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[bookmark: _Toc374366308]Document Purpose and Resources
This Licensing Manual provides supporting information for customers with a Microsoft Products and Services Agreement (MPSA) about the account structure, ordering processes, pricing, and other terms.  All capitalized terms used but not defined in this Licensing Manual will have the same meanings provided in the MPSA.
A general overview of the MPSA can be found in the licensing guide at http://www.microsoft.com/licensing/mpsa/. 
For the latest version of this document and details on use rights and the product list please see http://www.microsoft.com/licensing/contracts. 
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[bookmark: _Toc374366310]How the Microsoft Products and Services Agreement works
Account structure
With the Microsoft Products and Services Agreement, you have the flexibility to set up the desired buying structure you want for Volume Licensing purchases with Purchasing Accounts. A Purchasing Account is defined as any unit within your organization that you want to enable to purchase Products both Software and Online Services. Your Purchasing Accounts are associated with your organization’s MPSA, through your defined legal entity on the Purchasing Account registration form.
The flexible Purchasing Account structure empowers you to define and redefine your organization’s purchasing configuration based on your business needs. These accounts can be established at the organization level, affiliate level, department level, or even for just a subset of personnel.
The first step is to decide how you want your organization to purchase Products, Software and Online Services transactions. This will help guide the agreement structure that is established for your Volume Licensing transaction purchases. 
For instance, if you want to centrally manage these purchases, you would register one Purchasing Account:  
	PURCHASING ACCOUNT

	MPSA


Alternatively, if you want multiple entities to manage their own purchases, you might want to register multiple Purchasing Accounts:  
	PURCHASING ACCOUNT 1
	PURCHASING ACCOUNT 2
	PURCHASING ACCOUNT 3

	MPSA


Purchasing Account anniversary month
When registering each Purchasing Account, a specific month is chosen in which to align purchases that have subscription terms, in order to provide a single and consistent anniversary for all renewals. For example if one of your accounts were to choose January as its anniversary month, any Online Services purchase made under the account will align to that month, resulting in the establishment of renewals for Online Services to take place in January of each year. This designation can be changed later as needed for your organization through the Microsoft Volume Licensing Center (MVLC). 
The Agreement Administrator
For each MPSA, one Purchasing Account is designated as an Agreement Administrator. This gives you a consolidated view across all assets within your organization and a convenient single source for managing all Purchasing Accounts. The Agreement Administrator account:
· Is provided a full asset view across all Purchasing Accounts.
· Is notified when a Purchasing Account is associated to an MPSA.
· Has the right to terminate the association of any Purchasing Accounts to the MPSA.
· Has the right to terminate the MPSA itself.
· Cannot order for other Purchasing Accounts or manage their assets. 







Partners
Purchases through the MPSA are made through Licensing Solution Partners (LSP). Each Purchasing Account chooses a particular LSP who will work with you to establish an MPSA and register Purchasing Accounts, creating the agreement electronically with electronic signing[footnoteRef:1]. You can add LSPs to your account(s) over time as needed for transactional purchasing.  For more information regarding worldwide partner locations, please refer to http://pinpoint.microsoft.com  [1: Physical signature of electronically created agreements is supported as needed.] 
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Product availability
You can order Software and Online Services through an MPSA. Currently, all Software also sold through Select Plus and Office 365, Intune, CRM Online and Yammer Products are available through the MPSA. Software Assurance and additional Products will be made available at a future release. 
Access
The Microsoft Volume Licensing Center (MVLC) is the portal to download Software, access Product keys and provision Online Services. You can access the MVLC at https://licensing.microsoft.com/customer/.
Price Levels
For all Purchasing Accounts registered through an MPSA for commercial organizations, four price levels are available. The points for each price level are listed in the following table. 
	Price Level – Commercial
	Annual Point Minimums Per Pools

	A
	500

	B
	4,000

	C
	10,000

	D
	25,000


[bookmark: _Toc364455186]By default the initial price level upon signing an MPSA is level A. Your organization will automatically move to a better price level whenever one of these events occurs:
You place an order that has enough points to take you to the next price level. 
You associate your MPSA with a qualifying contract as defined below. 
Points
Microsoft categorizes Products into three distinct pools with tiered price levels: applications, systems, and servers. The price level for each pool is based on points that you earn against purchases in these pools. Points are counted cumulatively across your Purchasing Accounts of the same type e.g. Commercial. 
Applications. Examples of application products include Microsoft Office Professional, Microsoft Lync client, and Office 365. 
Systems. Example of a system product is Windows operating system upgrades such as Windows Professional.
Servers. Examples of server products include Microsoft Exchange Server, Microsoft SQL Server database Software, Intune and associated Client Access Licenses (CALs).
Example:
	Applications Pool
	Points
	Systems Pool
	Points
	Servers Pool
	Points

	Office Professional
	2
	Windows Professional Upgrade Edition
	2
	Windows Server Standard Edition
	15


For more information, including a full Product point list for licenses, visit www.microsoftvolumelicensing.com/userights/PL.aspx.

