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Partner Incentives Experience
Guide

Please note:

» This is a universal guide, relevant for each program on the Partner
Incentives Experience. To this end, the term Skyline is a pseudonym
program name in place of any individual specific program.

» The programs that currently engage with PIEX are:

o Hosting
o Cloud Solution Provider (CSP)
o Managed Reseller (EMEA)

To demonstrate the various capabilities and which programs avail of
them, the following abbreviations within this guide will be used.

PROGRAM NAME Guide Abbreviation

Cloud Solution Provider CSP
Hosting Host.
Managed Reseller (EMEA) MR

» As Microsoft continually evolves its partner incentive tools to optimize
functionality and usability, screenshots in this guide may vary from
your actual experience.

» The abbreviation PIEX is used as shorthand for the Partner Incentives
Experience in the guide.
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Role of this guide

To offer a better experience and greater transparency in the payment of
incentives to our partners, Microsoft has built the Partner Incentives
Experience platform. Post enrollment, partners can view incentives earnings,
make co-op claims and submit proof, do payment reconciliations, and
manage users—all from one single secure platform. Please note not all
functionality and system capabilities are available in every program.
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Onboard to Partner Incentives Experience

Why onboard to the Partner Incentives Experience?
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Partners must onboard to the Partner Incentives Experience to ensure
Microsoft can send incentive payments. The Partner Incentives Experience
also allows partners to view and track incentive earnings and payments. If
partners do not complete enrollment by the end of H2 2018, earnings may
be subject to forfeiture.

How to onboard

The partner admin for eligible partners will receive an invitation by email
from microsoft@e-mail.microsoft.com to sign in to the Partner Incentives
Experience. The partner admin is determined by the partner during initial
enrollment profile validation. There is no need to re-onboard to PIEX if
partner remains eligible for the incentive program. Details of steps to
onboard are covered in the following pages.
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Partner roles on PIEX

There are two partner user roles on PIEX: administrator (admin) and user—
see the table for the capabilities available to each.

Note

e Multiple locations from one partner can be onboarded or managed by
the same contact person who receives the PIEX invite. This is only possible
if the different locations are under the same legal entity MPN v-org ID.

e Only those with partner admin rights can manage enrollment, add and
delete users, and edit payment profiles. There is no limit to the number of
partner users. Please note, not all functionality and system capabilities are
available in every program. See the User Management section for details
on how to add new users or new admins.

e After the invite is sent and the primary partner admin is added, only the
partner company, not Microsoft, can add additional admins.

Role capabilities Partner Partner User
Admin

Manage enrollment

User management - add, delete
or change permissions
Manage payment profiles

View rebate earnings*
View co-op earnings
Access Support

Dispute payments

ANERNER NER NER N NERANA

View bank details and payments

ANERNERNEANEANERN

AN

Submit co-op proof of execution

Please note that rebate earnings for CSP China are not applicable, an
introduction free can be earned instead.
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PIEX onboard checklist

To ensure a smooth program enrollment process, partners should have these
items at hand:

e Access to their company email account.

e PIEX invitation email from microsoft@e-mail.microsoft.com

e PIN number (following request of # on initial onboarding page)

e Microsoft Account (formerly Windows Live ID).

e Unique identifier number such as primary location MPN# or TPID# that the
partner transacts with.

e Bank and tax information (note a limited number of programs and
countries do not need to provide these details, system will alert to
information required).

o Bank details (such as BIC, IBAN, Routing number etc.).

o Beneficiary details (beneficiary is the person in the company that the
bank would contact if they had any questions).

o Tax details (for example, VAT Number, EIN, W8, W9, etc.) where
applicable.

Note

e Invitations must be used by the original addressee and cannot be
forwarded to someone else.

o Email invitations must go to a corporate email address or domain.

e Partners must ensure related data sources are up to date, to enable
Microsoft to pull correct information. For example, company details on
Partner Center and MPN.

e Please also check that all users use one of the browsers supported by
PIEX:

o Microsoft Internet Explorer (Desktop, Modern & Edge) 10 or
higher.
Chrome 31.0.1650.63 or higher.
Firefox 26.0 or higher.
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Steps to onboard onto PIEX

The partner admin is able to onboard their partner company onto the
relevant partner incentives program, in addition to ability to provision/edit
permissions of other partner users and manage payment profiles. To access
PIEX, partners sign in with a Microsoft Account and PIN to
https://partnerincentives.microsoft.com/. Sign in details are provided in two
separate emails. For any onboarding deadlines please refer to program
incentive guides or communications. Partners will need to complete these
steps by location.

Onboard process consists of initial sign in to PIEX steps followed by

enrollment:

1. Select the link within the invite, 5. On the PIEX home
which goes to PIEX onboarding screen, select the
page. Please note invite expires after Program tile, then
30 days — contact Support after 30 Enrollment.
days to request a new invite. 6. In the enrollment area,

2. Verify contact details. select Enroll now.

3. Review and accept terms and 7. Confirm account details.
conditions. 8. Select Get Started

4. Request PIN and then add into the under Tax Profile to go
PIN entry box. to the Bank and Tax

Management area.

9. Complete both tax and
banking profiles
including assignment of
currency and banking
profile to correct
geography (if not
already in place).

10. When the payment
profile is complete and
approved, you can
receive incentive
payments.
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If you experience any problems with the onboard process in Microsoft Partner
Incentives programs, please contact your Microsoft Regional Service Center:

Managed Reseller (EMEA) & CSP programs
Hosting programs

North America: North America: ocina@microsoft.com
ciquest@microsoft.com

Latin America:
Latin America: msreb@microsoft.com | ocilatam@microsoft.com

Europe: erebates@microsoft.com Europe: ociemea@microsoft.com
Asia Pacific including Greater China: Asia Pacific including Greater China:
apocchi@microsoft.com ociapgc@microsoft.com

Japan: ocijp@microsoft.com
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Log on

Invitation email

Partner Incentives Experience

Enrollment Invitation

Dear Partner,

We now invite you to begin using the website for Microsoft Partner Incentives for the  Skyline program Do not
forward this to anyone, since the link is specifically for you. This invitation will expire 180 days after it iz sent to you.

Before you begin, remember that Microsoft Account is the new name for Windows Live ID.

?gf\-'ﬂ:———————————————————————1

I 1. Goto the Partner Incentives Experiance websits. 1
1 Note: If the link provided is not working, please copy and p rollowing web address into your browser: 1
I

L https://partnerincentives.microsoft.com__ Bersenaliszd link

2. Salect the Windows Live ID tile and click Next. Enter your Microsoft Account and Password, Verify that Microsoft
Account and corporate email address shown are the credentials you intend to associate with your organization in
the Welcome screen, then enter your first and last name. Click Next to procesd.

MNeed help? Go here.

3. Click Request 3 new PIN and a unigue PIN will be sent to your company email address.
MNote: Your company email address may be different from your Microsoft Account email address.

4, (et the PIN from your mailbax, enter the PIN, and dick Submit.

¥ou should now sea the website,
Get starved (from your dashboard):
1. Enroll - Select a Program tile.

2. Set Up Users - Select the Admin tile to add co-workers.

Thank you from the Micresoft Partner Incentives Team

For additional support feel free to contact your Microsoft Regional Service Center:

Managed Reseller and Hosting programs Syndication and CSP programs

North America: ciguest@microsoft.com North America: ocina@microsoft.com

Letin America: msreb@microsoft.com Letin America: gdlstam@microsoft.com

Europe: erebates@microsoft.com Asia Pacific induding Greater China: oclapgc@microsoft.com
Asia Padific, Japan, Greater China: apocchi@microsoft.com  Japan: odjp@microsoft.com

Europe: otemea@microsoft.com

Vou have received this message from Microsoft a5 a result of your participation in the Microsoft Partmer Network. This
message contains important information on your general membership, or your benefits as a member.

Microsoft respects your privacy. Plezse read our Privacy Statement.

If you would prefer not to receive future promotional emails from Microsoft Corporation plesse dick hers.

To set your contact pref for other Mi ft Ct icati click here,

1. From the invitation email sent from microsoft@e-mail.microsoft.com,
select the URL in the invitation, or copy and paste into browser. Please
save this email address to trusted contacts to ensure invite reaches inbox.
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You are taken to the initial sign in page:

Partner Incentives Experience

Work or school, or personal Microsoft account

Email or phone

Password

[ Keep me signed in

Can't access your account?

© 2016 Microsoft B® Microsoft

Terms of use  Privacy & Cookies

2. Enter your Microsoft account email and password. Then select Sign In.

B® Microsoft Sign out

Partner Network | @ Incentives

——
" Sign in |
] Youare cumently signed inas 1
| Microsoftaccount What's this? 1
Not my Microsoft account? |
Not the email address associated with my corporation? I
I E 1 confirg ate email address shown belongs to the signed-in user or administrator who is accepting this enrollment invitation, I
I Note: 55 will be used for all future Partner Incentives communications including: enrollment, onboarding, or changes to your on;lr\lzilon‘s corporate email address. If you experience any problems with enrollment or onboarding
in Mic Incentive programs, please contact PlAdminlnvite@Microsoft.com |
| Enter your first and last name to gain access to the site, click Next to continue to Partner Incentives. 1
I First name * |
| -— |
| Lost rame * 1
s LS S — |

Microsoft

3. Check the Microsoft account and corporate email details in grey boxes. If
correct, check the confirm details box.

4. Enter first name and last name.

5. Select Next to continue.
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B Microsoft

Partner Network | @ Incentives

Partner Incentives Platform
Terms And Conditions

Terms of Use

BY CLICKING THE “ACCEPT ALL TERN
AGHEE TO BE BOUND BY THE FOLLO

Microzoft 12 ranting access to your
Company iz solely responsible for er
Platform, and that it wil promptly r

the Company, o 50 longer need to .
Partner incantives Plattorm support
POrTSSIions 10 the Admisistration G

eamaane 3nd 30y CAmaane.thes

1
Not viewed

O=a =

B¥ Microsoft
Partner Network | @® Incentives

Partner Incentives Platform
Terms And Conditions

Are you sure you want to accept?

