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Objectives

By the end of this training, you will be able to carry out the:
» Creation of Incentive Administrator(s) and Users.
» Completion of incentive program enrollment.

» Access help and support.
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A new incentive experience

Why a new incentive experience?

In Microsoft's efforts to make your incentives
experience easier, we are moving all incentive
programs to a single platform called the Partner
Center Dashboard.

This will be a centralized location where you can:

« View all your incentives earnings and payments.

« Discover new eligible incentive opportunities
where applicable.

« Manage your claims where applicable.

As part of this, partners enrolling in a new incentive
program will have a new and more streamlined
experience through Partner Center Dashboard.
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The modern enrollment
Process

There are two steps involved in the modern enrollment
process that require action on your part:

1. User management. This includes the set-up of the
Incentive Administrator and user permissions in
the Partner Center Dashboard.

2. Receiving your invite and enrolling in your
incentive program.

Please note that in order to experience modern
incentives on the Partner Center Dashboard, you must
either:

« Migrate your existing Microsoft Partner Network
(MPN) membership from Partner Membership
Center (PMC) to Partner Center.

« Set up a new membership in Partner Center.




Step 1 - User management
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User management

To enroll in an incentive program in the Partner Center
Dashboard, the Global Administrator or Account
Administrator needs to set up your company users.
They must assign an Incentive Administrator(s) and
grant Incentive User permissions.

User management is fully integrated into the Partner
Center Dashboard. This allows for the:

« Addition of both the Incentive Administrator and
user roles.

» Editing of permissions.

« Deletion of user profiles.

For more details on partner accounts, roles, and
permissions — see the “Learn more” articles on the
Partner Center Dashboard.

The Global Administrator can also set up your
company users through the Azure Active Directory
(AAD).



http://go.microsoft.com/fwlink/p/?LinkID=617972

User management

Once your organization is eligible for incentives, the
following users will receive an incentive enrollment
invite:

* Global Administrator

* Account Administrator

 Incentive Administrator

The Incentive Administrator is the only user who can
enroll in incentive programs. If there is no Incentive
Administrator for your particular location, the Global
Administrator and Account Administrator must assign
one. The Incentive Administrator must be assigned for
the location MPN IDs.

The Global Administrator or Account Administrator can
also be assigned as the Incentive Administrator.

We will run through the process for assigning an
Incentive Administrator in the next slides.

¢ m Microsoft




a Partner Center

User

MPN
Current tasks
¥ Overview
How 3 user works in the Partner Dashboard is determined by the role Sell appeoximately two times more cloud volume than network When you enroll in incentives programs, you make money from
a e that user has. Renewing your MPN membership, using benefits, members when you utilize cloud benefits a5 an Action Pack partner Microsoft for participating in activitees that promote the Microsoft
o : getting referrals 10 new Customers, making incentives caims, adding products you sell
. . Ptw users, and moce are available Gepending 0n & user's role. Learn .
TO manage users W|th|n the Pa r‘tner B Program more abOUt user roles and permissions and how 1O request acess
Center Dashboard, you need to follow "
these steps.
Quick links
8 2 &
When the organization is invited to partes search User accounts partner accout
en ro | | in an incentive ro ram or Find solutions bullt by Microsoft partners. Create 3 busingss profile o help part

customers and partners find you (sdmin credentialé required)

the first time within Partner Center
Dashboard, the Global Administrator Vew by
or Account Administrator sees an Q

action in the Current Tasks section of =
the dashboard. -

(Please note that this section will
disappear once it has been selected.)

Select Get Started to open the
User management screen.

Note

Only users with the permissions of an "Incentive Administrator” can enroll in an incentive program. The Global Administrator
must assign these permissions to either existing or new users.
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Account settings

User management
Add. edit. or remove user acoounts. Assign permissions. ‘
managemen

s search 2 All Users - |

Azure AD profile S o
To manage users within the Partner — fngconecen e
Center Dashboard, you need to follow : — -
User management est3 test3@contoso.com Remove
these Steps' Test4 testdi@contoso.com Remove
TestS test5@contoso.com Remove
Test6 testG@contoso.com Remove
The User management screen ::”:

opens.

Here, the Global Administrator
can either:

i. Add a new user or

ii. Edit the roles and
permissions of existing
users by selecting a
hyperlinked name.

