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Instructional Guide – Client Users

HBS Microsoft CSP
Self-Service Portal Engen
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Access Request
Portal is not organization-based but 
individual user-based access 

Request individual access here: HBS 
Microsoft CSP Self-Service Portal 
Request 

Repeat to grant access to more 
individuals within your organization. 

https://forms.office.com/pages/responsepage.aspx?id=fXKwxssseEqw_OAV8y9k4niuDsoZi9hJq_I9WaH4M_9URTRCN0VUNEhMVFJLOUNMSExYR0haNk9NTy4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=fXKwxssseEqw_OAV8y9k4niuDsoZi9hJq_I9WaH4M_9URTRCN0VUNEhMVFJLOUNMSExYR0haNk9NTy4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=fXKwxssseEqw_OAV8y9k4niuDsoZi9hJq_I9WaH4M_9URTRCN0VUNEhMVFJLOUNMSExYR0haNk9NTy4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=fXKwxssseEqw_OAV8y9k4niuDsoZi9hJq_I9WaH4M_9URTRCN0VUNEhMVFJLOUNMSExYR0haNk9NTy4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=fXKwxssseEqw_OAV8y9k4niuDsoZi9hJq_I9WaH4M_9URTRCN0VUNEhMVFJLOUNMSExYR0haNk9NTy4u&route=shorturl
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Receive Invitation
Within 2-3 business days of 
requesting access, you will receive 
an email from a member of the HBS 
Microsoft Licensing Team. 
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Successful Access

The landing page with load 
on the Overview. 

Bookmark and access 24/7: 
at https://ms-csp-
portal.hbs.net/ 

Contact 
microsoftlicensing@hbs.net 
for support throughout your 
experience 

https://ms-csp-portal.hbs.net/
https://ms-csp-portal.hbs.net/
https://ms-csp-portal.hbs.net/
https://ms-csp-portal.hbs.net/
https://ms-csp-portal.hbs.net/
mailto:microsoftlicensing@hbs.net
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Navigate to Licensing View

Click on your company 
name in the blue box to 
open your subscription 
management page, 
where you can view and 
update subscription 
quantities.
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Navigate the Licensing Page

<- Billing Company
(Entity that HBS invoices)

<- Tenant Name 
(Multiple results when two or more records are 
mapped to the same billing entity)

<- Tenant ID
(Multiple results when two or more records are 
mapped to the same billing entity)

<- Tenant ID Domain(s) w/ or w/o Vanity Domain
(Multiple results when two or more records are 
mapped to the same billing entity)

Confirm your company details: 
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Licensing Inventory

Click Pencil Icon 
to Modify

View all subscriptions managed by HBS.  Editable items contain a pencil icon.
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Modifying the Subscriptions

Adjust Quantity Immediately
Upon “Save Changes”, request will go directly to Partner Center to 
implement the change and will be visible within the Microsoft 365 
Admin Center within 10 minutes (typically less)

Adjust Quantity Later & Renewal Policy 
We recommend partnering with the 
microsoftlicensing@hbs.net team to adjust 
quantities on a “Custom date” or “On-renewal”, 
and/or to adjust ‘Renewal Policy’. 

mailto:microsoftlicensing@hbs.net
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Confirm the Modification

Click the “Change History” entry next to the recently modified subscription to confirm successful 
increase.  Visit your Microsoft 365 admin center to see the available licenses within 10 minutes of 
modification. 
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Troubleshooting & Questions
• For application consent
• First time access may require you to “request approval” for the enterprise 

application.  Upon doing so, follow up with your IT department and/or 
Global Administrator to complete the process of approving the application.   
Exit then revisit the site. 

• For immediate increases
• In the event of access issues, email microsoftlicensing@hbs.net with the 

full subscription name and desired quantity, to implement the quantity 
increase.

• The team will then align you with a specialist to troubleshoot access. 

mailto:microsoftlicensing@hbs.net
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