Dustin Services Marketplace — Customer startup guide
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How to log in
Go to the Dustin web for your local country:
o  https://dustin.se
o  https://dustin.no
o  https://dustin.fi
o  https://dustin.dk
e C(Click on “My Account” and “Log in”.
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e  Click on your name and then “My Account”.
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o Click on to “Services”.
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Click on “To Services Marketplace”.
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e You will now log in to Services Marketplace. Your log in details will automatically filled in, which are the same as you
use to log in to Dustin web.
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This is the first view after logging in to Dustin Services Marketplace.

[ ]
 Dustin O EEme @ neip o a
. Marketplace |- Ny
2e, users 5
© Modern Workplace Premim All Services
& Micrasaft 365 Ff (NCECOMM. Microsoft NCE (Catalogue) Microsoft (Catalogue) SkyKick
e You will find information that Dustin will inform you about here.
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It can for example be if the platform will have a maintenance window and will be down for some time or if we have a new feature that we will inform

you about.
®  You can click on the “Bell” to check the history of orders, creation of new users and so on.
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®  You can see your existing subscriptions in the panel to the left.
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Give access to a user

® To enable another user at your company to login to Dustin Services Marketplace, that person needs an account at the
Dustin Web, otherwise the person has to register a new account.
To invite a new user to your company, you need to log in to the Dustin web, after logging in, click on your name at the
top of the screen and then click on “My account”
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e [f you can not see the tabs “Users” under “My account” it is because you do not have the admin premission at your
company. The first user to register the company at Dustin web automatically gets the admin role. Someone with an
admin role can give other users the admin role by selecting “Admin” under the user:
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e After the new user is registered at Dustin web, to enable the user at to log in to Dustin Services Marketplace you need
to log in to Dustin Services Marketplace and click on “Users”.
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® (Click on “Add New Users”.
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e  Specify the new user:
o Type the first name, last name and e-mail of the user.
=  The e-mail need to be the same e-mail the new user use at the Dustin web.
o Click on “Assign staff member roles to user”
o Select a role for the user
=  Staff member defaults means that the user will have access to manage your company’s current
subscriptions but not order new subscriptions.
= Account Adminstrator means that the user will have access to both manage current subscriptions and
order new subscriptions.

o Type in your companies address and phone number to the user.
o  Click Finish.
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e The user should now be able to log in in at Dustin Services Marketplace. See separate routine for “How to log in”.




Order a new subscription

e Asyou see in the results, there are several different service plans that are available in monthly and annual billing period
(the frequency on which you will be billed), and monthly and annual subscriptions period (how long you have

To order a new subscription, search for it in the search field and press enter.
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“NCE COM MTH” means that the services plan has a monthly billing period.
“NCE COM ANN”" means that the services plan has an annual billing period.
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Click on “Add to cart” on the subscriptions that you want to order.

© Dustin

grtmeimione  @ui @ 4

M Marketplace

Marketplace |

] mon

# Dashboard

A users

R0 Modern Workplace Premium (.
AL SERVICEPLANS  SERVICE OPTIONS
& Microsoft 365 F1 (NCE COM M.

B8 NCEMicrosoft Azure.

Service Plans

1) Account SERVICE PLAN SUBSCRIFTION PERIOD

Office 365 £3(NCE COM MTH) © manthis) -

Ofice 365 E3 Trial (NCE

uTH) ©
monthts) (ril)

offics 3

yesrts)

DS-Offica 365 £3- Commereal INCE

vearts

Dustin

Marketplace

PRICE
seKz81.20

ADDTO CART
SEK 281160 ADDTO CART
SEK311.10 ADDTO CART
sex3,16200 ADDTO CART

& FrstNameLastname.

@ neip

Marketplace |

Dashboard

2 Users

0 Moder Workplace Premium (
AL SERVICEPLANS  SERVICE OFTIONS

&0 Microsoft 365 F1 (NCE COM M.

B8 e Microsoft Azure Service Plans

0 Account SERVICE PLAN SUBSCRIPTION PERIOD
Mt © montriz) -
Office 365 E3 Trial (NCE COMMTH) @
Offica 365 E3 (NCE COM ANN) © 1 yearts)
DSOffice 365 £3 - Commercial (\ ™ © montn) -

To proceed with the ordering, click on “Cart”.
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Select the number of licenses that you want and click “Next”.
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®  Your Microsoft Domain Name gets filled in automatically. Click then “Next”.
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Select Special Qualification for if you are an State Owned Entity Attestation or not. After that, click “Next”.
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You can read more about Microsoft criteria for a State Owned Entity by clicking at the link.
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e To be able to buy the subscription you first have to agree to the different Terms and Conditions. After that, when you

are ready to order, click “Buy”.
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Here you can review your order details: ensure that you get what you need, confirm prices and how the order is going to be paid.
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When you have completed the order, it will take a few minutes until the subscriptions are ready.
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you now can manage the subscription.
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Manage existing subscriptions

e  To manage one of your current subscriptions, click on the specific subscription that you want to change.
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e Here will you find information about the subscription, for example how to access the Microsoft portal, which Microsoft
Domain and the number of licenses the subscription has.
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e Click on “Manage Subscription” to proceed.
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e |Inthis view are you able to change number of licenses. If you click on the three dots you will have options to renew the
subscription, disable auto-renewal and to cancel the subscriptions.
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Renew a subscription
e If you click on “Renew” you will extend the subscriptions period. To be able to renew the subscription you first have to

