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eAgreements User Guide

About eAgreements

Microsoft eAgreements is an online tool for Microsoft Partners that automates the
electronic creation, assembly, signature, and activation of Volume Licensing agreements.
Microsoft eAgreements helps you reduce data-input errors and agreement cycle times so
you have more time to spend on other sales activities.

Aﬁomsoft|Vo|ume Licensing
eAgreements

Welcome

to eAgreements

Sign in with your Windows Live ID (Microsoft account)

To Sign in with your Windows Live ID, click on the following link:

Sign in with your Windows Live ID X

If you do not have a Windows Live 1D associated with your business email — ) o ‘ o
address,

Create one now...

FAQ:

Q: Want to learn How to make your account more secure? Alerts and Notifications

A: Two-step verification is an advanced security feature that makes it harder
for a hacker to sign in to your account with just a stolen password. Leam
more about two-step verification and whether it's right for you. Or Set up
two-step verification

Sign in with your Partner Domain Account

To sign in with your Microsoft Pariner Domain Account, click the following Notice:
link

Sign in with your Microsoft Partner Domain Account
e.g. Pariner\username

For Distributors and Large Account Resellers, to view old agreements for Open Value
6.4, MYO, OSL and OVL V1.0, please submit your request through the Call Logging
Tool (CLT) at https:/Awww._explore.ms/. All other requests, please coordinate through
your Distributor.

About this User Guide

This eAgreements User Guide demonstrates the creation, assembly, signature, and
execution of Open Value (OV) and Open Value Subscription (OVS) agreements.
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For information on using eAgreements with other volume licensing programs, see the
other guide titled eAgreements User Guide: Open Value Programs.

Note: There may be some minor differences between the live eAgreements tool and the
screenshots in this guide.

The eAgreements site

The eAgreements tool is online at
https://eagreements.microsoft.com/AgreementWeb/Login.aspx

Sign in and create an Open Value Agreement

Microsoft Partners can sign into the eAgreements application using their Partner Domain
Account, Microsoft Account or Windows Live ID, depending on their role.

Sign in at: https://eagreements.microsoft.com/AgreementWeb/Login.aspx

1. After you sign in, open the Organization Search page and create a new contract
package (Open Value Agreement), so you can begin using eAgreements.

2. In the section labeled To begin creating a contract package, do one of the following:

e Enter the Organization Name and City in their respective fields. Select the
Country from the Country drop-down list box. Enter the State or Province in
the State/Province field.

OR

e Enter enter the Public Customer Number (PCN) in the Public Customer
Number (PCN) field.


https://eagreements.microsoft.com/AgreementWeb/Login.aspx
https://eagreements.microsoft.com/AgreementWeb/Login.aspx
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3. Select the desired organization from the list.

4. Click Add Program to begin creating a new agreement.

Choose Program Attributes

The Choose Program page opens.

1. Enter a Reference Name and Reference Number of your choice.
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Choose Program

Choose the program attributes from the drop-downs below.

Reference Name  Reference Number

Program Version Program Type  Pariner Type  Agreement Language

[ Next | | Cancel |

Note: The Reference Name and Reference Number are identifiers used as
eAgreements tracking reference numbers for the Partner. Partners can use these
numbers to search for an Agreement Package within eAgreements.

2. Choose Select from the Program drop-down list box.

3. Choose the required Version of the agreement program from the Version drop-down
list box.

4. Select the correct Program Type from the Program Type drop-down list box.

Selecting Program Type automatically populates the Partner Type and Agreement Language
fields. Countries with more than one partner type for a program will have to choose these fields.
To create a new contract with the chosen company, create a new contract is selected here.

5. Verify the Partner Type.

6. Select the correct language for the agreement from the Agreement Language drop-
down list box.

7. Click Next.

Creating an Agreement (Contract Package)

After you select a new company and decide on the type of agreement to create, you must

complete the Contract Package. Click the icons at the top of the Contact Package page to
move through the tabs to gather the information required to complete a contract package.
Partner information is pre-populated.
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Click the tabs at the top of the
page to move through the
contract package and gather
the information required.

Centoso Ltd  (Contr age ID: PKGOT316721)
Endr the required inform clow 1o complete the contract package for this section. Click on the ixons 19 navi
~ > £

Agresmaents  Organzatons

Tabs will show a Tabs will show an Tabs will show a pencil Save draft contract package
green check mark exclamation mark graphic before at any stage and return to
where data is missing. information is entered. complete at a later time.

once complete.