Cancel

6. Select Terms and Conditions document to review.
7. When you are happy to accept terms and conditions, select Accept.

8. Then select OK to confirm acceptance.
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B Microsoft

Partner Network | @ Incentives

One-time PIN

For added security, Microsoft requires a PIN to access this tool.

PINs are automatically sent to your corporate email address and remain valid for 90 days. Once you receive your PIN, copy and paste the PIN in the ‘Enter PIN' field and click Submit.
If your PIN has expired, click ‘Request PIN' to have a new PIN sent to your corporate email address. Once you receive your PIN, copy and paste the PIN in the ‘Enter PIN' field and click Submit.
If you experience issues, please contact Support.

[F—————— === ===

] You can make up to 10 PIN requests in a 24-hour period. 1

: 9 Request PIN 1
|

Enter PIN®

One-time PIN

A new PIN has been sent to your company email

=0

9. Select the Request PIN box.
10. Then select OK on pop-up box that appears.
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Microsoft Partner Incentives Experience

Partner Pin

Dear Partner,
Thank you for your request. Here is your new PIN:

-~ (Generated on /oDy 11:18:51 AM)

Use this PIN to log in to the Microsoft Partner Incentives website:
https:/, sartnerincentives.microsoft.com/

It is valid for the next 90 days. This PIN provides an extra layer of user authentication to protect your company's information.
If your PIN is misplaced or expired, you can request a new PIN at the login page.

Thank you from the Microsoft Partner Incentives Team.

You can make up to 10 PIN reguests in a 24-hour penod.

Request PIN

A pin is then sent to your corporate email address.

11. When you receive the PIN, email, copy and paste this PIN into the Enter
PIN box. Then select Submit.

System then redirects to the PIEX welcome screen.
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Notes re PIN:

B% Microsoft Sign out

Partner Network | @ Incentives

One-time PIN

For added security, Microsoft requires a PIN to access this tool.

PINs are automatically sent to your corporate email address and remain valid for 90 days. Once you receive your PIN, copy and paste the PIN in the ‘Enter PIN' field and
click Submit.

If your PIN has expired, click 'Request PIN' to have a new PIN sent to your corporate email address. Once you receive your PIN, copy and paste the PIN in the ‘Enter PIN’
field and click Submit.

If you experience issues, please contact Support.

You can make up to 10 PIN requests in a 24-hour period.
Request PIN

Enter PIN*

e Two factor identification (Microsoft Account and a PIN) is designed to ensure
secure partner sign in.

e Each user’s unique PIN is stored for 90 days from when they first enter it. On
the 91st day, you will need to request and enter a new unique PIN. You will
see the request new PIN button on PIEX.

e Enter each PIN only once. After that, do not enter the PIN again until you
request a new PIN.

e The invitation email is valid for 30 days. After 30 days, please contact Support
to request a new invite as the link in the email expires.
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PIEX welcome screen

Welcome Partner Name

Are you a new or migrated partner? New to this platform? Just enrolled in a new program? It's all good and we're glad you're here.

Our platform has a great new look and lots of great updates! Check them out.
» One place and way to interact with all Microsoft incentive programs
» Faster, online-only coop claims and disputes
+ Line-item reconciliation and enhanced payment details
» Chat support and improved training assistance

1 |
° ] Getstarted |

e —

Already enrolled? Start exploring here.

How do | set up my users? How do | access support?

Learn More Learn Mare

Where do | update my banking
and tax information?

Learn More

Get help

» What account or program information was migrated?
* Where do | update my banking and tax information?
» How can | see my current earings data?

Reminder

This information will be available from the Homepage under the Support tile.

Note that the guidance under Already enrolled? will also be visible in the Support
area post enrollment.

12. Select Get started to go to the PIEX dashboard.
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Partner Network | @® Incentives
Programs  Notfiations  Sug .

pport Admin Reporting

13. Select the Eligible program tile.

This will take you to the start of the enrollment process which includes payment
profile. Please see the next section to continue.

19 Microsoft
Partner Network



PARTNER INCENTIVES EXPERIENCE GUIDE

Enrollment and complete PIEX payment profile

To enable Microsoft to pay incentives, partners complete bank and tax details via
the Banking and tax management page. You can access this page from the
Enrollment section of the Programs area on PIEX. If a partner has previously used
the Banking and tax management page for another program some of the steps
below may already be complete.

There are up to four steps which must be completed to enable Microsoft to
initiate payment. Partners must enter their bank and tax details, and for each
location assign a banking profile and select currency (if not already in place or if
they would like to change). Microsoft must have complete payment details for
the locations where your incentives are paid in order to process the incentives
payment.

e Bank or tax profiles once created won't appear as Approved for 48 hours
due to verification by Microsoft. If a profile isn't approved after 48 hours,
contact Support.

e Do not create a duplicate bank profile. See below for more details on
duplicate profiles:

o If the same bank account number is entered in another bank profile,
which has the same V-Org as an already approved bank profile, this
duplicate bank profile will be rejected by Microsoft. If the bank account
number is submitted for a bank profile under a V-Org which does not
have a bank profile with that bank account already approved, the bank
profile will be approved.

e Create a tax profile for each location/country as profiles relate to specific
tax requirements per country. However, you can assign the same banking
profile to multiple locations. Do not create a duplicate banking profile.

e When bank and tax profiles are complete, the system redirects back to the
Banking and tax management page to confirm the assignment of bank
profile and currency details. No action is needed if the assignment is
correct, or to make changes — see guidance below.

o A new bank profile automatically assigns to the location it was created
from, has currency visible as selected in bank profile, and has the status
of Pending Microsoft Action. Approval takes 48 hours. Please contact
Support after 48 hours if status Pending Microsoft Action remains.
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o If the required bank profile and currency do not already appear on
screen (or a partner wishes to change either bank profile or currency),
select from the drop-down lists. Changes to bank profile assignment or
currency assignment can be made to both approved and unapproved
bank profiles.

Preparation: information to complete tax and bank profile

The tax and bank online wizard will guide you through the entry of your details.
Having the relevant information at hand will make this process quicker and
easier.

Section Input requirements Tax profile

Business Profile  [Details of company which includes name/s and business numbers.

Setup Location (country) of where your company and customers are
incorporated.
Tax status Company Tax ID Type and Tax ID (these are the same details that are

also in the Beneficiary section of the Banking profile).

Additional Dependent on the country in which your company is incorporated, you
documentation may be required to enter additional tax documentation or information.

Section Inputrequirements _____ Bankprofile
Details Location (country) of where your company and customers are
incorporated.

Disbursement currency - the currency in which you want to be paid
by Microsoft.

Payment method—the method through which you will be paid
Note: This is typically set to the default which is electronic payment.

Bank account Bank identifier—such as IBAN or SWIFT/BIC.

Company Tax ID Type and Tax ID (these details are also in the Tax
status section of Tax profile).

Beneficiary Dependent on the incorporation country of your company there may be
a requirement to enter additional beneficiary information such as:
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= Bank beneficiary contact name and contact details (i.e. the person
named on your bank account as your Company contact and their
recorded contact details)

= Company name on bank account (i.e. the Company name as recorded
on your bank account)

= Company Tax ID type and Tax ID (e.g. VAT, GST or similar)

= Company address (i.e. the Company address as recorded on your bank
account)

Accessing Banking and Tax Management page

Access the Banking and tax management page and begin to add or complete
details (as required).

B Micoson SEHBIRBER ovtockeom v Signout
Partner Network | @ Incentives

pport Admin Reporting

Notifications

Programs

Partner Network | @® Incentives

Programs  Notifications Support Admin Reporting

B Programs
My programs rLE:romn;t -°

My programs summary

There are no active program enrollments. Click the Enrollment link above to navigate to program enrollment.

Programs
My programe Ervolmant
~ Skyline
- [— P — F—
P—— PR p—— m
Overall Status Tax profile Payment profile -
i | [
| S p——
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1. On the dashboard, select the program tile.

2. Select Enrollment in sub menu.
3. Select Enroll Now within Enrollment area.

Partner account information

Verify the information below is accurate

Organization name

HHRHATE Change this mpnd
|

Does the information for the organization listed above match your records

ﬁﬁﬁﬁﬁﬁﬁﬁﬁ To change, select a different MPHN ID from the dropdovan. Once saved this can not
I be undone.

Programs
My progians Envclment
ve Al
~ Skyline
Manage profies
Geogmew  mcrosoncommetenuy Overan sums prome Payment prom
En .
city, Country (WP 0) voing | totstaed
Tax profile Payment profile

1 Overall Status

— —
Enrolling ° 1! Notstarted | Not started
_————

4. Verify that account information shown is correct. Select Yes, or if not:

a. If you wish to change this, select the "Change this MPN ID" link.

b. Select different MPN ID from the drop-down list.

5. Select Not started under Tax profile to go to Banking and tax

management page.
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Banking and tax management page is made up of two sections: Profile
Assignment and Banking profiles details. Scroll or select Profile Assignment or
the Bank Profile headings to navigate between sections. See below for outline of
key functionality.

< Back

Banking and tax management

Profil Bank Profile
#) Partners will need to complete both the Tax Profile as well as the Banking Profile (and have a Banking Profile assigned to each location) prior to being eligible to be paid incentives. Should either of these profiles be incomplete on the deadline for each
incentive program provided via e-mail, incentives payments will be held until the first payment cycle after both profiles have been completed. Once you have created a bank or tax profile, please allow 48 hours for processing by Microsoft, During this time, the
status will indicate “Pending Microsoft Action’”, Resubmitting your profile wil cause delays in your account processing. Check this site after 48 hours to ensure your information was completely processed and to verify all required actions are complete.
A Skyline
Geography Tax Profile Payment profile
Country & MPN 1D Microsoft Regional Sales Corporation Approved  Electronic Transfer D . ld Allantic Bank Profile 'J ‘ < AUD N |
Create a new banking profile
} o |AED =
v Atlantic Bank Profile ALb
AMD
ANG

Banking profiles details

© If you have designated to receive incentives at the Virtual Organization Partner ID level S8 they will be paid to your headquarters (based en MPN HQ), please ensure you complete Banking and Tax profiles for your MPN HQ Location.

