simplified process in the new
Online Service Activations section of the VLSC.

Microsoft Volume Licensing Service Center

Home Licenses | Online Service Activations | Downloads and Keys  Software Assurance  Subscriptions  Administration

This guide is for administrators who:
1. Already use the Volume Licensing Service Center (VLSC) to manage some
products.
2. Want to activate new online services in the VLSC.

3. Also need to manage some products in the VLSC other than just online
services.

If you purchased a subscription to Office 365 and want to activate it by using a new
streamlined method that does not require you to use the VLSC, see the guide Activate an
Online Service (Office 365 only).

Topics in this guide include:

About Organizational Sign in and Activate
Accounts Your New Online

Services

2% Microsoft


http://www.microsoft.com/en-us/download/details.aspx?id=44945
http://www.microsoft.com/en-us/download/details.aspx?id=44945
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About Organizational Accounts

To use any Microsoft online services, such as Office 365, you and other users in your
organization need to sign in to them with an Organizational Account. When you activate
your new online services, you will be directed to sign in with an Organizational Account.

If anyone in your organization already uses Microsoft online services at work, they must be
signing in to them with an Organizational Account. This is different than the Microsoft
account that you must use to sign in to the Volume Licensing Service Center and personal
services such as Outlook.com email.

If you need to create an Organizational Account or want to learn more about
Organizational Accounts, see the guide Create an Organizational Account. Each
organization should have only a single Organizational Account, created by an administrator.

Sign in and activate your online services

This guide assumes that you have already signed up for some new online services either
yourself or through your Microsoft partner and are now ready to activate them in the VLSC.

Review the email invitation

After you subscribe to a new online service and order it through your Microsoft partner,
Microsoft will send email to the person listed as the online administrator in the volume
licensing agreement that your organization signed with Microsoft. This email confirms your
order for the new online services and any other products you also ordered.

Sign in to the VLSC

Sign in to the VLSC to check for new online services you ordered that are ready to activate.
You can find them in the VLSC even if you have not received an email confirming your
order.

If you've already used the VLSC, go there now and sign in. Then skip to the section below
titled Go to the Online Services Activation section of the VLSC.

If you've never signed in to the VLSC before, here's how to register:

1. Create a Microsoft account for yourself, if you don't already have one; you will
need this to sign in to the VLSC. This Microsoft account should use your work
(business) email address, not a personal email address. Create your Microsoft
account.

2. After you have created a Microsoft account, go to the VLSC:
https://www.microsoft.com/licensing/servicecenter

3. On the VLSC home page (titled Welcome to the Volume Licensing Service
Center), click Sign In.


http://www.microsoft.com/en-us/download/details.aspx?id=44944
https://www.microsoft.com/Licensing/servicecenter/default.aspx
http://windows.microsoft.com/en-us/windows-live/sign-up-create-account-how
http://windows.microsoft.com/en-us/windows-live/sign-up-create-account-how
https://www.microsoft.com/licensing/servicecenter
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Microsoft'Volume Licensing Service Center

Welcome to the Volume Licensing Service Center

Products, Benefits and Subscriptions

The Volume Licensing Service Center (VLSC) gives you easy access to:
Sign in to access the Volume

> Download products and keys
Licensing Service Center

> Access all your licensing information in one location

> View your relationship summary and license summary details

> Review the status of your enroliments

> Activate and consume Software Assurance benefits

4. Type your Microsoft account and password.
Sign in

Microsoft account What's this?

[ L;omeone@examp\e‘ccm

Password

Keep me signed in

Can't access your account?

Sign in with a single-use code

Don't have a Microsoft account? Sign up now

5. Click Sign In

6. First-time users must type their business email address (the email address you
should have used when you created your Microsoft account). Type the business
email address into both the Business Email and Confirm your Business Email
fields.

7. Click Submit.

e If you received an email invitation to the VLSC, type the email address to which your invitation
was sent.

e When you click Submit, an email message is sent to confirm ownership of the business email
address that you provided.
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8. Go to the inbox for the business email address that you provided

a. Open the email message from the Volume Licensing Service Center with the subject line Thank
You for Registering with the Volume Licensing Service Center.
b. Click the link in the email message to confirm your ownership of this business email address.

NOTE: If you do not receive an email notification, check the junk mail folder in your
email program. Ensure that you add microsoft.com to your Safe Senders list. If you
use Microsoft Outlook, turn off automatic filtering by selecting the Home tab. Click
the Junk menu, click Junk Email Options, and then select No Automatic
Filtering.