The User management screen
can be accessed at any time by
selecting the cog wheel icon at

the top right of the screen,
selecting Account settings and
then User management.




m Partner Center

User

Account settings Add user
management
Locations
. 0 Azure AD profile
To manage users within the Partner emtindis 5,
Center Dashboard, you need to follow
these StepS. User management

Roles and permissions  Learn more

D Manages your organization’s account as

To add a new user — enter the Y
name and email address. The e p— e mv—s s S
domain is prepopulated. [ Accointadi

Once the users details are
entered, their incentive
permissions can then be defined.

To do this the Global

D Manages your organization's incentives for one or more locations

Administrator selects Manage
your organization’s incentives
for one or more locations.




m Partner Center

User

Account settings Add user
management
Locations Test User
. . Azure AD profile
To manage users within the Partner o
Payout and tax testuser idayincentives002.con
Center Dashboard, you need to follow
User management

these steps.

Roles and permissions  Learn more

D Manages your organization’s account as

The screen expands allowing the v
incentive permissions to be applied. 3 145 usr adminisirs yourcrganiction’s

D Account admin

rganization’s users and locations

4. A user can be given either
Incentive Administrator or
Incentive User permissions at:

* An entire organization level.
* At alocation level.
+ At aprogram level.

Manages your organization's incentives for one or more locations

Select how this user manages incentives for your organization's locations
Py -
\ . )
@) Entire organization (® incentive administrator

:

\./ One or more locations listed below

0000001 The incentives, 001

To apply a permission level, the Global
Administrator selects the radio button 0000002 The incentives, 002
next to the applicable option.

0000003 The incentives, 003

Note

For more information on the various user permissions visit the “Learn More" articles.



https://docs.microsoft.com/en-us/partner-center/permissions-overview

m Partner Center

User

Account settings (] Account admin
I I . a n a g e I I I e n t Partner profile Manages your organization's incentives for one or more locations
Locations Ic}-_.‘\-.‘\'. how this user man ..l ges incentives for your organization's locations
W E"‘.I'-‘ .':':!l"l..‘.'l'. on ncentive agdministrator Incentive user Mot an incentive user for this location
o ° Azure AD profile @ o
To manage users within the Partner ) e o moteecsons e bkow
Center Dashboard, you need to follow R - | o) ol o
these steps. User management -
0000001 The ince /| @ 9 O
0000002 The incentives, 002 O O O]

The functionality to offer
permissions for one or more 0000003 The incentives, 003 | (@) O O
locations is also supported.

o To apply a permission level 0000004 The incentives, 004 | () ® O
select the radio button next ]
to One or more locations 0000005 The incentives, 005 | @) O O
listed below.
0000006 The incentives, 006 | () O ®

Then select the relevant role next
to each location.

Manages your arganization's incentives for one or more offers




User
Mmanagement

To manage users within the Partner
Center Dashboard, you need to follow
these steps.

Further customization of how
your incentives are configured at

a program level is also available
from the Manage your
organization’s incentives for
one or more offers.

m Partner Center

Account settings

Partner profile
Locations

Azure AD profile
Payout and tax

User management

Note

Locations need to be saved before you can update the program details.

|:| Account admin

Can manage your organization's users and locations

Manages your organization's incentives for one or more locations

Select how this user manages incentives for your organization's locations,
(@), . - ()
"2/ Entire organization \Z/ Incentive administrator

') One or more locations listed below

0000001

0000002

0000003

0000004

0000005

0000006

The incentives, 001

The incentives, 002

The incentives, 003

The incentives, 004

The incentives, 005

The incentives, 006

Manages your organization's incentives for one or more offers

Updat Reset password

~

\_/ Not an incentive user fo
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Select access to programs by location

User
Mmanagement

To manage users within the Partner
Center Dashboard, you need to follow
these steps.

Select which programs this user should have access to for each of the locations listed below.

INCENTIVES

0000001 Hyderabad, IN
[] The incentives, 001

The incentives, 002
The incentives, 003

0000002 Brisbane, AU
The incentives, 001

The incentives, 002
This functionality allows the
Global Administrator to restrict

0000003 Las Vegas, US
[T] The incentives, 001

the incentive programs within the
locations that the Incentive
Administrator or User should
access.

Note

Locations need to be saved before you can update the program details.