Profile Name

' Pacific Bank Profile AOA

Status

Affantic Bank Profile

Approved

Pacific Bank Profile

Pariner Action Required Q G ’

moNw>

24

Note requirements for incentives to be paid.

Note requirements for Organization Partner ID if this message is shown.
Add tax profile here if status shown as “Not Started”.

Select payment method here.

Create or assign bank profiles/s here. Banking profiles are created at an
organization level and can be assigned across multiple locations. Profiles
and status is visible in drop-down list. A green tick means profile is
complete and ready to receive payments. A yellow symbol means further
action required by partner or Microsoft. See Banking profile details section
for information on status and action required.

Confirm, select or change currency from the drop-down list to assign to
location. Assignment of currency is automatic, this is based on bank profile
selection, but you can also change it here.

From Banking Profiles details you can complete a bank profile with status
of "Partner Action Required".
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Create new tax profile with online application form
Note

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

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

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

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

o http://www.irs.gov/pub/irs-pdf/iw8.pdf
o http://www.irs.gov/pub/irs-pdf/iw9.pdf
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Step 1 of 6: Begin from Profile Assignment section

Banking and tax management

Profile Assignment Bank Profile

Partners. will need tn complete both the Tax Profile a5 well as the Bariking Profile (and have a Banking Profile assigned 1o each locaticn) prior to being eligible to be paid incentives. Should either of these profiles be incomplete on the deadiine for each incentive program p
cyde after both profiles have been completed. Once you have created a bank or tax profile, please allow 48 hours for processing by Microsoft. During this time, the status will indicate “Pending Microsoft Action”. Resubmitting your profile will cause delays in your account
compictely processed and to verity all required actions are complete.

A Skyline — =
Grography = Tax Profile I profile
Country & MPN ID Micrasaft Regional Sales Corporation | Get Started 1 Choase pay type v w

-

Banking profiles details

1 you have designated to recsive incentives ot the Virtual Organization Partner ID level SRUGHR hey will be paid to your headquarters (based on MPN HQ), plesse ensure you complete Banking and Tax prafiles for your MPN HG Location.

Profile Name Bank Name Country Account Type Account Number

1. To create a new tax profile, select the “Get Started” status which will
redirect to the tax profile creation form.

B Remember: = Make sure you have all your tax information ®
axas handy
= Click Mext after each step to save your
informaticn.
= Exclude sensitive information such as bank
account details when submitting suppart queries

e el .
. . o |

: Business Profile (D Required I
1 |
1 . |
| Setup ° () Required 1
1 |
1 |
| Tax status (@ Required !
1 |
1 |
| L. . |
IAddenaI documentation @ Required "
L e e e e e e e e e e e e e = — 1

Cancal

2. The online tax form contains four sections: Business Profile, Setup, Tax
status, and Additional documentation. Please note dependent on
country of company incorporation, you may not need to complete all
sections. The system will alert the partner to what is required in each
section, or a section may not appear if not required.
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Step 2 of 6: Complete Business Profile section

There are several items to complete in the taxes section. The tax pages are
dynamic, so their content changes dependent on the incorporation country of
your company. Only enter company tax details in these tax pages. NEVER enter
personal details.

Remember: = Make sure you have all your tax information @
Taxes handy
= Click Mext after each step to save your
information.
» Exclude sensitive information such as bank

account details when submitting support queries.

siness profile ep ogress
Business profile In Progres

Account type * Qrganization type *

| I Organization ﬂl Otner Corporate Form ] |

|
|
|
| Organization name * 0 DUNS number 1
1 2 1
|
|
I
|

1 Doing Business As (DBA)

Setup (@ Required
Tax status (D Required
Additional documentation (@ Required

1. In the Business profile section add organization details such as name/s
and business numbers.

2. Select Next to continue.
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Step 3 of 6: Complete Setup section

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

Business profile & Completed

-+ In Progress

: Complete the form below 5o we can verify the tax status of the party contracting with Microsoft: 1
I O 1 you are filling this cut on behalf of your organization, select if any are ® Select if none of these apply to you or your erganization !

true: Permanent residence countryregion * |
1 You are a corporation that was incorporated in the USA - 1
| - You believe that you should fill out a Form W-9 (tax form) | Australia .V]I I
| oR 1
I . — A ) ) 1

you are filling this out as an individual, select if any are true:
| You are a US citizen 1
I - You were bom in the USA I
- You are a US resident (you have a green card)

I You file a joint tax return with a US taxpayer 1
1 - You have been in the USA more than 183 days in the past 3 years 1
| - Y¥ou believe that you should fill out a Form W-3 (tax form) I

Tax status @® Required

Additional documentation () Required

1. In the Setup section select the option that applies to your company:
o The option on the left relates to USA-incorporated companies only.

o If that status applies to your company, select this option.

o If that status does not apply to your company, select the right-hand
option and select the country/region of permanent residence of your
Company.

2. Select Next to continue.
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Step 4 of 6: Complete Tax status section

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 ©@ Completed

Setup © Completed

Tax status - |n Progress

Tax ID type * () TaxID *

|
! | Australian Business Number [v] |
|
1

Additional documentation @ Required

1. In the Tax status section, enter your company Tax ID type and Tax ID.

2. Select Next to save these details and continue.
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Step 5 of 6: Complete the additional documentation section

Note: The content of this section will vary depending on the company location
input in the Setup section. For some countries/regions, this tab will not appear.
There may be also be minor differences to this page dependent on the internet
browser you use.

Remember: » fMake 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 & Completed
Setup ) Completed
Tax status & Completed

Additional documentation - In Progress

Include the fallowing required docurmentation:

Ciocurnent type 1

Upload |Clear

DCiocurnent type 2

Browse || Upload |Clear

Docurnznt type 2 T,’

Carcel

1. For each required document, select Browse to add document.

2. When a document name is visible, select Upload to complete submission
of document.
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Additional documentation

- In Progress

Include the following required documentation:

3. When you successfully upload a document, a Remove button is visible,
and Browse and Upload buttons will no longer be visible.

4. Select Finish to save data and continue.

Validate profile

While we validate your tax profile, your status will show
Pending Microsoft Action.

Validation can take up fo 48 hours.

—_———
r 1
I

| S

5. A pop-up message will appear. Select Confirm and the system redirects
back to the Banking and tax management page.
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Step 6 of 6: Redirection and updating of tax status

Banking and tax management

location) prior o being eligibi-to be paid incentives. Should efiher of these profies be Incomplete on the deadine for each incentive program provided via e.mail incentives poyments will be heid untl the first peyment

1 Tax Profile
| 1

resof Regional Saies C ]
I Pending Microsoft Action

Banking profiles details

Profie Name Bank Name Country Account Type Account Number status.

After completion of the Tax form, the online system redirects back to this screen.
The tax status (point one) will be updated depending on what needs to be done
(Pending Microsoft Action, Partner Action Required, Approved).

Note Tax profiles may take more than one stage of approval due to review of tax
forms for certain countries, or if the partner submits inaccurate data. If a tax profile
has status of "Partner Action Required” please complete action/s and recheck.
Then select “Finish” within the tax profile again to resend to Microsoft for review
and approval. If everything is correct, Microsoft will then move status to
“Approved”.

If 48 hours after completion of the above steps (and refreshment of Banking and
tax management page) your payment profile is not set to "Approved”, then contact
Support to raise a query.
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Create new bank profile with online application form

Step 1 of 4: From Profile Assignment, create or assign bank profile

Banking and tax management

Partners
cycieatter botn

A Skyline

— e 0 each ocation) o 1 being e s sm eavia
< . Once you have cieates 3 ban o a rofle 48 NG fr BrocesEing by MICrosof Ouring T csing. Crec
it reaui pite

Geography.
1 Choose pay type N ‘

Banking profiles details —— = o = =

ves ot the Virtual Organization Partner 1D level 3959385 they will be pad to your headquarters (based on MPN HE), please ensure you complete Baniing and Tax profies for your MPN HQ) Location

o Ifyou have designated to rec

Profite Name Bank Name Country Account Type Account Number

1. Under pay type select an appropriate available payment method, for
example electronic transfer. Two columns will then appear to the right of

pay type (see next screenshot)

Banking and tax management

Bank Profile

A Skyline
Geograpy Tax profie Payment profie
‘Gountry & MPN 1D om0t Ragroal Saies CofMIMD o W R, RS o bm— —— — —I——- i ———— — — —| ey —
I Payment profile

Banking profiles details I
P | {Jﬂfdrum(l'anjfev ” Assign profile or create new
® ryoutoe —r- ner D et " Create anew banking profil

L
— o e e e e e e e e o e

2. From the drop-down list, select Create a new banking profile, the system
redirects to setup pages.

If a banking profile that is already created for other locations is used for the
newly onboarded program, choose this from the drop-down instead of creating a
new profile. Do not create duplicate bank profiles.

See the profile assignment section for further details.
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Remember: ® Make sure you have all your banking details handy.
Banking = (Click Mext after each step to save your information.
= Exclude sensitive information such as bank account

details when submitting support queries.

Details ° @ Required

Bank account @® Required

Beneficiary @ Required

Cancel

The payment profile information is organized under three sections—Details, Bank
account and Beneficiary.