Accept the Open License agreement

When you sign in to the VLSC, it verifies whether you have any Open License agreements
with unsigned terms and conditions. If you have an unsigned Open License agreement, you
will be prompted to sign the agreement.

You must do this before you can activate your online services in the VLSC. Type your full
name and click | ACCEPT.

If you don't see this terms and conditions page, skip to the next step.

BS Microsoft

Volume Licensing Online Service Activation
You will need to accept the following terms and conditions for your Open license to activate your Online Service(s).
Open License Type: b Country of Usage: Umlod States V Language: v [ Daplay |
Open License Agreement
This Microsoft Open License Ag is bet 1 Cu and Microsoft Licensing, GP and consists of. (1) these terms; (2) the Product List

and (3) the Product use rights. If Customer's organization type is not of a business, then the qualifying government entity form is incorporated
by reference and may be found at http /Avww microsoft com/ficensing/confracts

1. Definitions.
The following definitions apply 1o this agreement

“Affiliate” means (1) any legal entity that a party owns, that owns a party, or that is under its common ownership with a party within the “Defined
Ranian™ nr (2) with ranard in Custamar i it ic a nnvarnmant antity _anv antity that maate tha aualifuing anvarnmant critaria Incatad at

Type your full name in the text box and ¢iick the | Accept button to agree t0 these terms and conditions.

Your full name: ] | ACCEPT

Open License Program terms and conditions

Go to the Online Services Activation section of the VLSC

After you sign in to the VLSC, select the section titled Online Service Activation.

You may also notice other links on the VLSC home page directing you to active your online
services. Clicking any of these links should take you to the same page.
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Sign out

Microsoft'Volume Licensing Service Center

Home  Licenses | Online Service Activation: | Downloads and Keys  Software Assurance  Subscriptions  Administration  Help

© Do you have Online Service orders that need activation? View Online Service Activation

Pending Requests: 0

Use your entitlements

Find What You Need Track Licensing Info

> Software Downloads

> Find Product Keys

> Review your VLSC Permissions

> Online Services Activation

> Add an Open License to your profile

> View License Summary View Software Assurance benefits

Learn more about online services

> View Relationship Summary

MSDN and TechNet Subscriptions

The VLSC home page may have multiple links to activate your online services.

Select the service that you want to activate

1. On the Online Service Activation page, select the Licensing ID for the online
service that you want to activate. If you have many services listed, use the
search box to enter the Licensing ID or organization name for the online
services that you want to find and activate.

Microsoft' Volume Licensing Service Center

Home  Licenses = Online Service Activation = Downloads and Keys  Software Assurance  Subscriptions  Admini

Online Service Activation

Online Service orders are listed below. Select a licensing |D to start managing Online Service Activation.

[ o]

Filter by Licensing ID or Organization:

Authorization #

Licensing ID (if applicable) Organization Pending orders @ Total orders @

(®) 4545444 123415 Fabrikam 3 3

Page1of1 b M

Items per page:

MANAGE ACTIVATIONS

(Opens in a new browser window)

2. After you have selected the online services that you want to activate, click
MANAGE ACTIVATIONS.
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MANAGE ACTIVATIONS

(Opens in a new browser window)

NOTE: When you click Manage Activations, the VLSC will need to open a new
browser window. If your pop-up blocker is active, you will need to adjust your
browser settings to allow pop-ups for this page. This will allow you to open the
page and manage your activations.

|Genera| | Securitﬂ Privacy |Cor1tent| Connections | Programs | Advanced

Settings
Select a setting for the Internet zone.
Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that save information that can
C ] be used to contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact you without your implicit consent

| Sites || Import || Advanced | Default

Location

[ Mever allow websites to request your Clear Sites

physical location

Pop-up Blocker

[#] Turn on Pop-up Blocker Settings

Internet Explorer lets you turn on or disable its Pop-up Blocker.

Choose how you will provide an Organizational Account

This should open a Volume Licensing Online Service Activation screen where you will be
asked to choose one of these two options:

¢ | have an account for my organization to use
¢ | need to create a new account for my organization to use

Make your choice and click one option.
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If you need to create an Organizational Account or want to learn more about
Organizational Accounts, see the guide Create an Organizational Account.

BS Microsoft

Volume Licensing Online Service Activation

You have selected the following agreement to manage activations:

LICESNING ID AUTHORIZATION # ORGANIZATION
4545444 123415 Fabrikam

Provide an organizational account e
@ | have an account for my organization to use

(—:)) | need to create a new account for my organization to use

Sign in with your Organizational Account

You will be directed to a page asking you to sign in with your Organizational Account.
(NOTE: This is different than the Microsoft account that you used to sign in to the VLSC.)