User
Mmanagement

To manage users within the Partner
Center Dashboard, you need to follow
these steps.

9. Select Update to save the
changes.

« If these changes are being
applied to an existing user —
there is no further action
required and within a few
minutes the changes will be
applied.

m Partner Center

Account settings

Partner profile
Locations

Azure AD profile
Payout and tax

User management

Note

In the above screen, if a new user is being added — “Update” will be replaced with the word “Add”.

D Account admin

Can manage your organization's users and locations

Manages your organization's incentives for one or more locations

Select how this user manages incentives for your organization's locations

~

\_/ Entire organization () ncentive administrator
O
=/ One or more locations listed below
o}
0000001 The incentives, 001 (@)
0000002 The incentives, 002 O
0000003 The incentives, 003 Ol
0000004 The incentives, 004 ()
0000005 The incentives, 005 @
0000006 The incentives, 006 O

Manages your arganization's incentives for one or more offers

Reset password




w Partner Center

User
User has been added
m a n a g e m e nt Partner profile Click here to view To view User1 permissions -

Account settings

Locations Sign in info:
: : e Username userl@contoso.com
To manage users within the Partner N pomy pasoword OATB2C3D4ES67
Center Dashboard, you need to follow otendiax
these steps. User management
Add another user
If a new user is added, an additional
screen is shown.
10. This screen will detail confirmation
of the user being added and a
temporary password. This will
need to be copied and sent to the
user.
*  The new user would use this
temporary password when
logging in to Partner Center
Dashboard for the first time.
They will then be prompted
to create a new password.
Note

After you leave this page, the temporary password cannot be viewed again.




User
Mmanagement

To manage users within the Partner
Center Dashboard, you need to follow
these steps.

11. You can search for a user by their
permission type. Use the
dropdown arrow to select and

view the Global admin for your
organization.

Account settings

Partner profile
Azure AD profile
Payout and tax

User management

User management

Add, edit, or remove user accounts. Assign permissions.

Export report of users who have access to Partner University or have associated Microsoft Learning account.

Name |
Partner Name

Microsoft Office 365 Portal

Global admin v I

Email

IncentivePartner@company.com

All Users

Manages your organization's account as

Global admin

MPN partner admin

Referrals admin

Business profile admin

Manages your organization's incentives as
Incentive administrator

Incentive user

Account admin
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The enrollment process

The Incentive Administrator is the only user that can
enroll in an incentive program. They will receive an
invite to enroll once they are eligible for incentives.

The Incentive Administrator should select Get Started
from their invite. This will direct them to the Partner
Center Dashboard.

To enroll in an incentive program, an Incentive
Administrator needs to follow the steps on the
following slides.

Note

You must use Partner Center credentials to login and get
started.




m Partner Center

The enrollment
Drocess

Overview

A summary of your Incentive earnings, payments and programs.

INCENTIVES Total samed Tmlm
To enroll in an incentive program, an usD UsD 0
Incentive Administrator needs to
follow these steps.
. w Action reouired (1

Log into the Partner Center - . - o

Dashboard and navigate to the

Incentives section on the left 0000001 The incenties, 001 . . iwited o

navigation bar. Select Overview
to show all incentive program
invitations.

0000002 The incentives, (02 usoo uspo Enrolled

The i tives, 003
003 incentives S0 o uspo Enrolied

The dashboard will also show any
existing enrollments (if there are

any).

0000004 The incentives, 004 Uso 0 usnDo Enrolled

Note

The Incentives section in the navigation menu will only be visible to Incentive Administrators and Incentive Users.
They will also see a Payout Statement tab that offers incentive reporting. This will be divided into three sections;
Summary, Earnings, and Payments.




a Partner Center

The enrollment
Drocess

Overview V Foes

A summary of your Incentive earnings, payments and programs.

e Total earned Total paid

e usbD 0 UsD 0

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

~

Al incentive programs  Action required (1

To start the enrollment process,
select the Enroll option for the
specific program you wish to

Program rame Locaton

The incentives, 001

Invited | Env
enroll in.
0000002 The incentives, 002 usD 0 usD o Enrolled
Thei tives,
003 e incentives, 003 UsD 0 UsD 0 Enrolled
004 The incentives, 004 UsD 0 usD o Enrolled

Note

A program not yet enrolled will hold the status of invited and an Enroll hyperlink will be available. This link will
remain until the Incentive Administrator has started the enrollment process.
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The enrollment

MPN

A summacy of your Incentive eamIngs, payments and programs,
process

Enroll in the Skyline incentive program

Overview

INCENTIVES Total earned
. . . The incentives, 002 (MPN: 1111112)

To enroll in an incentive program, an -~ Al 1,2008 < Jane 30,2019 UsD o
Incentive Administrator needs to S N—
follow these steps.

