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***Click to view our online video: Microsoft Services*** 
 

 
To log into your Fusion Connect Client Portal to access your Microsoft Services options, click (and save as a favorite), 
this URL:  https://login.fusionconnect.com. 
Enter your Admin Username and Admin Password. ***Your login credentials were sent via an auto-generated Fusion 
Connect email. *If needed, you can click Forgot Password before signing in. 
Note: You may also click “Login Using Microsoft” if you have enabled Microsoft authentication. You can reference  
this video for enabling this feature: https://youtu.be/OqpmckyaQEE  

 

 
 
Once logged in, to access your Microsoft Services, click on the IT Software & Services option in your Services Tile. A new tab  

will open. Click on the cabob (the 3-dot icon)  of the site you wish to access and choose “Manage Services”: 
 

 
 

 
 Note: If needed you can click “Create Ticket” to open a ticket pertaining to your Microsoft Services. 

https://www.fusionconnect.com/hubfs/videos/support/microsoft/Fusion-Connect-Client-Portal-Microsoft-Services.mp4
https://login.fusionconnect.com/
https://youtu.be/OqpmckyaQEE
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Your Microsoft Services Tab allows access to: 

- View / Edit existing Microsoft Services (view how you’re billed- Monthly, Annually, etc, view 

your Term, Unit Price, Quantity, your Billing Total, Effective Activation Date(s) and Term End 

dates). You can also edit Auto Renewals 

- Change Quantity of your already active Microsoft services listed on your account 

-  You can request other Microsoft Services to become “Available” in our Fusion Connect catalog.  

- Add Product - Once the Microsoft Service is available, you can “Add Product” - adding the 

product to your account 

- View and export your “Change History” and any “Scheduled Changes”  

***NOTE: All tickets created will be available in your Tickets Tile of your Portal login Overview tab. 

There, you can access your ticket(s) to make comments to the Fusion Connect Team working your 

specific ticket request.*** 

        

               View / Edit existing Microsoft Services 
 

 Once selecting “Manage Services” from your Kabob icon of the site you wish to access, in your new tab under 

the Service section, you will see a list of your existing Microsoft Services. This will provide a view of how you’re 

billed- Monthly, Annually, etc, view your Term, Unit Price, Quantity, your Billing Total, your Effective Activation 

date(s) and Term End date(s)… 

  
 

To edit a Service, click on its pop-out window icon-   This will open a new tab. 

 

Here, you can change the quantity of your service by clicking “Change Quantity”. You can also “Open Ticket 

Reporting License Problem”. You can click “EDIT” to edit your Auto Renew: 
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Change Quantity  

This allows the ability to change the quantity of your service. Add your New Quantity* of service. 

For “Change Effective*”, click the drop down and choose either “Immediately” (if you want the additional services 

 immediately) -or choose “On Renewal” if you want services added when you auto-renew. You can also add your own 

alpha/numeric Order Reference if you wish. Clicking “Submit Order”, your new service will be added within the Change 

Effective time frame chosen: 
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 ***NOTE: If your requested increased amount of Product will cost more than your Microsoft Services Credit Limit allows,  

 you will receive the below message stating a Ticket has been created on your behalf to review your Microsoft Services credit  

 limit. Click CANCEL: 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 
 After clicking “Cancel”, go back to your login Overview Tab: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click Refresh (top right corner), and in your TICKETS Tile, you will see your “Credit Limit Review” ticket listed. 

 

 Note: All Microsoft Service-related tickets will be worked within 24 hours. 

 

 Once your Credit Limit has been approved, you will receive an email. You can also view and make ticket comments to your 
 ticket by clicking the “Ticket Id” 
 *See the next page screen capture…  
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 After your Microsoft Services Credit Limit has been increased, you can now add your additional Microsoft Service licenses, 

 simply by accessing your License page again and click “Change Quantity”: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 



Fusion Connect Microsoft Services – User Guide 
 

7 
 

 
 
Requesting Product Availability 

Once in your Microsoft Services tab, you can request “availability” of a new Microsoft Product by opening a Ticket. Click on 

“Open Ticket Requesting Product Availability”… 

 
 

 

 In the “Request Product Availability” window: 

Product*, enter the specific name of the Microsoft Product you want available to add 
Billing Frequency*, choose from the dropdown how you want to be billed for the service, i.e Monthly/Annually/ 
Triennial 
Commitment*, choose from the dropdown how long you wish to commit to term for the product, i.e 
Monthly/Quarterly/Annually/Triennial 
 
***Please add in the “Additional Message” field why you’re requesting the product to become “available”.*** 
 
Click “Open Ticket” 

***After your ticket is created, you will receive a response via email once your Product is available to “ADD” it as a Microsoft 
Service.  
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Add Product 

Once notified by Fusion Connect your requested Microsoft Service/Product is available to add …in your Microsoft Services  

tab, you can add the Product by clicking “Add Product”…  

 

 

 
 
 
 
 
 
 
 

 
 

 

Click the Kabob icon for Product*. Select the Product that you requested to become “available” and click Submit to Add  

your Product. Note: If adding Microsoft License(s) the quantity of licenses will be required at that time: 
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Change History and Scheduled Changes 
 

Upon clicking the pop-out window icon   for a particular Microsoft Service….  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
…you will be able to view the product’s Change History and any Scheduled Changes. 
 

Change History section details: 

• The Change Date/Time 

• Change Description 

• Effective Date 

• Order Reference (if added by the Admin) 

• Ordered By (who ordered the product/Service) 

• Source / Source values: 
1. Customer - change made in the Client Portal by the Admin 

2. Provider - The change came from Microsoft (someone changed in partner center which shouldn't happen or there was a  

mismatch between Microsoft and Work365 that was fixed up by a system process. 

3. Sales Order - When the order is initially provisioned by Fusion Connect 

 

• Provisioning Status 
1. Awaiting Provisioning - Awaiting provisioning with Microsoft 

2. Failed Provisioning - Failed to provision with Microsoft 

3. Provisioned - Successfully provisioned with Microsoft 

4. Not Applicable - The operation considered successful / nothing required by Microsoft 

 *See next page for a screen capture example…. 
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Scheduled Changes section details: 

• Change Time (date/time the change was scheduled) 

• Effective (when the change will take place) 

• Quantity (number of changes) 

• Ordered By (who requested the Change) 

• Source (request made via the Portal) 
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Note: Any “Scheduled Changes” created can be canceled before the Effective Date by clicking “Delete” at the  
bottom of the page, choosing each Change and click “DELETE”: 

 

  