Enter your Organizational Account and password and click Sign in.

As explained above in About Organizational Accounts, an Organizational Account is the
account that employees use to sign in their Microsoft online services at work.

Microsoft Volume Licensing
Online Service Activation

Sign in with your organizational account

taitoy@fabrikam.com

[7] Keep me signed in

Can't access your account?

Sign in with your Organizational Account and password.


http://www.microsoft.com/en-us/download/details.aspx?id=44944
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Start the activation process

After you sign in with your Organizational Account, you will be taken to a page where you can activate your online
services. Find the online service that you want to activate, if there is more than one in the list, and click Start
Activation.

=. MiCI“DSOﬂ: SingleCustomerAccountAdmin@DiT4.coscipnet [
Volume Licensing Online Service Activation

Activate Online Service Orders

CRMOL (fabrikam.onmicrosoft.com) "~
Order quantity
Order date Service name (seats, units, etc.) Product key Order status*
51172014 CRMIOL L 12345-12345-12345-12345-12345 Start Activation
Office 365 (fabrikam.onmicrosoft.com) L
Owrder quantity
Order date Service name [zeats, units, etc.) Product key Order status*
TA2014 Office 365 ProPlus 35 12345-12345-12345-12345-12345 Start Activation

o Are you looking for license keys or downloads for other Microsoft Volume Licensing orders?
License keys and downloads for Volume Licensing orders (other than online services) can be managed at Volume Licensing Service Center

* Updates to order status may take up to 24 hours

This will take you to a page for the online service that you selected. We'll show how this
works for Office 365.

Start setting up your new online service
In this example, the customer has clicked Start Activation for a new subscription to Office
365. This takes them to an Office 365 screen titled Get started with Office 365.

1. Click the check box next to | understand. I'm the right person to be doing

this for my organization.

2. Click start.
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get started with office 365

Things you should know before you start: Already an Office 365

= As the first persen in your organization whe creates the account, you will be the Office 365 administrator, custormner?

Apply your product key to your existing

+ After you add your users, they can install the latest version of Office.
subscription.

« Important: For Office 365 Small Business Premium, the admin should enter all product keys during the setup process.

Learn More "
Sign in

[ | understand. I'm the right person to be doing this for my organization.

start

Are you 3 Microsoft Partner setting this up for anothér organization? Learn morne
Need heip? Read our Frequently Asked Questions

Activate your online service and redeem your new licenses

1. The system will automatically enter the product key for your new online service.
Click next.

) Office 365

activate online service

Frequently Asked Questions | Get Support
The product key below is for your cumrent order. 9 Y | Ppo
Office 365 ProPlus
Product key: . .
35 user licenses - 1 year subscription
SMARX-K182X-XX192-182KX-X7345| | @ 35 user licenses

o | R o

2. If you already have some Office 365 licenses in use at your organization, the
screen you see will tell you how many licenses you have, indicate the date they
expire, and ask if you want to add the new licenses that you are activating. You
can add the new licenses to your current subscriptions (increasing the number
of total subscriptions) or use them to extend the expiration date of your current
subscriptions without adding any new subscriptions.

Make the selection that you want and then click next.
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Office 365 Admin

redeem product key

You currently have 35 user licenses for Office 365 ProPlus with a subscription end date of Thursday, July 16, 2015. How do you want to redeem your product keys?

@ Add 15 user licenses and renew the subscription to July 16, 2015
(O Renew the end date to July 15, 2016

How is the end date calculated?

back next cancel

3. Verify that the information (number of licenses) is correct, then click redeem.

i Office 365 Admin

everything look right?

Adding: 35 user licenses.

New term end date: July 16, 2015, How is the end date calculated?

—

Office 365 should now display the number of new licenses that you activated. These
licenses available are ready for you to assign to users.
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DASHBOARD

Explore ﬂ, Users

Personalize your dashboard

One click on any tool shows the options.

s _ : - users unlicensed users
Billing
o Add a user ¥ reset password
b ]
Billing

35

licenses available

™ Purchase

ﬁ Message center

Upgrade to the latest 1 of Intermet

Now you're ready to use your new online services!

This guide is for informational purposes only. MICROSOFT MAKES NO WARRANTIES, EXPRESS, IMPLIED, OR
STATUTORY, AS TO THE INFORMATION IN THIS DOCUMENT. © 20174 Microsoft Corporation. All rights reserved.