Purpose

Skyline and its offers provide parters with investment funds to drive

: o increased sales and improve customer expenence with Microsoft
You will be presented with a — | |
Need to Know

confirmation of the incentive

Skyline and its offers  pye varying pecformance periods, incentive
rates, program criteria and payment frequency. Proof of Executon may be

ramiirad and all aserisnating nartnanr miict ranaet calas dars ta M Calae

program, purpose, and a program
summary.

. . By selecting continee, you assen you dee Sthored 10 aCt ON your organization’s behal. and
Se|eCt Contlnue tO proceed W|th YOU agree 1o the terms and Conditions in the Microsoft Partrer Network agreement. You alio
the enrollment understand that your bank and tax profile rust be up-10-date for payment

Step 1of 2
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The enrollment
process

Overview

MPN
A summary of your Incentive eamings, payments and programs,

REFERRALS

INCENTIVES

Total earned Total paid
To enroll in an incentive program, an B Overview D UsD 0
Incentive Administrator needs to P Enroll in the Skyline incentive program
follow these steps. The incentives, 002 (MPN: 111112)

July 1, 2018 - June 30, 2019

To complete your enroliment, you must add or update your bank and tax
All incentive g profile in your partner billing profile. Your organization’s bank and tax profile is

Additional information about the
requirement for adding/updating
bank and tax details is given.

used for biling and payments from Microsoft Remember 10 include your VAT 4
dppropnate

When you've completed your bank and tax profile. we will enroll you in ths

program
This is a requirement for

enrollment completion.

Sup2et? Close Add bank and tax profile

Select Add bank and tax profile
to progress to the next step.

Note

Selecting “Close” without completing bank and tax details will take the user back to the overview page,
displaying the prompt to “"Update bank and tax profile”.




The enrollment
Drocess

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

You will be directed to the bank and
tax setup page. You can assign both
bank and tax profiles to a program
from this page.

The steps to create/use an existing
payment profile are covered in detail
in the next two sections.

Account settings

Payout and tax setup
P 2 Complete the tax peofile and the bank profile in order 10 be eligible 10 get paid for incentives. Add a bank peofile for each location where you do
- e business. The profiles need to be complete by the deadline of the incentive program. Allow 48 hours for Microsoft 10 process your information
Payment occurs at the fiest payment cycle after your profiles are complete
Locations
Azure AD profile Programs
Payout and tax Skyline
User management
Not Valid 001N AU Microsoft Regional Sales Corporation Not Started Electronic Bank Transfer g
Ceate 2 new payment prafle,,
Tax Profile
Not Started 1011 AU
Bank Profiles

If you are required to make an update in the bank and tax for a particular program and location, “Action

Required Update Bank and Tax Profile” will be shown under "Status" on the overview page available from
the left navigation bar.
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Banking profiles

Remember:

Banking profiles are created at an organization level
and can be assigned across multiple MPN ID’s within
the same organization.

This allows for the same banking profile to be used.
There may be exceptions when applying the banking
profile to different countries, as different banking and
tax rules may apply.

£l
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The enrollment
Drocess

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

Select the relevant program from
the drop-down menu.

Create a new payment profile or
select an existing preapproved
profile (if one exists) for each
MPN separately. If a payment
profile that is already created for
other locations is to be used for
the newly onboarded program,
choose this from the drop-down
menu instead of creating a new
profile.

Do not create duplicate bank
profiles.

To return to the overview page —
select Overview under Incentives on
the left navigation bar.