~) Additional Reference Information
Reference Name

Prior Agreements

1. Within the Prior Agreements tab select Yes or No to confirm whether the new agreement

you are creating is part of an SA Renewal.

Status: Dratt | Save || Close | |

Contoso Ltd  (Contract Package ID: PKGD4138155)
Enter the required information below to complete the contract package for this section. Click on the icons to navigate to other sections.

“ - ® @ ©

& & & & &
H e .

sl Brior Choose Choose  Additiona Choose  Choose Media S
Agreements | Crganizatons  Contacts Upload  Signature

Information  Otferings

[ Previous || Next |

Identify if selected customer arganization has agreements that are eligible for SA Renewal.

Is this agreement an SA Renewal?

@ No

© Yes

Choose Organizations

1. Click the Choose Organizations tab.
2. Click Search/New to add details of the Distributor associated to contract package.
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Status:  Draft | Save || Close [

Contoso Ltd  (Contract Package ID: PKG01185323)
o complete the contract package for this section. Click on the icons to navigate to other sections.

Enter the required information be
g & o Id 1
Preview/ Prepare for Delete
Signature

Choose Choose Additonsl Chooie  Choose Media  Summany P
Contacts  Information  Offerings ploa
Previous || Next

e Prior
agresmant: | Organizations.

Participant Crganization Address
Agreement - Customer = ContosoLtd 1 Main street, Dublin,
(e |

Agreement - Distributor *

Agreement - Reseller *

Define Customer's Enterprise
Please choose the statement below that appropriately defines your Customer's Enterprise for this agreement. Please note that any named affiliates must be part

© Customer Only
© Customer and all Affiliates

©) Customer and the following Affiliate(s)
Please indicate whether the Customer's Enterprise will include all new Affiliates acquired after the start of this Agreement: '

) Customer and all Affiliates, with the following Affiliate(s) excluded

3. Enter the Distributor’'s Organization Name or Public Customer Number.

4. Click Search.
5. Click on the required organization and click Select.

Search for organization
Enter the organization for which you wish to Crganization Name Localized Organization Name
view, manage, or create a contract package.
BVT Partner Company BVT Partner Company
@ Organization Name* BVT Test Organization - UK (Do not use)  BVT Test Organization - UK (Do not u
BVT
© Public Customer Number (PCN)

| _Search ||

Create New Org;

6. Click Search/New to add details of the Reseller associated to contract package.
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Contoso Ltd (Contract Package I PKGO1185323) Status: Draft | Save || Close |
Enter the required information below to complete the contract package for this section. Click on the icons to navigate to other sections.

Preview/ Prepare for Delete
Upload  Signature

Participant Organization Address

Agreement - Customer = Contosoltd 1 Main street, Dublin, Search/New... @
Agreement - Distributor *  BVT Partner 6100 Neil Rd, Reno, N\ SearchiNew... |

Define Customer’s Enterprise

Please choose the statement below that appropristely defines your Customer’s Enterprise for this agreement. Please note that any named affiliates must be part

© Customer Cnly
© Customer and all Affiliates

©) Customer and the following Affiliate(s)

@) Customer and all Affiliates, with the following Affiliate(s) excluded

Please indicate whether the Customer’s Enterprise will include all new Affiliates acquired after the start of this Agreement: '

7. Enter the Reseller's Organization Name or Public Customer Number.

8. Click Search.

9. Click on the required organization and click Select.

Search for organization

Enter the organization for which you wish to Crganization Name Localized Crganization Name Address

view, manage, or create a contract package. =
Test New reseller Test New reseller Two Microsoft way

© Organization Name*

Test Mew Reseller

() Public Customer Number (PCN)

« m |

»
| Create New Organization.. || Cancel |

4

10. Choose from the options to define the customer’s enterprise and affiliates.
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Contoso Ltd (Contract

Enter the required in

4

Status: Draft | Save || Close |

Click on the icons to navigate to other section

Add eview/  Prepare for eler
Agesiivints picad grature
Previous Next

Participant Crganization Address
Agreement - Customer *  Contosoltd 1 Main street, Dublin, [ Searctvmiew.. | [(Edit. |
Agreement - Distributor *  BVT Partner 6100 Neil Rd, Reno, N\ Search/New.. | Edit.. |
Agreement - Reseller * TestReseller  one microsoft way, cor | Search/New.. | | Edit-. |

Define Customer's En!arke

Please choose the statement below that appropriately defines your Customer’s Enterprise for this agreement. Please note that any named affiliates must be part

© Customer Cnly
Customer and all Affiliates
2 Customer and the following Affiliate(s)

Customer and all Affiliates, with the following Affiliate(s) excluded

Please indicate whether the Customer's Enterprise will include all new Affiliates acquired after the start of this Agreement: *|Include future Affiliates v

Note: An affiliate is a company that is more than 50% owned by the parent company.
Options available here include selecting —

* The customer organization only.