For Online Services the point allocation through the MPSA is as follows:
[image: ]
Online Services only customers buying a quantity of 250 Online Services per Product pool will receive level A pricing. 
Price level adjustments
You will attain the next price level for a pool as soon as your organization meets the corresponding annual minimum point count. The order that qualifies you for the next discount threshold level (e.g., Level A to Level B) receives the discount associated with that next level. Price levels for each Product pool are reviewed every year in the agreement compliance anniversary month which is established using the month your MPSA is activated. Any points that you have earned in a given year that are in excess of the current price level but below the next price level will be carried over to the next year to be counted toward that year’s compliance.
If you purchases fall below the annual minimum point count in a Product pool during any given year, your organization’s price level is lowered one level (e.g., moving from Level C to Level B) for that pool the following year and no points will be carried over to the next year. Your pricing level can only descend a maximum of one level each year.
Placing orders 
Orders for Products Microsoft makes available through the MPSA are placed with your chosen Licensing Solution Partner(s).  The price and payment terms for all orders will be determined by the agreement between you and your partner.  When placing orders, you must specify all countries in which your organization will use the Products.
Online Services set up prior to ordering or those up for renewal must be reconciled promptly with your partner to avoid any interruption in service. You can see what Online Services are ready for reconciliation through MVLC or with help from your partner. Microsoft may change the Products available through the MPSA and may refuse to accept an order if it has a business reason to do so.
Information about orders received and processed by Microsoft from your partner is available in the MVLC at https://licensing.microsoft.com/customer/.  Once registered, the Purchasing Account contact will be provided access to the MVLC and your designated Agreement Administrator account will have access to all orders across Purchasing Account(s).
All orders of Products currently available through the MPSA are invoiced in full to your partner upon acceptance of an order. 

Making copies of Products and re-imaging rights
Your registered Purchasing Accounts may make as many copies of Products as it needs to distribute them within your organization.  Copies must be true and complete (including copyright and trademark notices), from master copies obtained from a Microsoft-approved fulfillment source.  Purchasing Accounts may use a third party to make these copies; however, you and your accounts remain responsible for any third party’s actions.  
In certain cases, re-imaging is permitted using the Product media.  If a Product is licensed (1) from an original equipment manufacturer (OEM), (2) as a full packaged Product through a retail source, or (3) under another Microsoft program, then media provided through the MPSA may generally be used to create images for use in place of copies provided through that separate source.  This right is conditional upon the following:
(i) Separate licenses must be acquired from the separate source for each Product that is re-imaged.
(ii) The Product, language, version, and components of the copies made must be identical to the Product, language, version, and all components of the copies they replace, and the number of copies or instances of the re-imaged Product permitted remains the same.
(iii) Except for copies of an operating system and copies of Products licensed under another Microsoft program, the product type (e.g., upgrade or full license) re-imaged must be identical to the product type licensed from the separate source.
(iv) Purchasing Account must adhere to any Product-specific processes or requirements for re-imaging identified in the Product List.
Re-imaged Products remain subject to the terms and use rights of the license acquired from the separate source.  
Copies for training/evaluation and backup 
For all Products other than Online Services each Purchasing Account may (1) use up to 20 complimentary copies of any licensed Product in a dedicated training facility on its premises for purposes of training on that particular Product, (2) use up to 10 complimentary copies of any Product for a 60-day evaluation period, and (3) use one complimentary copy of any licensed Product for backup or archival purposes for each of its distinct geographic locations. 
Transferring and assigning licenses
License transfers are not permitted, except that you may transfer fully-paid perpetual licenses to (A) an Affiliate, or (B) a third party solely in connection with the transfer to the third party of hardware or employees to whom the licenses have been assigned as part of (1) a divestiture of an Affiliate or a division of an Affiliate or (2) a merger involving you or an Affiliate.
You must notify Microsoft of a license transfer by completing a license transfer form, which can be obtained from http://www.microsoft.com/licensing/contracts, and sending the completed form to Microsoft before the license transfer.  No license transfer will be valid unless you provide to the transferee, and the transferee accepts in writing, the applicable Product Use Rights, use restrictions, limitations of liability (including exclusions and warranty provisions), and the transfer restrictions described in this section.  Any license transfer not made in compliance with the MPSA will be void.
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December 2013 is first publication of this manual. 
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