Account selt
- Payout and tax setup
At ol Complete T Lix pofile 5 the Dank peotile i Order 10 B elagitie 10 et pad 1or indentived. Adk B Dok profie A0d edh IOCARON whine you 30
el Dbt The GO nnd 10 B COmphett By The ceading of The NGEtret Brosram. Allcw 8 hours for MACRoMoR 10 proiess your formaton
Pyl X0 B e (ST Puyral G e O Grolieed e Cdrmpiete
Locations
Anure AD protie Programs
Payout snd tax. Skyline
Ut AR
hot Vil oo Maroioh Reguonal Saiet Corporation Fot Stared Eiectrone: Bank Transder L
Craate & robw et prifle
Tax Profile
Mt Started T Al
Bank Profiles
Note

If you are required to make an update in the bank and tax for a particular program and location, “Action
Required Update Bank and Tax Profile” will be shown under "Status" on the overview page available from
the left navigation bar.
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The enrollment

Account settings

Baﬂk PFOfI|e ;<.'Z ancel’ 1o returm to previous Cancel
Partner profile
p rO C e S S Azure AD profile Details In Progress
Payout and tax
. . . User management Profile name Disbursement currency ** (1)
To enroll in an incentive program, an R oo -
Incentive Administrator needs to et meted D
fO”OW these Steps. Bari account location (1 Electronic Bank Transfer A
India v
Microsoft’s preferred payment method is efectronic banking.
Selecting Create a new payment
profile, opens the setup pages.
Bank Account @ Input Pending

Bank profile information is organized
under three sections:

I.  Details. Beneficiary @ Input Pending
. Bank Account.
li. Beneficiary.

Iv. Progress status is tracked
and displayed towards the
right of the input section.

Session will expire in: 14:59 Click "Cancel” to return to previous Canvcel




m Partner Center

Account SEttings Bank Proﬁle Click “Cancel’ to return to previous

The enrollment
Drocess " —

Payout and tax

Cancel

1 «*(T) : =+ (T)
User management Profile name ** (1) Disbursement currency ** (1)

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

Payment method * * (1)
Bank account location ** (i}
Electronic Bank Transfer R

Microsoft’s preferred payment method is efectronic banking.

3. Enter the payment details in the
Details section.

 Profile name |
Enter a unique name to Bank Account @ Input Pending
identify this payment profile.

Bank account Ioc_ation Beneficiary @ Input Pending
The country in which your
company'’s bank is located.

Disbursement currency
The currency in which

Microsoft will pay you.

Depending on the partner's

bank account location this

may be set or another

currency can be selected

from the drop down.

Cancel

4. Select Next to save these details
and ‘move to the Bank account
section.
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The enrollment
Process v —

Account settings

Payout and tax Indian Financial System Code * * (1 Account number * * (i)
. . . User management Bank 1234567 1234567890
To enroll in an incentive program, an
Incentive Administrator needs to Bk e
follow these steps. senk
Bank branch name
Branch Bank 1
Bank Address
Under Bank account, enter the et
bank identifier such as IBAN, BSB —
or SWIFT/BIC. The fields shown in BaNKiZ4
this section will vary by country.
The bank account information =
that relates to this identifier then
appears on the page below. Next, Beneficiary @ Input Pending
enter additional details such as
account number if they are not Sesson il e 1854

already shown.

Select Next to save these details
and move on to the Beneficiary
section.
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The enrollment

Account settings

Beneficiary In Progress
Partner profile
Payout and tax Contact phone * * Contact email * *
To enroll in an incentive program, an User management
Incentive Administrator needs to
fO”OW th ese Steps. .:(:'-'IMN\h\)\.wrf/vf)l\llv!fﬂ this information using Latin script To receive payment. make sure the address below matches the information your bank has on
By et this form Aas Deen Compieted with the iInfonmation you aready provicied
Bank beneficiary location
Company name on bank account ** (I Address 1°
Next, complete the beneficiary
information.
Beneficiary is the person in your it il . piseota
company that the bank would
contact if they need to discuss i 30 TownvCiy-
your account. -
TaxID** (1

Complete all details. This includes i
entry of tax type and tax ID. ;




The enrollment
Drocess

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

Once all the beneficiary
information has been entered, the
Finish button will be available.

Select Finish to save.

A confirmation message appears.
Select Confirm to agree to the
validation and creation of a
payment profile.

At this point you are taken back
to the Payout and tax setup page.

Account settings

Partner profile
Azure AD profile
Payout and tax

User management

Some banks reguire that you enfer this information using Latwn script To recerve payment make sure the address below matches the information your bant has on
file

By dlelant this form has been completed with the information you afeady provided.