* The customer organization and all affiliate organizations

* The customer organization and the following affiliates — in which case the contract
package creator will select each affiliate, which should be included.

* The customer organization and all affiliates with the following affiliates excluded —in
which case the contract package creator will select each affiliate, which should not be
included.

Finally, the contract package creator should determine whether the customer’s organization
would include all new Affiliates acquired after the start of the Agreement, which is being
created.

Choose Contacts

1. To assign Participant Roles as Agreement Contacts click the Choose Contacts tab.

2. Select the Customer organization from the Organization drop-down list box to view the
available contacts for that organization. Use the Contact drop-down list box to choose
the appropriate contacts within the organization.

10
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Note: Contacts can be added at this time by clicking Search/New next to the Contact drop-
down list box and details for an existing contact can be updated by clicking Edit.

| Contoso Ltd (Contract Package ID: PKGO4138155 Crvrees D“R: — | - |

nter the required information below to complete the contract package for this section. Click on the icons to navigate to other sections.
v o Bl > P P =~ = P
-] (=] L+
Priae Choose Choose Adaitona Choose  Choose Media  Summary Praview/  Prepare for Deelete
Agresments  Organizations | COMERCES Inforrmation Offerings Upload Signature

After choosing the correct Organization and Contact, assign relevan

Organization i )
[Contose Lta [ searchiNew || gait |

Contact
| Search/New || edir |

anguage,
Available Participant Roles Assigned Contacts E

Customer - Additional Electronic Notices Contact
Customer - Custamer Support Manager
Customer - Electronic Signatory

Customer - Media Delivery Contact® - "
Customer - Notices Contact and Online Administrator® | Assign => |
Customer - Online Services Manager ]
Customer - Primary Contact® ezl Renoven|
Customer - Software Assurance Manager

Customer - Subseriptions Manager

The red asterisks indicate required contact roles assigned to a contract in the Available
Participant Roles field.

3. Select any or all of the items in the Available Participant Roles box.

Note: Press and hold the <Ctrl> key to choose multiple Participant Roles or press and hold
the <Shift> key to choose a range of Participant Roles.

When the Customer Organization is selected in the Organization drop-down list, the Reseller
Primary Contact and Distributor Primary Contact roles are grayed out and unavailable for
attachment to the Customer contact.

4. Click Assign to move Participant Roles to the Assigned Contacts field. This action
assigns the participant to those roles in the contract. Repeat these two steps until all

required contacts/roles are assigned.

5. Select the Distributor Organization and Contact from the drop down lists.

11
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assign relevant participant role(s).

Organization -
[BVT Partner Company + [ searchyNew || Edit
Contact
| Distributor Contact, Test - | [ s
someonel@example.com
English (United States) (Language)
Available Participant Roles Assigned Contacts
or - Primary Contact” Agreement
- Customer - Additional Electronic Notices Contact
Customer - Customer Support Manager
| Assign >> Customer - Electronic Signatory
- Customer - Media Delivery Contact
| << Remove Customer - Notices Contact and Online Administrator

Customer - Online Services Manager

Customer - Primary Cont

Customer - Software Assus
Customer - Subscriptions Manager

tact
rance Manager

6. Choose the roles associated with the Distributor contact from the Available Participant
Roles field and click Assign.

7. Select the Reseller Organization and Contact from the drop down lists.

8. Choose the roles associated with the Reseller contact from the Available Participant

Roles field and click Assign.

Before moving on to complete the Additional Information section, verify that all of the roles
are assigned. Also, verify that the Contact field shows the contact desired. If any of the roles

need to be removed from assignment or another contact needs to be chosen, it should be done
at this point in the process to avoid having to return later. It is especially important to select an

electronic signatory if you intend to have the Contract Package signed electronically.