agree to the different Terms and Conditions. After that, when you are ready to order, click “Confirm”.
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Disable auto-renew for a subscription

e [f you click on “Disable Auto-renewal” will expire after the subscriptions period ends.
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e |f you want to change it back again, click on “Enable Auto-Renew” and the subscription will be renewed at the end of
the subscription period, instead of expired.
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Cancel a subscription

e  You can only click and use cancel subcsription on the renewal date. However, you can click on “disable auto-renew” and
the subscription will expire when the subscription periods end.
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Change a subscription
e To change the number of licenses in the subscriptions or upgrade to another plan, click on “Change”.
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e If you want to switch the subscription to another plan, click on “Switch to this plan” at the subcsription that you want to
change to.
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e Click on “Next”.
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e Tochange the number licenses, click on “plus” or “minus” to add/remove that many licenses that you want and then
click on “Next”.
You are only allowed to decrease the number of licenses on your renewal date and 7 days forward.
If you want do schedule your subscription before renewal date, please check the guide for “Schedule changes for a
subscription”.
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You are about to change Microsoft 365 F1 (NCE COM MTH) #1003400 subscription.
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Switch to a Better Plan
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= ST
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Q
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Microsoft 365 F1 (NCE COM MTH)

Microsoft 365 F1 . El SEK 20.00 /Licenses SEK 4.03
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Fees: SEK 4.03
Tax: SEK 1.01
Order Total: SEK 5.04

CANCEL NEXT

o Click on “Place Order”.
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o |t will take a few minutes for the order to get completed.

Note! If you want to decrease all you licenses for a subscription click on “Cancel Subscriptions” Or “Disable Auto-Renewal” for
that specific subscription.

15



Schedule changes for a subscription
e To schedule a change for a current subscription, click on the specific subscription that you want to change.

1
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e  Click on “Manage Subscription”
SUBSCRIPTION DETAILS

| BV
g Microsoft

Welcome to Microsoft CSP

Your subscription information is:

& Mobile User F1 (12 MTH)

Microsoft Domain: whitelabelfood.onmicrosoft.com

£EOUNt ID: 080ab70f-76ef-49ab-a8;

Microsoft Subscription ID : deSBI68

Logging in to your Microsoft Portal

 generated. The

hat account. If temporary

nline Password Reset service:

https://passwordreset microsoftonline.com/

Included services

NAME QUANTITY
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e Click on “Change”

© Dustin

Account Gsubscription

# @ o Microsoft 365 F1 (NCE COM MTH) -
(S 8 —_—

B Account Profile
L SUBSCRIPTION DETAILS O acmve

"

e Clickin “immediately after confirmation”
@Subscription

Change subscription

ou are about to change Microsoft 365 F1 (NCE COM MTH)

003400 subscription.

Switch to a Better Plan

MICROSOFT 365 F1 (NCE COM MTH) MODERM WORKPLACE MOBILE MICROSOFT 365 F3 (NCE COM MTH)

USER F1(12 MTH)

n According to the terms of senvice, this subscription cannot be downsized.
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a

PRICE ToTAL @

PLAN & OFTIONS QUANTITY

Microsoft 365 F1 (NCE COM MTH)
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Click on "On subscription auto-renewal day" and then click on "Apply":

Choose when to apply the changes

Decide when you wans changes to the sub on to be applied

) Immediately after ® On subscription auto-renewal
confirmation day
Change order will be processed after Changes will be scheduled for Feb 24, 2023

confirmation

Select the changes you want to take affect on auto-renewal day, in this case we want to increase the amount of licenses
and click "Next":

Change subscription
“Fou are about 10 change Marosoft 365 F1 [NOE COM WTH) 81003400 Subscrption.

b e e barigmon s o Pt 34, 201 g rane
farce byt e iy e oo

Switch to a Better Plan

MICROSGFT 365 F1{NCE COM MTH] MODERN WORKPLACE MOBILE USER F1(12 MTH) MICROSOFT 365 F3 (NCE COM MTH)
L ye—— Sumeretem bl > wed >
1 e - b n ey -

ADIUST ORTIONS

a

FLAN B CFTIONS QANTTY PRCE ToTAL O

Microset 165 F1 (NOE £OM MTH)

Moot B8 M

NOTE! Is the same process if you want to decrease the amount of licenses.
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e You need to accept to the Terms and conditions and press “Confirm”

GSubscription

Change subscription

You are about ta change Microsoft 365 F1 (NCE COM MTH) #1003400 subscription

FLAN & OPTIONS INCLUDED ADDITIONAL PRICE ToTAL @

Microsalft 365 F1 (NCE COM MTH)

SEK 20.15 /Licenses SEK £33

|a Agree to the Terms and Conditicns, Microsaft Customer Agreement, Service Description Microsoft 385 - Licenses

- The changes will be spplied oace the order i£ completed.

e Your changes will now be scheduled and the changes will be visible after your renewal date.

Get an overview of your subscriptions

e To get a better overview of all your active subscriptions, click on “Account”
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Click on “Show Search”.
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Select “Status”: “Active” and then click “Search”.
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You will now get a list and an overview of all your active subscriptions.
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Click on one of the subscriptions if you wish to manage. See the separate routine for “Manage one of your existing
subscriptions”.
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