3. Start entry of payment details with the Details section.
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Step 2 of 4- Complete Details section

Enter company account profile, bank location, currency & payment method

Remember: = Make sure you have all your banking details handy.
Banking = Click Next after each step to save your information.
= Exclude sensitive information such as bank account

details when submitting support queries,

Details -3 In Progress

I Your profile details -I
Profile name * (1) Disbursement currency* (i) I
I ISe:ect |ﬂ| I
I i ‘ Microsoft's preferred payment method is electronic banking. I
I Bank account lacation™ () Payment method * 0}
I | Select i | [ Electronic Bank Transfer MI I
— — — — — — — — — — — — — — — — — — — — — — —
Bank account @® Required
Beneficiary @ Required

Cancel

1. Under Details enter this information:
o Profile name—enter a unique name to identify this payment profile.

o Bank account location—the country in which your company’s bank is
located.

o Disbursement currency—the currency in which Microsoft will pay you.
Depending on partner bank account location this may be set or
another currency can be selected from the drop-down list.

o The payment method used by Microsoft to send you your payment
cannot be changed as per program policy—it is set as Electronic Bank
Transfer (wire transfer).

2. Select Next to save these details and move to the Bank account section.
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Step 3 of 4: Complete Bank account section

Enter your company bank account identifier

Rermember; = Make sure you have all your banking details handy.
Banking * (lick Mext after each step to save your information.
® Exclude sensitive information such as bank account

details when submitting support queries.

Details © Completed

Bank account - In Progress

Your banking information

Bank-State-Branch (B58) code * (1)

B-digit number. Format: 063008
SWIFT code

Bank account information

Bank name Bank branch name
96 BRos A S Account mumber *

e
% :

Bank address
Confirm account number *
et oo

_—— g

) e N

Beneficiary (D Required

1. Under Bank account, enter bank identifier such as IBAN, BSB or
SWIFT/BIC. The fields visible in this section will vary by country.

2. The bank account information that relates to this identifier then appears
on the page below. Next, enter additional details such as account number,
if not already visible.

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

Note The following are requirements under Bank account—Country code, Bank
routing number, and Bank account number. These codes are part of your
IBAN. If you enter your SWIFT/BIC, then you will see prompt to enter your Bank
account number (point two).
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What if bank account identifier is incorrect or not recognized?

Remember = hdake sure you have all your banking details handy.,
Banking = Click Mext after ach step 1o save your information
= Exclude sensitive information such as bank account
details when submitting support queries.
Details

& Completed

E-F']I"Ili account

= [N Progress

Beneficiary () Required

A validation is made of the format of the bank identifier you enter. If the format is
incorrect you will receive an error message that either the number or format is
incorrect. If possible, make the change (correct the number or format) (a) and then
select Next (b) to validate. See the next page for details of validation.

Note: The correct format for the relevant country and an example is shown under
the entry box.
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Remembser; = Make sure you have all your banking details handy.
Banking = Click Meuxt after each step to save your information
= Exclude sensitive information such as bank acoount

details wihen submitting support queries

Details & Completed

Bank account -3 |n Progress

Beneficiary

o e e e e e e e e M M M M M M e M M M M M M M M e e M M M e

Enter your bank account information
1 Bank name * 1BAM rusrmis - Adderss 1* Actomnt rsmber
| \ - -
I Bank branch name SWIFT code * o Addeess 2 Confirm account number *
I Bk branch rumber * Covaritry bank code * Wiy ® iy *
I ComnirgFegion SaiteProvinee *
I | Sedect [+
1 Poatal cod

If the identifier is still not recognized, you have the option to supply full payment
details (select the check box next to (c)). Enter details in the table that pops out
(d), then select Next (e) at the bottom of the table to save these details. The pop
out table (d) is now hidden again.

To continue onto the Beneficiary section, select Next (f) on the Bank account
page.
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Step 4 of 4: Beneficiary information

Enter Beneficiary information—contact and tax details

Bank account = Completed

Beneficiary ~= In Progress

Bank beneficlary contact
First and last name * Contact email *

Sorne banks require that yau enter this infarmatian using Latin serint To receive paymant, make sure the sddress below matches the infomation your bank has on fle
By default, this foem has been completed with the informatian you alresdy provided.

Bank beneficiary location

Cormpany name on bank account *

‘Whila we validate your paymant profile, your status will
show Fending Microsoft Action.

° WValidation can iake up io 48 hours.
=N =

Beneficiary is the person in your company the bank would contact if they need
to discuss your account.

1. Complete all details. This includes entry of Tax Type and Tax ID again.
2. When complete, select Finish to save.

3. A confirmation message appears on a pop-up box. Select Confirm to
agree to the validation and creation of a payment profile.
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Note

e At least one payment profile is required per enrollment.

e The disbursement currency you select is the currency in which your payments
will be issued.

e Payment information must be verified by Microsoft and may take up to 48
hours. The status of your payment profile is Pending until the validation is
complete. No other edits can be made until Microsoft action is complete.
Contact Support after 48 hours if profile status does not change.

Viewing status of your new Banking Profile via Profile Assignment section

Banking and tax management

Banking profiles details

Profie Name

1. When payment details are added, the system redirects back to the Profile
Assignment section. Just like the tax profile, the banking profile status will
move through steps after you submit it—from Partner Action Required,
to Pending Microsoft Action to Approved.

2. Go to the Banking Profile Details to view all profiles including current
status.

Note

e Bank profile and currency will auto-assign to location in bank profile. You can
change this location here. However, restrictions by geography of bank and
location may apply to the assignment of banking profiles.

e It will take from five minutes to 48 hours to get the status to Approved. If you
need to take further action, complete the relevant steps to enable the status
to change to Approved. Contact Support if status does not change to
Approved.
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Assignment of bank profile and currency to location

When the partner creates a new bank profile, the bank profile auto-assigns to the
location partner entered in the bank profile. This is visible in the Profile
assignment section. The currency partner entered in the bank profile will also
show in the Profile assignment section.

If you confirm the details shown in the Profile assignment section are correct,
then no action is necessary.

If a banking profile is created for one location and approved, it will appear in
other locations also if the currency is supported for that location. So dependent
on the currency filter, each location will show the list of available approved
banking profiles.

If you wish to change assignment by location of either the bank profile or
currency, please see instructions below.

Banking and tax management

Geogeaphy

T Papmen s
Country & MPN ID Microson Regionatsses Corporation | Pending Microsoft Action v . ] New Profile 1 “1[v Ay
Create a new banking profile

Banking profiles detals

Prothe Hame

| <| AuD

1. To assign a banking profile to a location, select Banking Profile from the
drop-down box.

2. To assign a currency to a location, select currency from the drop-down
box.

Save your changes

You have made changes to this profile, to save your changes and
continue press OK.

If you do not wish to save these changes, press
Cancel.

3. When making changes, a confirmation message will appear to save your
changes, select OK.
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Confirm payment profile is complete and can receive incentives

To confirm payment profile is fully set up and can receive incentives, check the
below is visible on the Banking and tax management page, and on PIEX.

Banking and tax management once payment profile complete

Banking and tax management

Profile Assignment Bank Profile

© Partners will need to complete both the Tax Profile as well as the Banking Profile (and have a Banking Profile assigned to each lacation) prior to being eligible to be paid incentives. Should either of these profiles be incomplete on the deadiine for each
incentive program provided via e-mail, incentives payments will be held until the first payment cycle after both profiles have been completed. Once you have created a bank or tax profile, piease allow 48 hours for processing by Microseft. During this time, the
status will indicate “Pending Microsoft Action”. Resubmitting your profile will cause delays in your account pracessing. Check this site after 48 hours to ensure your infarmation was completely processed and to verity all required actions are complete.

A Skyline

Geography Tax Profile Payment profile
Gountry & MPN 1D Micrasaft Regional Sales Corporation  f Approved |4 Electronic Transfer J H« Allantic Bank Profils . ‘ . ‘

Banking profiles details

o IFyou have designated to receive incentives at the Virtual Organization Partner ID level 038 they will be paid ta your headquarters (based on MPN HQ), please ensure you complete Banking and Tax profiles for your MPN HQ Location.

Status

Profile Name Bank Name Country Account Type Account Num!

Allantic Bank Profile

Approved

In the Profile assignment area:
1. Tax status shown as Approved.
2. Banking Profile (with green tick) visible in the drop-down list.
3. Currency (with green tick) visible in the drop-down list.

In Bank profiles details:

4. Status shown as Approved.
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PIEX once profiles active

Programs

My programs  Enrolment

~  Skyline
Manage profiies
graphy

Geograph) Microsoft contract entity Overall Status Tax profile
Vo Regors s Coporsion 1 ACHVE f Compieted
Country, City & MPN ID

1. Overall status is Active with a green tick.
2. Tax profile status is Completed with a green tick.

3. Payment profile (Bank profile) name is visible with a green tick.
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Update or change payment profile information in PIEX

If a partner wishes to make changes to their bank or tax details or to assign a
different bank profile to a location, see below for policy and guidance.

Update tax details:

To change any tax details, you must resubmit the full tax profile, due to legal
requirements. See Create new tax profile with online application form for guidance.

Update bank details:

When Microsoft approves a bank profile (status of Approved visible on Profile
assignment or Banking Profiles details sections), you can edit this profile if required
allowing updating or modification of information. This is the recommended
approach instead of creating additional/duplicate profiles.

If you wish to edit, change, or update a bank profile, please see instructions
below.