1. Select the role to remove.

2. Click Remove.

0 s

ITestReseilerA(cnunl 'I\ Search/New 1 Edit
Contact

[ Reseler Contact, Test

») [ searchumew || Eit

someone2 @example.com
English (United States) (Language)

Available Participant Roles

Agreement
Reseller - Primary Contact®

Assigned Contacts

Agreement

Distributor

Customer -

Assign >> Customer -
y Customer -

S Remove Customer -
Customer -

Customer -
Customer -
Customer -
Customer -

ner Company - Distributor Contact, Test (someoneld

- Primary Contact

Hay (someone@example.com

Additional Electronic Notices Contact
Customer Support Manager

Electronic Signatory

Media Delivery Contact

Notices Contact and Online Administrator
Online Services Manager

Primary Contact

Software Assurance Manager
Subscriptions Manager

12
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Additional Information

The Additional Information tab allows you to add any miscellaneous information require to
the Contract Package. The example below is the Additional Information page a user would see
during the creation of Open Value Agreements.

1. Select the Additional Information tab.

2. Choose Language Option (applicable to Customers in EMEA only) and enter Additional
Reference Information as needed.

Choose Offerings

The Choose Offerings tab allows you to select from various purchasing options and determine
the Customer price level.

1. Select the Choose Offerings tab.

2. Choose from the Purchasing Options and Customer Price Level options as required.

Note: The purchasing options and customer price level options may differ slightly from the
screen below depending on whether you are creating a contract package for the Open Value or
Open Value Subscription program.

Contoso Ltd (Contract Paciage I: PKI
Enter the required infor

~ Purchasing Options

Non Organization-wide
@ Organization-wide
To qualify for platform discount, check all the three Product categories.
] Select All
I Office Cptions
[7] Operating System Options

7] cAL options

| Customer Price Level

] Check f customer is purchasing 250 or more desktops in their first order

13
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Choose Media

What is Digital by Choice? This is Microsoft's simplified and environmentally conscious digital
fulfilment initiative for your Microsoft Volume Licensing Agreement. This initiative allows your
organization to choose the best method to receive software. To simplify the experience and
reduce the environmental impact of production and shipment of media, choose the Digital by
Choice download method.

On the navigation menu, click Choose Media. The Download option is preselected. No other
action is required; go to the Summary section.

| eagreemets  ehgreementsi hew 30 I
p—r = )

Swpportfesources @ fobegn creating a cantract package

whgreemenss allows ou 1o view and creste your curnent

i progress agerements. What would you bke 20 do! Suts: Ot | Sove | [ Close |

P Digital by Choice
ConeactiD  Actions Ovgaszabion Name
et ST PO L ———

Media Dielivery Method

‘[ v

There are na errees

Summary

The Summary section gives the agreement creator a page on which to view the agreement
content.

1. Select the Summary tab.

View each area within the summary by clicking on the headers on the left. In addition, an area
can be revisited by clicking the links on the right.

14
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| Contoso Ltd  (Contract Package ID: PKGO4138155)
Enter the requir at

Status: Draft | Ssve |[ Close ||

ion below to complete the contract package for this s n. Click on the icons to

v v Y v v v rd
[ B B O O
A Prioe Choose Choose Addiions Chooss  Chooss Madsa [USUMMSRS

SummMmar

| Header Details

Package Number Package Created Date Program Name Program Version Package Content Package Status Channel Model Contract Type
PKGO4138155  2010-5-12 Open Value 2009 Agreement Draft Two Tier

Corporate
Agreement Type Agreement Number Customer PCN Custormer Name Localized Customer Name Customer Country
Agreement V2172858 8CTDZE20 Contose Ltd Contoso Ltd Ireland
¥ Prior Agreement Views Prige Agreernent Detaily
~ ) Organization View Qeganization
~ | Contacts Wiew Contacts

) Additional Info
) Offering View Offering

~ | Media Form View Media Form

Preview/Upload and Preparing for Signature

Before submitting the Contract Package for signature, contract package documents can be
reviewed and additional miscellaneous documents can be attached if required.

1. Click Preview/Upload.

2. Click on the document name to review/print each draft document in .pdf format.

Upload Documents

Use this feature to attach additional documents to
file should be shown to the customer, Gthenes

Ty

Title™

this contract package. Check the "Visible to Customer” box if this
jeave it unchecked.

Location™ [ Browse.. |
Visible to Customer

Uploaded Documents.

Document Name Wiewable to Customer Include in Signature Form Virus Scan

=

Note: Contracts printed from preview/upload at this stage are not final. Physical versions should
not be sent for customer signature.