Bank beneficiary location

Company name on bank account ** (| Address 1" (1
Country/Region * * Address 2 (i
v
Tax ID type **
TownyCity * *
v —
Tax D"~ (!
Postal code * " {1
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Tax pages
Remember:

Taxes is a dynamic section. Depending on the details
you enter under Setup (that is, the incorporation
country of your company), Partner Center Dashboard
will request you to enter the relevant tax information
for that country.

Please reference official sources of tax information for
your country if you require guidance regarding specific
tax details to provide.

Only company details are to be entered on the taxes
page. Personal details should NEVER be entered.

For partner companies in the Americas, if you require
information on completing the W8 or W9 forms, the
following addresses take you to the IRS site:

http://www.irs.gov/pub/irs-pdf/iw8.pdf

http://www.irs.gov/pub/irs-pdf/iw9.pdf

#' Microso!t



http://www.irs.gov/pub/irs-pdf/iw8.pdf
http://www.irs.gov/pub/irs-pdf/iw9.pdf

The enrollment
Drocess

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

If a new payment profile is being set-
up the next step, having entered the
banking details, is to add the tax
profile.

1. To start the tax profile association,
select Edit.

Account settings

Partner profile
Locations

Azure AD profile
Payout and tax

User management

Payout and tax setup

Complete the tax peofile and the bank peofile in order 10 be eligible 10 Qet paid for incentives. Add a bank peofile for each location where you do
business. The profiles need 10 be complete by the deadiine of the incentive program. Allow 48 hours for Microsoft 10 process your information,
Payment occurs at the first payment cycle after your profiles are complete.

Programs
Skyline
Not Valid 001mM A Microsoft Regional Sales Corporation Not Started Electronic Bank Transfer ]V
Gate 2 new payment prafle,.,
Tax Profile
Not Started 10111m AJ
Bank Profiles



The enrollment
Drocess

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

The online tax form is dynamic and
adjusts to the tax requirements of the

country that the organization is
incorporated within.

The form contains a minimum of four
sections:
. Business Profile
. Setup
. Tax status
. Additional documentation
In the Business profile section,

add organization details such as
names(s) and business numbers.

Select Next to continue.

Remember: = Make sure you have all your tax information @
Taxes handy
= Click Next after each step to save your
information.
= Exclude sensitive information such as bank
account details when submitting support queries,

Business profile ~= In Progress

Account type * Organization type *

| Organization v | | Government Entity A |

Organization name * DUNS number

Doing Business As (DBA)

I |

Setup ® Required

Note
1. You may not need to complete all sections, as this depends on the country of company incorporation.

2. The system alerts partners to the requirements in each section. A section may not appear if it is not
required.



The enrollment —
process

-= In Progress

Complete the form below so we can verify the tax status of the party contracting with Microsoft:

To en rol | | n an |ncentlve p rog ram, an O If you are filling this out on behalf of your organization, select if any are ® Select if none of these apply to you or your organization
. . . i true:

Incentive Administrator needs to

follow these steps.

Permanent residence country/region *
- You are a corporation that was incorporated in the USA
- You believe that you should fill out a Form W-9 (tax form) I Select _ I

OR

If you are filling this out as an individual, select if any are
true:
- You are a US citizen

4. In the Setup section, select the - You were born in the USA

- You are a US resident (you have a green card)

option that applies to your - Vou have been I the USA more than 183 days In the past 3

Compa ny: years ) )
- You believe that you should fill out a Form W-9 (tax form)
*  The option on the left,

companies only. If that “
status applies to your |
company, select this option. Tax status ®© Required

If that status does not apply

to your company, select the
right hand option and

choose the country/region

of permanent residence of

your company.

5. Select Next to continue.




The enrollment
Drocess

To enroll in an incentive program, an
Incentive Administrator needs to
follow these steps.

In the Tax status section, enter
your details.

The information required is
specific to the country of
incorporation.

Select Next to save these details
and continue.