[ [T a—
Partner Network | @ Incentives

1. Select the relevant program tile from the program hub within the
dashboard.
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B
Partner Metwork ® Incentives

2. Select Enrollment on the top menu bar.

B Mo
Partrner Metwork | @' Incentivies

QA STy
Skylire
T pem—— v
1 iy | - L ! Bl et Bt e

locaaad

3. Select the country within the ‘Geography’ column, for the account you wish

to edit.
Programs
_;_E"I”l_’_.o
Countey, Gty & MR ID of dem of o S
4. Select Manage profile.
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Banking and tax management

Profile Assigament Bank Profile

eed o

ASkyline
Geography Tax Profile Fayment protile
123 Main Street Skyline V Approved v § ‘ [,/ Clowd -~ Incentives Microsoft . “/;J

Banking profiles details

f you have desgnated 1o receive incentives at the Virtudl Organzaton Partner 1D level 1062 they wil be paid to your headguarters ibased on MPN HQJ, please ensure you complete Banlong and Tax profiles for your MPN HQ
Location o
St

Profile Name Bank Name Country Account Type Account Number

Cloud — Incentives Microsoft High Street Bank P

Cloud ~ Incentives Microsoft -2 High Street Bank

5. Within the banking and tax management window, and under the Banking
profiles details heading select the ‘Approved’ status of the banking profile
that you wish to edit

You are about to change the payment profile. Changes may not be reflected until
the next payment run. Additional charges may be applied by your bank. Contact
your bank to confirm.

Are you sure you want to continue? °

Cancel

e When making these edits, a confirmation dialog message will appear.
You will be notified that you are about to change a payment profile as
well as the fact that changes may not be reflected until the next payment
run. Additional charges may also be applied by your bank.

6. To continue, select OK.

e At this point, you will be able to review, edit, and change details within the
existing payment profile.

e When all changes have been made, select Save to retain the new

information.
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e At this point you will be returned to the Enrollment page, where the status
of the payment profile will be marked as '‘Pending Microsoft Action’.
Validation can take up to 48 hours. When validation is complete, the status will
be updated to ‘Approved’.

Note

e Partner status will change from Active back to Enrolling until the new or
updated payment profile is approved.

e Payment information must be verified by Microsoft and may take up to 48
hours. The status of your payment profile is Pending until the validation is
complete. No other edits can be made until Microsoft action is complete.
Contact Support after 48 hours if profile status does not change.

e If you wish to create a separate profile or completely change from what is
being used, it is recommended to create a new bank profile, (ensure
duplicate profile is not already available in your list of bank profiles) as
opposed to editing an existing one. See Create new bank profile with online
application form for guidance.

Assign different bank profile or currency to a location:

To change the assignment of banking profile to a location, please follow the
guidance in the Assignment of banking profiles and currency to locations section.
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Re-enrollment process

Partners who onboarded onto the PIEX platform in a previous fiscal year do not
need to re-onboard onto PIEX but must continue to meet eligibility requirements
to earn and be paid incentives for the current fiscal year.

Access and navigate PIEX post enrollment

When the tool is initially accessed and all PIEX onboarding stages are complete,
users can sign in at any time through the URL:
https://partnerincentives.microsoft.com/
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User Management

User management is a partner admin function.

It is visible on the Admin tile on the dashboard.

Admin

User management

P Payment profiles

4 Partner users

Under this you have three options:

e Manage users: See the list of currently enrolled partner admins and users,
their permissions and email addresses. You can delete users and permissions
here.

e Add users/permissions: Add new users or change the permissions of current
users

e Manage invites: Manage invites already sent.
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Add users

To add users:

User management

(== === = —— .q
| Manage users | J | Add permissions ! Manage invites
L L]

! Company email *

1
1 | someone@example.com |

|
[ Find user

1. Select the Add permissions tab.

2. Enter user email (company domain email or Microsoft Account email), and
select Find user.

User management

| Manage users I | Add permissions | | Manage invites I

CDmpany emal‘l * r ————————————— I
Role * "
! Select one q 1

I
1
° lprogram * |
____________________ | Select one v
! The user is not in our system. Click Add 1 |E . !
| L , ) . | nrollment location 1
I permission and we’'ll email them an invite. |

| Select one I_ﬂ

e e o o o o o o o e e e e e e e e e e -l

3. If the user email does not exist in PIEX, the message user not found is
displayed. The partner admin can then choose to add the new user to
PIEX.

4. Select the role: partner user or partner admin, program, and enroliment
location for the new user.

5. Select Add permission and an email invitation is sent immediately.

Note Invites can be tracked and re-sent in the Manage invites tab.
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If the user email does exist in PIEX their details display. The partner admin can
now modify current permissions (for example, change role from partner admin to
user).

User management

| Manage users | | Add permissions | | Manage invites |

Companyemail * o e e e - - - -
T ————————————— | Role® 1
Exedmmsesto R |

| [ Select one
1 |
’I Program * |
|

! [ Select one
1 |
I Enrollment location * !

Enroliment location

1 I
| | Select one 1

r T
I

.

1. Make any changes (select the new role, program and/or enrollment
location).

2. Select Add permission.

Note

e If the permission change was successful, the request created successfully
confirmation message will appear.

e No email invitation is required during this process because the company has
enrolled.
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Delete users and permissions

Delete users or their permissions from the Manage users tab.

User m ent

A vismsgevsers || [ Add pemisions | [ Manage imites_|

I\’- ——
anage users

———— -

| I —

strator -Skyline - City, Country (MPN 1D)

Program Skyline

Location City, Country (MPN ID}
Qs

1. Select the Manage users tab.

2. Select a specific user by selecting the arrow sign next to the user whose
permission you want to change. You are then shown the permissions for
that user (role, program, and location).

3. Select the secondary arrow sign to expand the permission details.

4. Select Delete permission to retain the user, but delete the specific
entitlement.

5. Alternatively, select Delete user to delete a user completely.

Note

e The user must have more than one permission in order to delete a permission.

e If you delete the only permission, the user is also deleted.

e Users with multiple roles/permissions (for example, partner user and partner
admin) will automatically use the highest-level role/permission assigned
during sign in.
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Manage invites

To retrigger or track invites to users:

User management

PR —
[ Mansgewsers | [ add permissions | [y _manage nvires
——
Manage invites
Company Role Program name Location Invitation last sent -
& £ xe Resen emove
o 5 e

Partner Administrator Skyline City, Country (MPN 1D} 05/06/2014 06:32

Partner Administrator Skyline Gity, Country [MPN ID) 11/06/2014 01:53

Farter User Skyline Gity, Country (MPN ID) 18/01/2017 11:39

1. Select Manage invites.
2. For current users to whom you have already sent an invite, select Resend.

3. If you wish to remove an invite, select Remove.

Incentive reporting

In Microsoft's ongoing effort to make your incentives experience easier, we are
moving all incentive programs to a single platform, Partner Center. To prepare for
this move we have improved the reporting functionality offered to you.

The look and feel of incentive reporting in PIEX has had major changes. The new
look gives a more in-depth view of the details that matter to your business. You
will be able to apply a number of reporting functionalities to get the data you
need.

Now, when you sign in to PIEX you can view your incentive reporting in three
separate sections in the Payout Summary option:

e Summary section
e Earnings section
e Payments section

These new features can still be used when programs move to the single
incentives platform in Partner Center.

This will offer the following benefits:

e Cleaner sign in experience for incentives programs
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e Single-click enrollment, alleviating confusion around invitations
management

e Incentives for all programs will eventually reside in one location giving

partners easier management of incentive functionality currently held on
separate systems

Viewing incentive dashboard

To access the incentive dashboard:

B¥ Microsoft

Partner Network | @® Incentives

ustments Programs  Notifications  Support  Reporting

Adjustments Programs

Adjustment requests . Skyline program

Notifications

1. Select the relevant Programs tile from the PIEX dashboard.

This will open the Program page.

B9 Microsoft
Partner Network | @ Incentives
Adjustments Pr(:\_;hm\'. Notifications 5 Safe Approval Fw;u'!hng
Skyline program
€‘vyu_;vsvv:w“ ) Enroliment summar Plan Management )M management laims summar ut summary
2. Select Payment Summary in the sub menu.
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« All historical dates as well as current and future earnings will be available.

Navigation
There are three sections available within the incentive dashboard:

o Summary
o Earnings
o Payments

You can move through the three sections by using the navigation bar on the
left-hand side.

b Summary
= T e - A
] « = 377,800.59 RON 38,341.98 RON 11,163.70 RON 427,306.27 RON
ings b
=
ProgramFroduct . g e pededme  Urpsdes et e gy Totslsaring amont
ok - 14130 80 LT RN -

To return to the Program sub menu page at any point (as in point one above),
select the Partner incentives home section from the left navigation bar in any of

the reporting screens.
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Multi-location

For partners working in more than one area, the option for switching location is
in the Summary section.

summary e ——

| [ —
MPN-123456-T
I MPN-123456-0H I

MPN-123456-RLI
Total paid to cats Unpaid eamings Erap— |

e 3 MPN-123456-SE |
58,746.37 EUR 3,836.66 EUR 62,583.0¢ WR:“

Y0 CUIBACY 1900 FOUF TR0 CUMRncy. TRGrstors. dlss 10 Chandss it FX FaME. 30U M3y 503 3 vaNanGs DEtwtsn what iS 1p0rtes FERS. YOLr BAININg CHmancy o
o

Balact i 13 i your payaint sy and Lot sarnings by lecaen,

T producs your g, wi
ameunt 303 the sowal ma

Payrnent trends 4 Total earnings by countryfregion

R

1. Open the “Select Location” drop-down list and select the location for
which you want to see the reports.

e

Note:
e This functionality will only be visible to partners with multiple MPN ID’s or
locations.
e Total earnings by country/region feature displays earnings based on
customer location.
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The summary section

This section allows you to quickly identify your most successful sales programs
and geographies. This lets you focus your sales and marketing efforts.

Tota writryregion

[

Tatak 7780055 ROM e RoR LT RON 27,3083 ROM

1. Quantify your budget by examining your incentives split by:
» Total paid to date.
* Unpaid - these are earnings yet to be scheduled to be paid.
* Expired earnings.
* Total earnings.
2. Filter over different time horizons:
* 30days
* Three months
« Six months
* 12 months
* Custom

The earnings section

This section provides an overview of your earnings and trends. This is covered in
detail in the View Earnings section
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The payments section

Payments are money transfers to your bank. This is covered in detail in the
Viewing Payments section

View Earnings

PIEX provides partners with the ability to view incentives earnings. View
earnings by both the partner admin and user in various formats and time
periods, in order to assist in reconciliation. You can also export information
to Excel for analysis.