3. To attach any additional documents enter a title for the document.

15
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4. Click Browse to locate the document for attaching.

5. Choose whether the document should be visible to the customer when signing.

In the case of Open Value or Open Value Subscription, Partners or Resellers may choose to
attach additional documentation (e.g. sales/marketing information) that they would like to send
to the customer for informational purposes, which will not be taken into account by the

processing team at the Regional Operations Center (ROC) when processing the agreement.
Additional forms should not be included.

The Visible to Customer check box determines whether a miscellaneous document will be
visible to the Customer when signing. If there are reasons that the customer should not see the

document, DO NOT select this choice. The option chosen for each document listed in the
Uploaded Documents section.

6. Click Upload.

Repeat as necessary until all miscellaneous documents required are attached. Each document
will appear in the Uploaded Documents section.

7. Click Close once complete.

ﬁ Preview/Upload Documents L ¢ ]

Upload Documents

Use this feature to attach ocuments to this contract package. Check the “Visible to Customer”™ box if this

file should be shown to the cu: otherwise leave it unchecked
Type* | Miscellaneous Documents v
Title®  eAgreements Update
Location*® | eAgreements Release Scop’ | Browse..
[¥] Visible to Customer

| Upload
Draft Package Documents
View or print a draft version of the following documents in your contract package
Document Name Document Number
Open Value Agreement 20015
Commercial Signature Form - No Microsoft Signature 20033
Uploaded Documents
Document Name Viewable to Customer Include in Signature Form Virus Scan
i D brochure Pending

Close |

Note: It is also possible to remove any Uploaded Documents that were uploaded in error. To do
this select the document and click the Remove button.

16



eAgreements User Guide

Prepare for Signature

There are two submission for signature options. You can submit for either electronic or physical
signature. This section explains both.

Electronic Signature

1. Click Prepare for Signature

The prepare to send dialog box opens

2. Verify the Electronic Signatory.
3. Enter any CC or BCC e-mail addresses.
4. Click Send.

&4 Prepare for Signature 7}

Your contract package is now ready to be sent for processing.
Choose one of the following signature options:
© Electronic Signature ) Physical Signature

The chasen Signatary contact(s) will be sent an email notification requesting signature and must login with
a Windows Live ID.

nformation is correct.
Electronic Signatory
Jeff, Hay (someone@example.com) Change

submit | [ Cancet |

Note: Choose Electronic Signature to submit this contract package for signature electronically.
An email is sent to the specified signatory requesting their signature. The Distributor and
Reseller contacts listed during the package creation will receive a copy of the invitation email by
default.

5. Click OK to acknowledge confirmation of submitted package.

[ Confirmation Popup o|B] %
Your contract package was successfully sent for processing.
‘You will receive an email confirmation shortly, which will inciuge me agreement number for your reference.

17
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Physical Signature

1. Click Prepare for Signature

If you did not include an electronic signatory when you assigned contacts, you will receive a
warning when attempting to prepare you agreement package for signature. If this preparation
requires an electronic signature, return to the Choose Contacts section and assign electronic
signatories. Alternately, click Assign to assign one from the Prepare for Signature screen.

ﬁ Prepare for Signature

Your contract package is now ready to be sent for processing.
Choose cne of the following signature options:
@ Electronic Signature ) Physical Signature

The chosen Signatory contact(s) will be sent an email notification requesting signature and must login with
a Windows Live ID

Sending this contract package electronically for signature confirms that the informalion s comect.

@ Primary Signatory for the agreement not chosen

Signatory Contact

BASSign s

Cptional Email Recipients

The Signatory Contact will be sent an email notification requesting signature upon submission. If
you would like other individuals to be notified, please enter one or more email addresses for
individuals to be included on the CC or BCC lines of the email to the Signatory Contact. If
entering multiple email address, please separate each one with a semi-colon ().

cc:
BCC:

|_Submit | | Cancel |

2. To proceed with the physical signature option select Physical Signature.

3. Click the Document Name to review the desired document.

Note: Prior to submitting the contract package all documents will have a ‘Draft’ watermark.
Documents with this watermark cannot be accepted at the Regional Operations Center for
processing. Once the package is submitted successfully, the watermark on the documents is
updated to 'Physically

Submitted’. Ensure all documents have this watermark before sending for Customer signature.

18
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N

bed Prepare for Signature

Your contract package is now ready to be sent for processing.