Business profile

Setup

Tax status

Permanent Account Number (PAN) *

Goods and Services Identification Number (GSTIN)

[ l

Service Tax Number

Tax Payer |dentification Number (TIN)

Additional documentation

m

® Completed

© Completed

- In Progress

@® Required



Setup © Completed

The enrollment
Drocess

Tax status © Completed

Additional documentation - In Progress
To enroll in an incentive program, an
Incentive Administrator needs to Permanent residence
Country/Region * Town/City *
follow these steps. | i s [ " |
Address 1 * Postal code *
" : | : i |
In the additional documentation Address 2
section, complete the required | |
fields.
Select Next to continue. -

Additional documentation @® Required

Cancel




Additional documentation - |n Progress

rO C e S S Include the following required documentation:
p Certificate of Incorporation (COl) @

5 5 5 Br
To enroll in an incentive program, an e
Incentive Administrator needs to Copy of PAN <3
follow these steps. |
Browse
Central Excise Registration / Service Tax Registration ( if applicable) @
Based on the country of incorporation | |
additional documents may be [Brovse
I"eq u | I’ed . Copy of lower witholding tax certificate @
| |
10. Select Browse to add each —

document. When the document
name is shown, select Upload to
complete the submission.

Certificate of Registration : Goods and Services Identification Number @

T

Browse
When you successfully upload a
document, the Remove button is
shown while the Browse and

Upload buttons will no longer be
shown.

Select Finish to save data and
continue.

A pop-up message appears. If
you select Confirm, the system
redirects you back to the Payout
and tax setup page.




Review your incentive program enrollment
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p Partner Center

The en rO| | ment - Overview 9 s
p rO C e S S A summary of your Incentive earnings, payments and programs.

INCENTIVES Total earned Total piid

Once the bank and tax details have e UsD 0 UsD 0
been added, you can navigate back to N View an
the incentive overview page.

View earmings View payment statements

All incentive programs  Action required (1)

You can see the Enrolling status
from the incentive programs

Prograe name ' Locaton Total pad Total pamed Status

dashboard. 0000001 The incentives, 001 UsDD  USDO Enrolling
After the bank and tax details 4000002 The incentive\s, 002 so0 Usdo Envolled
have been approved by
II\E/hcrcilsoc}‘t, the status changes to 0000003 The incentives, 003 S00  USDO Enrolled
nrolled.
0000004 The incentives, 004 UsD 0 usDo Enrolled

At this point, the program'’s
details page can be accessed by
selecting the relevant program
under Program name.

Selecting the indicator dots on
the right for each program offers
the option to download the
program incentive guide.




The enrollment
Drocess

Once bank and tax details have been
successfully added, you can navigate
back to the incentive overview page.

From the program’s details page of a

program with no claiming element,
the following information is available:

I. The program Incentive Guide.

m Partner Center

Skyline

BRCENTIVES Wl ouent

B Overview

Program rescaaes

The imcartives, 002

UsSD 0

Total paid

UsD 0



The enrollment E—
Drocess B e

Dwprviem

0-0f Chiw=pd

Once bank and tax details have been 3 419.376.06 AUD 1,500 AUD

successfully added, you can navigate
back to the incentive overview page.

i

From the program’s details page of a

program with a claiming element, the o “- S R ot cn gt 24
following information is available:

The program Incentive Guide.

Filtering on usage periods,
location and date ranges.

. A summary of "co-op earned"
and "co-op claimed" based on
selected location and date
ranges.

. Claims status.
Additional program resources.




Support and resources
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Support

To access support follow these steps.

Select ? from the top navigation
bar.

2. Select Partner support requests.




Partner support requests
]

Support -

To access support follow these steps.

3. Select New request.




Support

To access support follow these steps.

From the Type of problem drop
down, select Managing
incentives (for eligible/invited
partners only).

Provide all other information
requested and select Submit.

WIS 1E1E Pl ST

Eraailng oF “Hebaifig b PETTS MeETES iR
TR TS S T

tamm By e e ey sy, e
Hargs o 548 e e e oo

Nobara ey Kt st e, [rpreer s, e e e dafan Koy
Hargs ael vy Pactims Lamdin AR 5(E

Mg aet prrey e Pl Crrdes

P wrlay [ o]
ANy v g s e
Sedmrmalorey WHI VAT el rpaarsts
Laree s pardam dand Aror bravoed e
Seapmird B i ey Cw e dparinien
s ety 5B g | ke, el oy | Farvslins Vi1

Hplps et £ 40 brnp o ol

|: S
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Summary

You should now be able to carry out the:
« Creation of Incentive Administrators and Users.
« Completion of incentive program enrollment.

» Access help and support.




= Microsoft ~ Thank you