The earnings section in the incentives dashboard

This section provides an overview of your earnings and trends.

1. Filter over different time horizons:
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e 30days

e Three months

e Six months

e 12 months

e Custom
* Changes to the time horizons dynamically updates the graph.
« By default, all earnings of the last 12 months are shown — not just unpaid.
2. Easily identify earnings by type*:

+ Co-op
e Rebate
* Fees

* As per program policy

NOTE:

e Earnings are split into "Paid” and “Unpaid”. “Unpaid earnings” are yet to be
scheduled to be paid.

e Earnings and payment reporting will now be shown in your local currency
per your registered location. This will differ from how it is shown today in
PIEX, where earnings and payments reporting is presented in the currency
per your user settings. The payment currency selected in your payment
profile will not be impacted by this change. You will still receive payment
in the currency selected.

3. Earnings type description are also shown in the table*:

59 Microsoft
Partner Network



PARTNER INCENTIVES EXPERIENCE GUIDE

* Co-op, Rebate, Fees, etc.
* Unpaid earning transaction data can be downloaded for further
analysis as a statement.
4. To download the earning transaction details, select Download in the
Statement column.
e This is covered in more detail in the ‘Use cases — download statements
section’.
* As per program policy

NOTE:
e NOTE: Where the number of data entries exceeds the page view,
downloading the transactions will offer full visibility of all information.

5. Co-op Claims* summary is also available, offering information under the
headings of:
* Program/Product
+ Co-op amount
* Approved claims
* Available funds
* Expired earnings
« Earning period start
« Earning period end
* If applicable
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Co-op Marketing Development Activity

Who is this section relevant for?

Please note this section on co-op plan management functionality in PIEX is not
relevant to all programs.

Partner type Submit Co-op Submit Track
Plan via PIEX Claims Claims
v v v

CSP — Indirect Provider

CSP - Direct Partner NA NA NA
CSP - Indirect Reseller NA NA NA
Hosting 4 v v

Managed Reseller NA v v
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Co-op guidance

Partner Incentives Cooperative Marketing Funds (or co-op funds) are
reimbursements of earned funds to partners who participate in specific incentives
programs. These co-op funds help partners differentiate and build channel
awareness and build preference for Microsoft products among their customers.

e Conduct and complete activities within the usage period and submit
claims by end of usage period +45 days.

e Activities need to be Microsoft focused.

e Activities must meet the program guidelines in the Co-op Guidebook.

e Co-op funds you do not claim by deadline will be lost.

e All required Proof of Execution (POE) needs to be submitted for claims to
be approved. (Refer to Co-op Guidebook for specific POE for each activity.)

The Partner Incentives Co-op Guidebook located under aka.ms/partnerincentives
provides further information per program.

Select and plan Co-op activities

There are three categories of activity outlined in the Guidebook:

¢ Demand Generation — activities have a broad reach and are intended to
raise awareness, for example, advertising.

e Co-op Market Development Activity Plan — activities target specific
audience, for example, telemarketing.

e Partner Readiness — activities are focused on your own personnel to
develop their Microsoft sales and technology expertise, for example,
training.

Co-op Market Development (MD) Activity Plan

As of July 1, 2018, submission of a Co-op Market Development (MD) Activity Plan
is no longer a prerequisite as part of the Co-op Claiming process in the incentive
tool for Hoster and CSP Indirect Provider Partners. Effective co-op planning
remains a critical success factor for delivering full utilization and optimal impact
of co-op funds. However, that activity should be conducted within the broader
planning process between partners and their Microsoft representatives.
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Refer to Co-op Guidebook or program incentives guides for details of usage and
earning periods.
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Claim submission process

PIEX provides partners with the ability to make a claim for co-op expenses.
Consult the Co-op Guidebook for details on eligible activities and expenses,
and the Proof of Execution (POE) requirements which you need to submit
with your claim. For co-op earning and usage periods, and related deadlines
please see incentives guides.

Submitting a Co-op Market Development Activity claim

Partner Network | @ Incentives

Programs  Netifications  Support  Admin  Reporting

Notifications

Programs

Dear Hosting Partner. This is a reminder

Skyline -
Program [nf<°gram summary  Plan Management |Claim management : Claims summary Eamings Payments

[/
I[_ Change geography
L .

Create a claim

Select an activity end date and the activity from the list below. Claims can
only be made on completely reviewed activities in the COOP plan.

Select activity end date *

| 2227208

Select activity *

| MPH Farboipation

Select activity tithe *

[ MPN_1

1. Select the relevant program on the dashboard.
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2. Select Claim management from the top menu.

3. Select Create claim.
4. On the pop-up window, select the activity end date and activity
details, then select OK.

The Co-op Guidebook and related assets can be accessed via
aka.ms/partnerincentives under the "Co-op” section on the left-hand side
menu. Refer to this as you complete the sections of the claim form.

@ Activity

Enter a description to help you remember this claim.

When did your activity start? 0

|
|
| Eo ]
|
|
Thix determine the clam pernad. |
|
e - Activity
What kind o If_yo_u d_on our activity listed her | 7
ieusontd | Click here View and select an activity — fersaning which sciiy o st I
Click here Vi ————
1 Activity categery
This field will show the activity you select. | | Partner Readine:
|
I Expens
Claim an expense for the selected activity | setect expense type vl
|

Program info  Program summary  Plan Management Claim management  Claims summary Eamings Payments

o o =

1
1 .
- -
1 My claim total 1 2 3
| L Z o
Mation

reqred

1. On the claim form, under the Activity heading, complete any fields which
are not already populated.

2. Select the hyperlink, Click here, to see a list of eligible activities and
expenses for your program.

3. Use the vertical scroll bar at the top of the page to quickly navigate to the
different sections of the claim form.
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st e S e 1'.':'...,..,.(., f—

@ Activity

CE

@ Q Required 0 of 1 required file(s) added
mmunication material * © required 0 0f 1 reguired

© Metric* © Required 0 0f 1 reguired

added

Under the Proof heading, only the required forms of proof for the activity
and expense you select are shown—the portal filters on your selection.
Guide-me text on the left will identify what is required for each sub-section.
The headings in the Proof section change depending on the activity for which
you are claiming. In the above example:

e Submit invoices under the Invoice heading — see below for guidance.

e Submit non-invoice Proof/POE files (e.g. certificate of course
completion, copy of communication, photo of message for mobile)
under the Communications material, Metric and Support
document headings.
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@ Invoice * o Required 0 of 1 required file(s) added

This is the program descrigtion of what qualibes for this foem of prook

Acd ot least 1 Ble with:

+ Original Micrasaft Invaice

Expense amourt * Irveoice currency
Enter invosce smount. i you ane clasming part of an invoice, enter anby the amount being daimed. [ | [ Ge, Uk Peund
Irnvoice: Prumiber *

I
|
1
|
I
[ ] I
1
I

What is your invoice number?

Irvgice: description

Erter a descrmpion of this imaice bo help you remembser what it s

1. Under Invoice, select the Claim Currency. Currency will show up in
currency code.

2. Upload the invoice file.

3. A sub-section will pop-up, and you enter: Expense Amount and
Invoice Number. The Invoice Description is optional, use to describe
details.

Note

e You can enter or upload multiple invoices and multiple currencies, but within
a single claim, only one currency is allowed.

e Partner will be paid in the currency chosen in the Payment profile during the
Enrollment process.

e An uploaded file is not active (clickable) until post claim submission. To check
its content before then, you will need to remove it, check it and then upload
again.
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@ Proof

@ Invoice €© Required  0.0f1 raquired fie(s) added

Claim curre ey
This i the pragram dessristcn af hat aualfes forthis form of roof -
e at s 1 Bl wit:
« 3rd Party Inumics Wiew lst of v ile types. ()
on
« Conification Statement & Report (CSR] LG
B _mage " © Required 0 0f 1 required file(s) added

View It of v i bypes. (1)

This s the ragram description of what qualifes for this form of prock:

A at least 1 il 1o grevice: Add fie(s)

+ Event phatas

€© Required  0.0f1 raquired fie(s) added

View It of v s types. ()

Add fie(s)

@

Metric ™ © Required 0 0f 1 required file(s) added

This s th pragram descriptien af wht ualies fo s frm of pros:
e L b withe

« Nurmber of questsatarclct
aso

« Tyae into desciiption field “numizes of guests attsnded” 1o tef MS the mebsic you are providing.

—— = =y
© Support document 1 (Optional) 0 filefs) added
e e

© Comments

Enter all additional information in the Proof sections of the claim form.

4. Under Communications material, upload the required non-invoice
related material - communications, photographs, etc.

5. Under the heading Support document, you can upload additional
documentation to support your claim (optional).
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@ Comments

Add any information here that is relevant to your claim.

|
|
o l
A 1
|
Partner name
1 —_——-
1 , ; l
My claim total
TS car . 2 . : !

L ————

6. Under the Comments heading, type any comments that may aid in
processing your claim.

7. Select Save on the scroll bar to save proof details for the claim activity.
A claim number appears after you select Save. You can come back to
it anytime to continue updating via Claim management.

My claim total 1 2 3 _—
12,34500 GBP peiey — Comments °I |
L1

Confirm

You are about to submit your claim. After you submit, you will be unable to make changes until Micresoft has completed a
review,

_

Confirm Location of Activity

You are requesting payment from Microsoft because your company performed various activities required by the terms of an incentive program,
Were any of these activities performed by your company's direct employees while werking inside the United States?

Please note, your response will be used to determine whether U.S. tax should be withheld from the pay itisi to answer the fion accurately.