Choose one of the following signature options:

To obtain physical signature of the contract package, please first click Submit to complete the package for
processing. This may take a few minutes. After submission, you must then print the documents listed
below and send to the Customer for signature. After the contract package is signed by the Customer, send
it, along with all completed documents, to the Customer’s channel partner or Microsoft Account Manager,
who will submit them to the appropriate Microsoft location.

Documents Requiring Signature
Document Name Dacument Number
Open Value Agreement 20015

Commercial Signature Form - No Microsoft Signature 20033

Uploaded Documents
Document Name Viewable to Customer Include in Signature Form Viru
Miscellan, men m v Che

" ] »

( submit | [ Cancel |

4. Use Adobe Reader to review the documents.

5. Click Submit when you have completed reviewing.

When the submission process has completed a confirmation dialog will open.
6. Click OK.

You must now print all documents included in the contract package to send to the customer for
signature.

1. Click the Document Name to open and print each desired document.

Note: All documents will now have a 'Physically Submitted’ watermark rather than ‘Draft’
watermark.

2. Click Print.

3. Send printed package to Customer for signature.

Note: It is important that the date of the physically signed agreement is not earlier than the
agreement submitted date, or it will be invalid and the Regional Operations Center will reject it.

19
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Withdrawal of Submission

Where a contract package is created within eAgreements, it is possible to withdraw submission
of the package to make further edits should this be required. Once a package is submitted, the
Withdraw button becomes visible. By withdrawing the package, its status returns to draft. Any
edits should be completed and package resubmitted for Customer signature. Note, that once
withdrawn, the previous version of the contract is void.

1. Click Withdraw to withdraw the agreement.

Contoso Ltd (Cont
Enter the required infor

o
Agremars Organtzaso

2. Click Yes to confirm the withdrawal.

When complete, there are two indicators that the package has been withdrawn:
1. The Withdraw button has reverted to the Delete button.

2. The status has changed from Pending Customer Signature to Draft

Contoso Ltd (Contract Package I0: PKGO4138155,
Enter the required information below to complete the contract pa

Resend the Notification

It is possible to resend the Submission Notification emails.

1. Click Resend Notification.

20
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Contoso Ltd (Contract Pac

tatus:  Pending Customer Electronic Signature | Save || Close |
Enter the required information s to navigat s

the icons to navigate to other sections.

The Resend Email Notification dialog box opens. You can resend to the electronic signatory you
originally sent to and add an additional recipient.

2.

3
4.
5

Enter the Additional Recipients email address.
Enter any necessary comments.

Click Send.

Click OK.

Extending an Open Value Agreement

Users have the option of extending an existing Open Value Agreement in order to extend their
Licensing coverage without having to create a new agreement. This can be done sixty days prior
and up to thirty days after the agreement expiration.

On the Organization Search page, use the following steps to extend an Open Value Agreement.

1. Enter the number of the Master Agreement you want to extend in the Renew
Agreement field.

2. Click Start.

3. A pop-up screen appears to show that this agreement is eligible for extension. Select
the appropriate language from the Language drop-down list box.
Note: The pop-up can also show that the agreement is eligible to be renewed.

4. Select Extend existing agreement.

5. Choose from the Language drop down list.

6. Click Continue.

21
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L2
The following agreement is currently eligible for a renewal.
Organization Name: Contoso Ltd.
Agreement Number: 1234567
Program: Open Value Subscription
Start Date: 4/12/2007
End Date: 4/30/2010
© Renew into a new agreement
I © Extend existing agreement I
Language |English v
| Cancel J [ Continue ]
S )

7. Select the appropriate signatory from the Signatory drop-down list box.

8. Click New to add a new signatory where required. Complete the contact details for
the signatory. Alternatively, click Edit to amend the signatory’'s details.

Contoso Ltd.
Enter the re

Renew Agreemen

Organization Name:  Contoso Lid.
Agreement Number: 1234567

Program: Open Value Subscription
End Date: 4/30/2010
——  new ) e

9. Click Preview and Upload and attach any documents required.

Contoso Ltd. (Contract Package ID: PRKGO2334328)
Enter the required information below to complete the contract package for this section. Click on the icons to navigate to other secti

10. Click Prepare for Signature and follow the directions for signature as explained in
Prepare for Signature.
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Renewing an Open Value Agreement

Users can renew an existing Open Value Agreement into a new Open Value agreement. This can
be done sixty days prior to and up to thirty days after the agreement expiration. The tool also
allows out of grace renewals. Regional Operations Centers have the empowerment to approve
exceptions up to 120 days after renewal date. If a renewal is required later than 120 days,
contact your subsidiary for approval (special deal). The special deal number should then be
included in the CLT log requesting that the new agreement be set up as a renewal and
backdated to ensure no gap in coverage.

