Advisor to Referral Process Procedure

The purpose of this procedure document is to provide
detailed step-by-step instructions that you as a partner
must execute to convert any existing end-user tenant
subscriptions from the Microsoft Advisor program to
the Ingram Micro Referral program.

Part 1: Prerequisites to converting an Advisor tenant to CSP
under the Referral Program
Prior to starting the process, make sure that you have the following information:




Know Customer (end user) Payment Info (Credit or Debit Card payments only)
Microsoft Tenant Administrator Login Username and Password

The high level process flow is shown in the diagram below. Each box has
step-by-step instructions on the remaining pages of the document.
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If not already part of the Ingram Micro Referral Program, you must apply online
at http://www.ingrammicrocloud.com/referral/
. Fill out the application on
the right side of the screen, accept the terms and conditions, and click Signup!

2.

Click Submit payment forms to be directed to a page where you can download the W-9
and Non-Trade Partner Form.
***Please note: These forms are required to be submitted and approved in order to
receive commission payments from Ingram Micro. However, you can begin the
process of purchasing solutions on the Ingram Micro Cloud Referral site prior to
completing and submitting these forms

3.

Download and complete the forms.

4.

Submit the forms as attachments via email to referralSAP@ingrammicro.com/
.

5.

In the email box submitted as the username in step 1, open the message from
referralteam@ingrammicro.com/
. You will receive this notification within 24
hours of submission.

6.

Select “Click this link to set password” to establish your password for your Post
Affiliate Pro (PAP) account. PAP is the commission management software that
provides you with:
•
A unique URL with your affiliate ID appended to the end of the address string
(this identifies all sales completed through this link with your referral account.
•
HTML code for Digital Ad Banners that can be embedded into an existing
website, or shared on LinkedIn and Twitter.
•
Real-time sales and commission tracking and reporting

7.

Set a new password and login!

8.

Select the link at the top of the initial PAP screen to access the Ingram Micro
Referral Marketplace. This is where you will purchase the new Microsoft
O365 licenses.

9.

Login to the existing Microsoft End User Tenant@ https://login.microsoftonline.com/
using the Administrator Username and Password.

10.

Under the apps button on the top left, click “Admin”

11.

Select the “Billing” tab on the left of your screen and choose “Licenses.”

12.

Record the type and quantity of the licenses that currently exist on the End
User Tenant. You must purchase the same type and quantity of licenses to
minimize the effort of conversion. If the purchase is not made as an
“exact” match, you will need to reassign each license to an end user
manually.

13.

Click this link to authorize Ingram Micro as the CSP Partner on the End User Tenant:
Note: If you do not perform steps 13-15 at this time, you will have an
opportunity to Authorize Ingram Micro as the CSP Partner during the
purchase process (step 18)

14.

Click the “Sign In” button and login to the existing Microsoft End User
Tenant using the Administrator Username and Password.

15.

Accept the terms and conditions and click the “Authorize CSP” button.
Ingram Micro Inc will now appear under “Partner Relationships”
on the settings tab.

16.

Use your unique URL from Post Affiliate Pro (from Step 8) to take you to
the Ingram Micro Referral Marketplace:

17.

Click the “Buy” button on the tile(s) that describes the exact same subscription(s)
that the customer (end user) previously had. You discovered the customer’s
pertinent information in Part 1.
Note: If you do not choose the “exact” same subscriptions, you will still be
able to complete the conversion, however, you will need to manually
reassign all subscriptions to individual users within the Microsoft tenant.

18.

Notice that only 1 license is automatically added to the shopping cart. Add additional
licenses to the shopping cart as required by increasing the number in the “Additional
Office 365 – Remotely Accessed Software” section of the screen.
Note: If you have not already authorized Ingram Micro as the CSP Partner for
the existing tenant in steps 13-15, you can use the link titled “Click here to
Authorise” that is displayed on the screen to perform those steps now.

19.

Select the “Use an existing Office 365 Account” radio button, enter your customer’s
tenant domain and press Validate. If both the tenant name is accurate AND Ingram
Micro is an approved CSP Partner (step 15), the message “The current domain is
ready to be used” will be displayed.

20.

Press the “continue” button at the bottom of the page to move to the terms
and conditions screen.

21.

Scroll to the bottom of the page and click “Accept and Continue.”

22.

Complete all required fields in the checkout screen, including customer payment
information, select the checkbox to accept the Ingram Micro Terms of Service,
and click the “Place Order” button.

23.

The order confirmation page is displayed. To validate provisioning
of the licenses to the tenant, click on the link to the Control Panel.

24.

Click “Subscriptions.”

25.

Check the status of the provisioning. At first it will show “Provisioning.”

Wait to proceed until it reads “Running.” (This process can take up to
3 hours, depending on Microsoft network traffic.)

26.

When provisioning is complete and the service is running, login to the
Microsoft End User Tenant athttps://login.microsoftonline.com/
, using the
administrator Username and Password.

27.

Under the apps button on the top left, click “Admin”

28.

Select the “Billing” tab on the left of your screen and choose “Licenses.”

29.

Verify that there are twice as many “Valid” licenses as there were before the purchase was
made (recorded in step 12). This confirms that the new licenses have been added to the
tenant.

2

30.

Navigate to Billing > Subscriptions > More Actions. Choose the “Moving to different Office
365 offering” radio button, and click the “Cancel subscription” button to cancel the current
Advisor subscriptions.

31.

Navigate to Billing >Licenses one last time to validate that the number of Licenses purchased
is equal to the original amount of Advisor subscriptions.

32.

CONGRATULATIONS! YOU MADE IT!

