
Q: What is the difference between subscriptions and licenses? 
A:  The subscriptions are what you have purchased from Insight that you will be charged for. These are listed in the 
Subscriptions section under the Dashboard. Licenses include other licenses and subscriptions that you may have purchased 
from other providers. These are synced from Microsoft to try to give you a total view of everything you have in your Office 
365 or Dynamics 365 Tenant. For instance, if you had existing subscriptions from another provider and moved to Insight, 
those old licenses would display in the Licenses section of the dashboard until they expire out of your tenant. 

Q: How can I reset my password? 
A: Navigate to https://buy.insight.com/us/login and select the forgot password button.  

Q: Is there a report that shows my subscriptions with the unit cost, total quantity, and subtotal – for what I currently own? 
A: Currently this feature is unavailable, but this is on our roadmap for future releases. 

Q: I can’t find a product I want to purchase - what do I do? 
A: If you need to increase or decrease the quantity of a subscription you already own, please do this under the subscriptions 
tab on the left-hand side in the dashboard by modifying your existing subscription.  For services, you currently do not own, 
you will want to search by using the “Browse All Cloud Solutions” link.  You can reach out to our support team via email at 
csp.support@insight.com if you are unable to find a particular service.  Please provide them with your company name and 
account number along with the name of the product that you wish to purchase, and they will be able to assist or route your 
request to the appropriate team. 

Q: Who do we contact to request changes or updates to the Cloud Management Platform? 
A: Please reach out to your Account Executive or our cloud support team via email at 
csp.support@insight.com.  They can further assist or route your request to the appropriate team for non-technical changes/
questions related to your Cloud Management Platform 

Q: Why does the license assignment total in my Cloud Management Platform not match the total I show in my Microsoft 
admin center? 
A:  Our platform should automatically sync with your M365 admin portal but if there is a discrepancy, you can perform a 
manual synchronization under the licenses tab at any time. 

Q: How often do I have to click the “synch” button on CMP? Does it synch automatically? How often? A: Our platform runs 
an automated sync daily.  However, you can perform a manual sync at any time if changes are being made or as needed. 

Q: Can I remove or decrease licenses in your Cloud Management Platform without un-assigning a user first? 
A: Yes, theoretically you can. However, we strongly recommend that you ensure you have enough licenses to cover your 
active users once the change occurs.  It’s best practice to un-assign a user from a license first, then reduce the quantity as 
needed to avoid any loss of service to your remaining active user(s). 



Q: How do I add someone else as an admin? 
A: Log into the platform, navigate to Dashboard, Users. If the user you wish to elevate to Admin is already listed, 
click the username, then click the pencil icon next to the role to change this to Admin.  To save this change, click on 
the green checkmark.  If the user does not exist yet, click the Add User button and follow the form. 

Q:  How do I modify an existing subscription? 
A:  Log into the platform, and select Dashboard from the top, then click Subscriptions: 

Click the Subscription ID, then click Modify Subscription. 

Change the License Quantity to the new desired (total) Quantity, click update, and then scroll down to the
bottom of the screen to complete the process.
When decreasing a quantity, this can only be decreases down to quantity (1).  If you are looking to decrease a
service to zero, you want to click into the subscription ID and instead of modifying the subscription, please click
on cancel subscription found under the product name.



A: We recommend that you manage your users and assign licenses through the Microsoft Admin Center (MAC) or Azure Active 
Directory Admin Center – whichever you are more comfortable using. Log into portal.azure.com or portal.office.com and 
select the Admin option.  

Q: Why do I have two different subscription lines for the same product?  
A: Each time a new order is placed for a service, (i.e. M365 E3, Visio Plan 2, Project Plan 3, etc.), a unique subscription ID is 
created and associated to this order.  This is important because it defines the anniversary date of this subscription ID and price 
protection applies for a (12) month term based on this initial order.   
It is always important to adjust a quantity of a service already owned by modifying the subscription as mentioned above in 
this FAQ.  If a new order is placed for a service already owned, a separate unique subscription ID is generated by Microsoft 
and referenced within our cloud management platform. 

While some clients intentionally create separate subscription ID’s for the same service to track licenses by department, cost 
center, etc., it is a recommended best practice to consolidate each individual service into a single unique subscription ID to 
avoid confusion and ensure the same renewal/anniversary date per service. 

Q: I bought Audio Conferencing licenses and I don't see them listed under subscriptions? 
A: Audio Conferencing along with other Microsoft services are considered an add-on to a pre-requisite parent license.  This 
means that you cannot purchase this as a stand-alone item.  These can be found under the parent service such as an Office365 
or Microsoft365 subscription. Click the Subscription ID for the primary product, click Modify Subscription, and you should see 
them listed below 

Q: How can I update my shipping or billing address? 
A: At this time, please open a ticket with csp.support@insight.com and ask that your address be updated within your Cloud 
Management Platform.  You will want to provide them with the correct address needed and once this is updated in our 
internal ERP tool, it will sync with your account details in CMP as well.  



Q: Why does my CSP invoice from Insight only show quantity 1? 
A:  A customer’s invoice will reference quantity (1) due to the flexibility of CSP (i.e. ability to adjust quantities at any 
time with prorated pricing).  Each unique subscription is listed on a separate line item with the total cost for that 
coverage period.  The itemized billing details which include quantity, subscription name and ID, cost, and corresponding 
coverage periods is available to download in our Cloud Management Platform. 

Q: How can I download my billable items report? 
A:  Log into the platform, select Dashboard, then Reports, Billable Items Report. Click anywhere in the report data, and 
in the top right of the report click the … and select export. This will download the report in Excel format.  You can use 
the dropdown menu to choose a specific invoice number if needed 

Q: How do I change my payment method? 
A: To change your payment method from net terms to a credit card, this is a (2) step process.  

-Step 1:  Once you’ve logged into the Cloud Management Platform, click on Account and then Default Payment 
Method to change the existing credit card tied to your account.  

-Step 2:  Click on subscriptions on the left-hand side and you will need to click into each individual subscription 
ID to update the credit card details by clicking the pencil icon under payment method. 
To change your payment method from a credit card to net terms, please open a ticket through 
csp.support@insight.com with this request so a credit limit can be extended to your cloud management platform. 

Q: How do I add a PO number on my subscriptions?   
 Once you are logged into the cloud management platform, go to Dashboard, then Subscriptions. Click on the 

Subscription ID, then click the pencil icon next to the PO field to update the PO. Note that this change may take up to (1) 
complete billing cycle to apply to invoicing based on a subscription anniversary date.  

Q: How do I accurately update the credit card information on my account?   
A: This is a (2) step process as our platform allows a customer to have a unique credit card per subscription.   