On the Organization Search page, use the following steps to extend an Open Value Agreement.

1. Enter the number of the Master Agreement you want to extend in the Renew
Agreement field.

2. Click Start.

3. A pop-up screen appears to show that this agreement is eligible for renewal.

Note: The pop-up may also show that the agreement is eligible to be extended.
4. Select Renew into a New Agreement.

5. Click Continue

b2l
The following agreement is currently eligible for a renewal.

Organization Name: Contoso Ltd.
Agreement Number: 1234567
Program: Open Value Subscription
Start Date: 4/12/2007
End Date: 4/30/2010

© Renew into a new agreement

() Extend existing agreement

Cancel || Continue
N v

The organization appears on the Organization Search page

6. Select the organization name.

7. Click Add Program.
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Is the organization listed below?

If so, choose the organization and click View Organization Detail to edit organization details. To create an agreen|

Organization Name Localized Organization Name  Address City State Zip
Contoso Ltd Contoso Ltd 1 Main street Dublin

 View Organization Detail || Add Program |

8. Configure your program choices on the Choose Program dialog box.
9. Click Next.
This action brings the user to the Prior Agreements page.

10. Choose Yes or No to indicate whether the Customer organization has agreements
that are eligible for Software Assurance by selecting the appropriate media button.

You may add additional prior agreements simply by entering additional prior agreements in the
Prior Agreement Number field and clicking Search. Additional prior agreements will appear in
the Selected Prior Agreements table.

Contoso Ltd  (Contract P
Enter the required info

Status: Deaft | Save || Close |

Prior Agreements
Price Agreemant Number Enter Agretment Number | Search

11. Click the Choose Organizations tab to continue building what essentially is a new

Open Value Agreement. Continue the package creation process for as described in
the Open Value Agreement section.

Accepting and Signing the Agreement

When a contract package is created and submitted for electronic signature an e-mail is sent to
the Customer signatory. This instructs them to complete the agreement process by clicking the

Accept and Sign link, logging into the eAgreements web site and electronically accepting the
agreement.
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Dear Don Hall,

Your Microsoft Volume Licensing Agreement has been created by your Microsoft Channed Partner and is ready for acceptance and electronic signature.

Contract Package Number, PKGO0D0001
Agreement Number: 12345678
Customer Number. B1234812

Action Required

Please click the link below in order 1o review and sign the agresments on behalf of your company. If you no longer have signing authority, please nofify your Channel Pariner immediately
and do not use the below link.

Note: You will be prompted to sign into eAgreements using a valid Windows Live 1D. If you do not have a Windows Live ID, you are required to create one and will be prompted to do so
after you click the link below

Chick the link to review and sign the agreement(s)

bttps:/hvicmafe parttest extranettest microsoft. com/Agreementit aspx? i765060-60f2-457b-9227-
15825237« ntact = 04-3a24 479621 6d93c107h
Getting Assistance

If you have questions about the process for reviewing and accepting your Organization's license Agreement, please consult your Organization's Channel Pariner. If you have difficulty
with the link above, please contact Microsoft at eAgreeEU@msdireciservices.com. When you speak lo a Microsoft representalive regarding your Agreement, please quote your Contract
Package Number, Agreement Number and Customer Number as referenced above

We look forward to your participation in the Microsoft Volume Licensing Program.

Sincerely,
Microsoft Volume Licensing

1. Click on the link in the notification email to open the eAgreements Website.

2. Sign in with your Microsoft Account.

Note: It is also possible to create a Microsoft Account at this stage if you do not already
have one.

Unlike eAgreements for OV, with the new eAgreements tool, customers can now sign
multiple contract packages associated to the same organization using a single Microsoft
Account.

On signing in, the Contract Package view opens.

3. Click the Document Name to view the contents of each document.

4. Review the agreement.
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Contract Package Details

Contract Information
Organization Name Contoso Ltd Contract Package Status  Pending Custorner Electronic Signature
Public Customer Number  8CTD2E20 Submitted Date 52002010
(PCN)
Contract Package 1D PKG04138155 Submitted By Jay Hamiin

Please review the above for accuracy. i any of the information is incomect (e.g.. i the “Organization name” is not the legal name of the company to be legally
bound by the agreements), do not sign the agreement(s) and contact your Channel Partner. i the above is accurate, proceed

Contracts for review and signature (1)

Please open and review, or have reviewed by legal counsel, each of the documents shown in the table below. if any of the information in the
agreements is incorrect, do not sign and contact your Channel Pariner. These agreements contain damage and warranty exclusions,
limitations and disclaimers, as well as other important terms and conditions that should be reviewed before signing.