O ves O no
Fo———
I Confirm I Cancel
°_ __ pEEZ]

8. To submit the claim for review, select Submit claim on the scroll bar.
9. Select Confirm in the message dialog box.

10. On Confirm Location of Activity dialog box, select appropriate
response, then select Confirm.
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Note

e When you submit your claim, you cannot change until Microsoft completes
their review.

e The Microsoft proof validation standard response time (SLA) is five calendar
days.

e The proof validation process is complete when all proof files within the claim
activity have been validated as either Proof Accepted or Proof Rejected.
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Track claim status

Search and track claims:

Program info  Program summary Plan Management Claim management Claims summary Eamings Payments
im Change geography
Plcfrﬂew_mlegte_ | E Pending submission Il Search claims

Proof review complete

Status

Claim number Claim name Aectivity Expense amount Status
s MPN Participation 1000 USD Proof Accepted
it s MPN Participation 2,000.00 USD Proof Accepted

Within the Claim Management area you can filter claims by:

e Claims requiring action from the partner or Microsoft (Requires action
tab).

e Complete claims (Proof review complete tab).

e Saved claims (Pending submission tab).

Or you can search for specific claims in the Search claims tab using the claim
number.
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Claims summary

You can view the status of your claims on PIEX. Filter your reports by time
and geography.

To view a summary of your claims:

Partner Network | @® Incentives

Programs  Notifications  Support  Admin  Reporting

Notifications Programs

0 Actions requirec

Oen ling

0] Eigible ST

14 Recent activities

P Messages
Skyline

Dear Hosting Partner. This is 3 reminder y

Messages

Skyline - Country

I Q
Program info  Program summary  Plan Management  Claim management | Claims summaryl” Earnings = Payments

1. Select the relevant program on the dashboard.

2. Select Claims summary from the top menu bar.

3. On the Claims summary page, select the Usage period the claims are
for, and a country/region under Geography if relevant. Note: you can
also use the time slider to select a longer or shorter time period.

4. Select Apply.
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View high-level claim data on the Claims overview section and claim details in
the Claim details section.

Claims overview
All amounts on this graph have been converted to user preference currency. l ——— g
. Farned ncentive ©
| esscor 1
° 1 Approved claims (D) 1
3746 GBP |
(COOP tunds remainine a0 @
- ] o |
. 1 coorcsmpia® |
527 GBP
E I
. —— = —
& Earmed incentive # Approved claims # COOP funds remaining ® COOP caims paid
Claim details
| == = —-————=—=
Claimnumber & Dotails Geography city Mossages Dispute Dispute ID Claim status Claim amount
—_— e e e e =
Detais Country city [ ] Cannot dispute Proo Accepted 1000.00USD  Semester Oc n a7
—
country city & 2] K Cannot dispute Proof Accepied 40000GBP  Semester Oc n 207
country _ city frag K Cannot dispute Proof Accepted 800.00GBP  Semester Oct 2016 - Jun 2017

1. The total figures for claim earnings and available funds are shown on
the right.

2. Select a claim number to view a specific claim form and its details.
3. Alternatively, select Details.
4. Sort columns by selecting the column header.
5. Select Export to Excel to download the raw data file.
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Viewing payments

You can view the details of your payments on PIEX. You can contest a
payment using the dispute option.

Wire transfer details

Below are some important points in regards to payments concerning viewing,
exporting, reconciliation, and timelines.

e The wire transfer to the bank includes two identifiers for reconciliation,
and should appear on the bank statement as:

o Payment Description

o Payment Clearing Number

e The Payment Description begins with the word INCENTVE, followed by
the program name,

E.G. —INCENTVE.XXXXXX.15P01.150519
o XXXXXX—assigned program code identifier (six letters)

o 15P01—identifies the earning period where incentive was
earned: 15 = fiscal year, PO1 = first period of the program year.

o 150519—the date on which the payment was sent: 2015 05 19
[YYYYMMDD]

The Payment Clearing Number is unique, and begins with the
numbers 67.

e You can now export the payment report to Excel. The report includes
additional information, such as, Payment Clearing Number. This
Payment Clearing Number is important when you chat with a
Support representative or submit a ticket. Your bank may also ask for
it if you contact them about a payment.
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e On the Payment page, status Payment Error under the Payment
status column, shows any payment sent that was not successful. In
many of these cases, the payment profile is not accurate, and your
company Partner Admin needs to update it.

e Asingle payment can include approvals for multiple claims. On the
Payments page, you can see the claim numbers and amounts included
in each payment. Rebate payments process separately from co-op
payments.

e If your payment requires adjustments for tax purposes (for example,
VAT), this will be visible when you expand details for a specific
payment. Your bank may also apply a small processing fee and deduct
it from Microsoft's payment to you. Therefore, you may see a small
variation in the final payment you receive.

Payment cycle

¢ Rebate will be made following earning periods. Payments will be
made to active partner bank accounts within 45 days after the close of
the earning period.

e COOP payments are processed monthly. Coop claims submitted and
approved in the portal by 11:59PM PST on the 15th of each month
will be sent for payment by the end of the same month.

e The COOP claiming period directly follows the earning period. Claims
for the previous earning period can only be made during the related
COORP claiming period, not at a later time.

e Microsoft recommends that partners submit COOP claims 15-30 days
before the submission deadline to allow for Microsoft validation and
partner claim edits, as needed.

Note

Microsoft's payment date is the day payment details are sent to Microsoft's
bank for distribution. The actual receipt date in a partner’s bank account
cannot be guaranteed. This is because of local banking system or, a partner’s
bank regulations and processes.
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Track payments

Payments can be tracked from within the payments section of the incentive
dashboard within PIEX.

The payments section in the incentive dashboard

Payments are money transfers to your bank.

Payments and Statements
T produce your reports, we Convert yOUT aiming GurTEncY into ot reporting cusreny, Thersfore. chue to changes in FX rates. you may zee & variance between what is reporied here, yous esiming curency
amasre nd the sohusl money in your bonk oot
Payments
Fro;m_ - _Eamrg ;-! Eamnings Eaming period start .| Earning penod end Payment date |_ Pimelm_ _I
Sy Fee 191203 EUR Apil 19, 2018 May 18, 2018 Mot Assigned ot Assigned
Fee o 181008 EUR March 16, 2012 April 13, 2018 Mot Assigned Hot Assigned
Fee 1295 EUR December 19, 2017 Jarwary 18, 2018 Mot Assigned ot Assigne: d
Totak: 383666 EUR
E—r—
|| e 1
TStatements
Dote [, ° Program Amount eamed Tax withheld Tatal paid Statement
Janwaary 2018 Shylina 106539 EUR .00 EUR 1,838.39 EUR vrewn
Februsry 2018 Siglne 181573 R 2,00 EUR 1,15.73 BUR
april 2013 S 378031 EUR .00 EUR 3730.31 EUR

In this section, you can see the payments:
1. Split by program and earning type.
2. When the transfer is done, the payment date and payment ID will
populate.
An earning statement is generated for a month when a payment is sent.
3. Select a year/month and then select View to see details of the earning
statement.

Download statements

Download statements
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From the payments section, you can select to view the statement.
A payment statement like the one shown below will display.

February 2018 Payment Statement
To Produce yOur reports. We COMVEN yOUr §arming CUITEncy INt0 your reporting currency. Tharefoce. due 10 changes in FX rates, you May 56@ 3 vanance between what & reported here, your eaming currency

aenount. and the actual money in your bank account

Monthly total paid

26,705.81 SEK
[ vowntosd varsacions |

Payment issued
Program Payment id Total eamings Tax withheld Total payment Payment remittance
Skyline 0123456730 26,705.81 SEK 0.00 SEK 26,705.81 SEK Download

Total: 26,705.81 SEK 0.00 SEK. 26,705.81 SEK

1. Download transactions:
shows a detailed view of transactions and earnings in CSV format
associated with the payout (a collection of multiple payments sent at the
same time) linked with the statement.

2. Download payment details:
shows a breakdown of a payout into payments in CSV format. If a payout
was split into multiple payments, you can see its components in this detail
view.

* More detail regarding downloading payment details useful for auto
importing data into in-house systems is provided in the next few slides.

Payment remittance statements are also available as a download in the Payments
section.
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February 2018 Payment Statement

aemount. and the actual maney in your bank account

Monthly total paid

26,705.81 SEK

Download

Payment issued

Program Payment id Total eamings
Skyfine 0123456739 26,70581 SEK
Total: 26,705.81 SEK

To produce your repOrts. we Convert yOUr €3rming CUFTncy INGo your reporting currency, Therefore. due 10 changes in FX rates, you May 56¢ 3 Varance between Whit & reported here. your 8aming curTency

Tax withheld Total payment Payment remittance

0.00 SEK 26,705.81 SEK |

0.00 SEK 26,705.81 SEK °

In the payments tab:

3. Select Download to view the relevant payment remittance letter.

The payment remittance letter can then be viewed. This is similar to the example

below.
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Partner Network - B2 wcronoh
Date: February 15, 2018
Program: Seyline
Partner: Contoso
Address 1
Address 2
Address 3
Partner # 123456780
VAT Applicable: Unknewn
WHT Potentially Applicable: False

Please reference the below detalls to confirm receipt of your payment

payment amount: 26,705.81 SEK
curTency: SEK
description:

payment method: Wire

= Pieast ncte that bank processing time can take up 1o § business days befane appearing in your sccount. Your BiyTent amount may vary
alightly ¥ your Bank JRSUS Bny BOSTEAM pIRINNG T

This payment is a result of the following activity, per agreement
Incentives earned and/or daimed due from activities performed during earning period.

