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Agenda
S O  M U C H  T O  L E A R N !  

• Invitation & Access
• Landing Page
• “My Services”: Viewing Subscriptions
• “My Services”: Editing Subscriptions
• “My Services”: Change Log & Scheduled Changes
• “My Usage Data”: Azure Consumption 
• “My Licenses”: Tenant-wide Subscriptions
• Support Path
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Invitation & Access
• Request individual access via HBS 

Microsoft CSP Self-Service Portal 
Request. (Repeat to grant access to 
more individuals within your 
organization.) 

• Within 2-3 business days, you will 
receive a plain text email invitation 
unique to you. 

• Redeem the invitation using your 
Azure Active Directory/Entra ID 
credentials. 

• Contact your HBS Solution 
Consultant Team for assistance. 

Sample email invitation

https://forms.office.com/r/AnpVmM35KY
https://forms.office.com/r/AnpVmM35KY
https://forms.office.com/r/AnpVmM35KY
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Landing Page
Location:
• https://hbs-

work365.powerappsportals.com/

Access:
• Request access via your HBS 

Solution Consultant Team or 
Microsoft Licensing Team

• Redeem invitation using Azure 
Active Directory/Entra credentials

• Bookmark and access 24/7 using 
Azure Active Directory/Entra 
credentials 
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“Products”: Viewing Subscriptions
• View all subscriptions 

managed by HBS
• Use the filter on the side to 

adjust
• Type of licensing 
• Licensing Term
• Billing Contract 

• Shows the quantity and time 
until renewal 
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“Products”: Editing Subscriptions
• Select the pencil from the previous view

• In the “Quantity” field, type the amount of 
licensing you'd like to add

• Quantity reductions can only take place the first 
seven (7) calendar days at the start of the 
subscription term

• Modifications can go into effect:
• Immediately
• Upon Commitment End Date 
• Custom Effective Date

• Click “Save” and the change will be immediately 
made.

If you submitted a change in error or need assistance, please email msnav@hbs.net. (Not monitored 24x7)

mailto:msnav@hbs.net


77

“Products”: Subscription & Contract Details

• View your subscription end dates, 
commitment term, and price per 
term. 

• Ability to see contract terms 
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Portal Support Path
Situation Contact info Info to include in request
Unable to access portal; need 
invitation/re-invitation Request access here: N/A

Unable to modify seat count HBS Microsoft Licensing Team at 
msnav@hbs.net 

Name of product and desired seat 
count. Team will adjust the licensing 
first then troubleshoot the issue 
second.

Portal down, technical bugs 
preventing use of portal

HBS Microsoft Licensing Team at 
msnav@hbs.net Screenshots and description of error

Need to purchase a net new 
subscription 

Your HBS Solution Consultant 
Team Name of product and quantity needed

Break/fix support for Microsoft-
caused outage or technical 
problem

Your HBS Solution Consultant 
Team, Your HBS Field Engineer, 
the HBS CSP Help Desk at 
cspsupport@hbs.net

Screenshots, description of error, best 
contact method

mailto:msnav@hbs.net
mailto:msnav@hbs.net
mailto:cspsupport@hbs.net


© 2021 Heartland Business Systems, LLC.  All Rights Reserved. 9© 2025 Heartland Business Systems, LLC.  All Rights Reserved. 9

Thank you for choosing HBS as your 
Microsoft licensing partner.
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