. Documentiome umbes o1 Code i

5 Open value Agreement 20015

Documents not requiring signature (2 )

e S0SOT MNR |
™ Commercial Signature Form ~ No Microsoft Signature
2 Misce#anecus Documents eAgreements brochure

¥ you cannot view the POF files, please download a free POF viewer: hitp /v adobe com

The documents in the table above do not nead to be signed, but are relevant to or are part of the agreements to be signed. For example. a document in this

soection might bo by in an agH that will be signed, contain pncing terms that are part of an agreement to be signed, or for
informational purposes.”

By clicking the ‘I Confirm” button below, the signng agent represents, wamants and agrees that he or she has been duly authonzed to sign for the ocrganization
named in the “Contract information” section and has reviewed each of the documents in the tables above

1 Confirm | Reject

Accepting

To sign the contract package, review the documents and acknowledge your review by
completing the following steps:

5. Click I Confirm.

6. Select I hereby authorize Microsoft to apply my signature to the signature form.
Enter your Name exactly as it appears on the form.

8. Enter your Job Title.

9. Click Submit.
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The documents in the table above do not need to be signed, but are relevant to or are part of the agreements to be signed. For example, a document in this
section might be incorporated by reference in an agreement that will be signed. contain pricing terms that are part of an agreement to be signed. or for
informational purposes.”

By clicking the “I Confirm” button below, the signing agent represents, warrants and agrees that he or she has been duly authorized to sign for the organization
named in the “Contract information” section and has reviewed each of the documents in the tables above.”

@1 Confirm 1 Reject
[¥) hereby authorize Microsoft to apply my signature to the signature form
Signature Block

To sign the signature form above on behalf of the organization, and as a symbel of your signature, type
in your name and job title exactly as they appear below . If you have decided not to sign or if you would
like to exit now and come back later to sign, click “Cancel” below.

Name® Don Hall Don Hall
JobTitle* OO ]
Purchase Order Number

Maximum 1000 Characters
* = Required

Click Submit to deliver the agreements to Microsoft for approval

7 Submit | I "Cancel |

Upon submission, the document package is routed to Microsoft for final processing. Barring any
activation issues, the contract package will be activated in eAgreements. An email notification
sent to the Distributor and Reseller to advise when the package is active. The Customer will
receive a welcome letter. Once an order is placed, if requested media will be shipped.

Rejecting

Signers also have the ability to reject their Contract Package. To reject a contract package, click |
Reject and specify the Rejection Reason, and provide additional details in the Comment
section. The entire package is routed back to the Agreement Creator, who can review your
comments, edit the document package, and resubmit as needed.
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Note: If you want copies of any of the documents in your package, you must save and/or print
them before you reject the package. Once rejected, the document package will disappear from
your view, as it will no longer be in an active status for you.

The documents in the table above do not need to be signed, but are relevant to or are part of the agreements to be signed. For example, a document in this
section might be incorporated by reference in an agreement that will be signed, contain pricing terms that are part of an agreement to be signed, or for
informational purposes.”

By clicking the *I Confirm” button below, the signing agent represents, warrants and agrees that he or she has been duly authorized to sign for the organization
named in the “Contract information” section and has reviewed each of the documents in the tables above.”

© 1 Confirm  ® | Reject

Rejection Reason*
Please Select... -

Comment*

Maximum 250 Characters. ( 250 characters left)

* = Required

ET AN Concol |

Summary

This eAgreements User Guide has demonstrated how to use the eAgreements tool to
create and manage agreements for the Open Value and Open Value Subscription
programs. The guide demonstrates the creation, assembly, signature, and execution of
these agreements.

By automating the complexities of setting up and signing an agreement, the eAgreements tool
can help reduce data input errors and cycles times, thus improving the Partner and Customer
experience with the agreement process.

Note: For information on using eAgreements with Enterprise Agreements, Select Plus,
Service Provider License (SPLA), Enrollent for Education Solutions (EES) and other programs,
see the other guide titled eAgreements User Guide: All Programs.
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