For any questions, please contact Microsoft Support by submitting 3 suppor ticket in the Partner Incentives
Experience webite

Thank you,

o Microsoft Corporation [“MSLI"),
Americas Operations Center, 5100 Neidl Road, Reno,
NV B9511 USA

The table highlights the common columns as well as the individual columns in
the two export files. This allows visibility of which payment corresponds to which
earning.
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Partner Name and ID (MPN/PCN)
Earning Period
Program Name
Payment ID and Status
Geographical information (country, currency, exchange rates)

More Earning data (period start/end date) More Earning data (earning type)

Customer name and resp. country Payment amount and date

Product info (SKU, name, quantity, unit price, license Other Payment Details (reference, description, method)
count)

Transaction info (amount, currency, date, invoice Tax info (Withholding tax)

number, calculation date)
Incentive info (rate, lever, accelerator, rebate/coop split)

Agreement info (agreement number, master agreement
number, agreement start/end Date)

Subscription info (ID and start/end Date)

Additional notes regarding disputes:

¢ The Payment doc Clearing Number (only available from the Export
to Excel file) is helpful to include when inputting a payment.

e After you submit the dispute, the payment ID dispute status changes
to In dispute. You will still be able to view the details.

e Payment disputes are sent to Microsoft Support. The standard SLA for
a response is five days.

Change payment and tax profiles

For guidance on how to change a payment or tax profile please refer to
Update or change payment profile information in PIEX section.

Notifications

Notifications are visible on the homepage. Notifications trigger when specific
events occur in PIEX. For example, when a partner starts the enrollment
process this event will trigger a notification that Payment profile needs to be
completed. Notifications are visible to partner admins and users.
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Partner Network | ® Incentives

Programs  Notifications  Support  Admin  Reporting

Programs

1 Active

0 Actions required

14 Recent activities
2

£ Messages

0 Enroll ing

Oc ligible
Skyline

Dear Hosting Partner. This is a reminder y

Messages

B Notifications

Firdd ol required actions and recent actvitier

P am Geograpty
[ ] v] dely Gl
| tetomrequred || Reemtacivites | [ Memsgs | [ Achvedutiine |
Actions required
r---.°
Deserption Program Grography. Acwon by 1 harmp 13 st od date - Archive
et s g e ko o Ay SE063 Skyline ) i ——
pokiaing mase prood for Clas Actiy 0I5 Skyline : (-] : =3
] I
Skyfire 1 - ] 1 m
Temmm=— 4

1. Select general or program specific Notifications from the dashboard.

2. Under the Action required tab, see all Notifications where action is
required. Select the relevant arrow under jump to action to go
directly to the page that requires an action.

W Notifications

Find all required actions and recent activities

@ Filters

Program

Geography
- -

Actions required i Recentactvties | [|_Messages | | Archived activities |

Recent activities

Description Program Geography Created date A Archive
Microsoft received Claim Activity}isagas and is reviewing proof skyline Country, City (MPN number) 19/01/2017 2155
Microsoft received Claim Activity S385F and is reviewing proof skyline Country, City [MPN number) 19/01/2017 21:53 Archive
Microsoft received Claim Activity 8 and is reviewing proof Skyline Country, City (MPN number) 19/01/2017 21:52

3. Select the Recent activities tab to view a list of all recently complete
activities.
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Note

o Time-based notifications expire automatically over a period of time without
needing partner action (for example: payment or tax profile assignment).

¢ Non-time based notifications do not expire without partner action (for
example: review program documentation).

e Other options under notifications are:
o View messages between a partner and Microsoft under the Messages tab.
o View archive notifications under the Archived activities tab.
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Support

Support for programs and PIEX is available through the dashboard. Access
incentives guides for additional program guidance.

Partner Network | @ Incentives

-——
Programs Notifications | Suppnrrlndmm Reporting
— — o)

1 submitted disputes

0 Accepted disputes

Dispute details

0 Rejected disputes

Programs  Notifications ~ Support ~Admin  Reporting

M Support

[ e | [ idees
Program Group * Program area

| Select | Select | Select Go

Disputes |

* Issue *

Self help

Visit the Welcome Page

Contact Support

Managed Reseller and Hosting programs Syndication and CSP programs

North America: ciguest@microsoft.com North America: ocina@microsoft.com

Latin America: msreb@microsoft.com Latin America: ocilatam@microsoft.com

Europe: erebates@microsoft.com Asia Pacific including Greater China: ociapgc@microsoft.com

Asia Pacific including Japan & Greater China: apocchi@microsoftcom  Japan: ocijp@microsoft.com
Europe: ociemea@microsoft.com

1. To access support, select Support on the dashboard or top menu.
2. On the Support page:

e Select Help to view self-help articles, submit a ticket, or see support
aliases.

e To search for a submitted ticket and view its status and history, select

Tickets.
e To view status of a dispute, see details, follow up with Support, select
Disputes.
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Help option

Programs  Notifications Support Admin  Reporting

B Support

Disputes

|Program Group * Program area *

Self help

Visit the Welcome Page

Contact Support

Managed Reseller and Hosting programs

North America: ciquest@microsoft.com

Latin America: msreb@microsoft.com

Europe: erebates@microsoft.com

Asia Pacific including Japan & Greater China: apocchi@microsoft.com

I| select . | Select .

Syndication and CSP programs

North America: ocina@microsoft.com

Latin America: ocilatam@microsoft.com

Asia Pacific including Greater China: ociapgc@microsoft.com
Japan: ocijp@microsoft.com

Europe: ociemea@microsoft.com

To access self-help articles:

1. Select the Help tab.

2. Filter by Program, Area, and Issue, and select Go to access the most

relevant self-help articles.

A list of relevant self-help articles will now appear. If you select an article, it will

open on a separate web page.
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What Foreign Exchange Rates are Used :-_ _z"":
1 1

Summary

This article describes the exchange rates used by Microsoft to pay the commercial incentives and how to check your daim currency in the Partner Incentive
Experience Portal,

More Information

In the Partner Incentive Experience Portal, transaction currency gets converted using the menthly treasury exchange rate used by Microsoft for all its
incentive programs, into the currency selected in the current payment profile,

To view the currency of your claim in the Partner Incentive Experience, please follow the steps listed below:
. Leg into the Partner Incentive Experiencewith your Microseoft account (previous Live 1D).

2. Under the Programs section, click the tile for the applicable program.

w

. Click Jlaims summary.

Eal

Filker by Geography and Time period.

wn

. The Claim detaifs list will be displayed.

o

. The claim currency is displayed next to the Ciaim amount

Properties

Properties

Article |D: 3022147 - Last Review: 12/02/2014 15:75:00 - Revision: 1.0

Keywerds:
kbsurveynew helppartner kibnorightrail KB3022147

:Fe?zd'bEdZ"""""""'

|
| VWas this information helofu? Oves OnNo (O somewhat

| Tell us what we can do to improve the article

You can print or email the article and rate its content.
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Submit a ticket

E® Microsoft

Partner Network | @ Incentives

Notifications ~ Programs ~ Support  Admin

M Support

Program * Program area * Issue *

| Select | Select | Select Go

Self help

Visit the Welcome Page

Contact Suppona

Submit a ticket

When submitting a Service Request, do not include any business sensitive information, like IBAN Number, Bank Account Mumber, or other banking details.

Message subject =

Frogram *

[ select I~

Program area *

[ select ™

Issue *
[ select

Geography *
| Search Vl

Details *

Enter max 750 charadters

email ()
I

Attachment ()

Browse

.

h

1. Select the Help tab.

Select Submit a ticket.

Complete the Submit a ticket dialog box, add attachments if relevant.

A won

Select Submit when complete.
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Tickets

Programs  Notifications  Support  Ad

B Support

[Hep ][ et || oisputes

Jsupport tickets

1 © openvickess
| ©  cosediicker

Select this option to query and filter on open and submitted tickets.

Disputes

* The Dispute payment functionality is no longer integrated within PIEX.

» Payment disputes are sent to Microsoft Support. The standard SLA for a
response is five days.

*  When contacting Support to dispute a payment it is helpful to include the
individual Payment Clearing Number (only available from the Export to
Excel file within the Download payment details option).
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MPN Support

The MPN Portal provides support options for Microsoft Partners including self-
help articles searchable by Topic, Chat with a Live Support Agent, Community
Support, and submission of a Support Ticket. The Call logging tool remains
available.

Support Options on MPN

These support options are accessed through the Microsoft Partner Network on
https://mspartner.microsoft.com under the ‘Support’ tab, select the Contact
Support option. Then select Partner Incentives as your Category. You can now
choose your topic and issue.

Commercial Channel Incentive queries which may be logged with Support,
include:

e Incentive calculation & payments questions
Policy questions

Eligibility queries

e Partner on-board queries

Self-help Articles by Topic
Based on the topic and issue selection, self-help articles can be seen under
‘Recommended Solutions’ and can be accessed at any time.

Self-help articles will be available in the following languages: English, Chinese
(Simplified & Traditional), Japanese, Spanish, Portuguese.

Chat with a Live Support Agent

To initiate a Chat with a live Support Agent, select the Chat online with a live
agent button. Please fill in the requested information in the pre-chat survey that
opens to begin your chat.

Posting a question to the Community

Channel Incentives Support Agents monitor the Microsoft Partner Community.
They will acknowledge your post within one business day. Please be aware that
this is a public forum so do not post any financial, deal or partner sensitive
information.

Start a Support Ticket
Select the Submit an issue button to start a support ticket.
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Appendix: Microsoft Partner Network 1D

1. Within MPN, there are identification numbers for each partner entity used by
Microsoft to identify Microsoft Partner. This is also referred to as the MPN ID.

2. For purposes of incentive payment, partners should utilize their Primary
Location/Headquarters (HQ) ID or other Location IDs.

3. The MPN Company Address is used to validate and disburse payments to
partners. When submitting bank details or tax forms, the Company address
should be the same as listed under the relevant MPN ID in the Microsoft
Partner Network (MPN) portal. Partners are responsible for ensuring that the
correct address is entered in full and accurately in the portal in order to avoid
payment delays.

All materials and information presented should be treated as Microsoft Confidential
Information and are subject to the terms of your NDA with Microsoft through your
channel partner agreement or Microsoft Partner Network Agreement in its current
form. This information is intended to be used for business planning purposes and
may be subject to change.

Microsoft Partner Network Agreement in its current form. This information is
intended to be used for business planning purposes and may be subject to change.
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