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Introduction 
From January 2022, rhipe’s PRISM Portal has been updated to enable functionality to match Microsoft’s New Commerce 

Experience (NCE). Within this user guide you will be shown provisioning, management functionality specific to the New 

Commerce Experience, please note for any existing functionality that hasn’t changed you will be directed to review the 

steps from the PRISM Portal User Guide located under rhipe’s Operational Knowledge Base. The 

concepts/functionality/rules introduced within the New Commerce Experience are quite extensive, therefore this guide 

will breakdown this information into two levels, based on the commitment and payment terms. Tenants can contain one 

of the commitment/payment types or both. 

• Monthly Commitment with Monthly Payment 

• Annual Commitment with Annual Payment 

Important Note: Any pricing shown within this user guide is purely test data and not to be used for quoting or pricing 

expectations.  

Major NCE Concepts 

• No cancellation / seat reduction after 72 hours from subscription  

• Pre-Payment for Provisioning of Annual Subscriptions. 

• Quantity Increase available anytime.  

• Quantity decrease is not allowed after the 72-hour window (Annual / Monthly) 

How to access the PRISM Portal 

Link to Access PRISM Portal: https://www.prismportal.online/  

Login using details provided by rhipe (if required you can reset your password using the “Forgot my password” link 

above the log in button), you will be requested to complete multi-factor authentication (MFA) either via an email or a 

text message (SMS) to verify your identity.  

  

https://operations.rhipe.com/portal/en/kb/articles/rhipe-prism-user-guides
https://www.prismportal.online/
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Terms and Conditions of Microsoft CSP (NCE) 

Please be aware that the use of the Microsoft CSP program and any/all features released, or future released as part of 

the New Commerce Experience (NCE) are subject to the terms of rhipe’s Microsoft CSP Program Guide. To review the 

latest version of the Microsoft CSP Program Guide, please navigate to the Microsoft CSP program tile in PRISM and 

select the Program Guide heading under the horizontal toolbar.  

Note: It is your responsibility to ensure that you are aware of any legal terms that apply as it relates to your use or resale 

of Microsoft CSP products. 

 

Then select the Download button to download this file as a PDF for your review. Please note that when any changes 

occur to the program guide, the newest version will be available via this process. 
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Monthly Commitment with Monthly Payment 
The concept of Monthly Commitment with Monthly Payment refers to subscriptions that have a monthly term (i.e., 

purchased on the 14th of January 2022 and then renewal date is 13th of February 2022) with monthly payment of each 

subscriptions required.  

Provisioning Subscriptions 

Within PRISM, either create a new tenant or using an existing tenant, and select “Add New Subscription” 

 

Within the Add Subscriptions page, ensure that the billing toggle is set to “Monthly”, so only monthly products are 

shown. 
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Using the Filter Products search bar search for the product you wish to order. Note: NCE Products will be identifiable by 

having “NCE Product” in the product name or the Product SKU ID will have a “:00” within it. 

 

 Update the number on screen to match the quantity you would like to order. This action will update the Order Summary 

on the right-hand side to show the total monthly value of this order. 
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Once the product, quantity and pricing are confirmed select “Submit Order” 

 

In the top right-hand corner, you will be presented with several notifications as the subscription provisions in Microsoft’s 

Partner Centre. 

 

Whilst the order is provisioning in Microsoft’s Partner Centre, you will see the details under the Pending Order heading 
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And once provisioning is full completed, the subscription will be visible under the Subscriptions heading. 
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Managing Subscriptions 

For monthly commitment with monthly payment subscriptions, subscriptions can be increased at any point in time and 

decreased within the 72-hour cancellation window. Beyond the 72-hour cancellation window, Quantity decrease is not 

available. 

Note: Once a subscription is provisioned and active, the subscription billing would have started. If cancellation occurs 

within the 72-hour cancellation window, there would be pro rata charges applied for the subscription until cancellation. 

All subscriptions after the 72-hour cancellation window will be invoiced and charged for the duration of the contractual 

term, including any quantity increases. 

I. Increasing Subscription Quantity 

To increase the quantity, navigate to the tenant and select Manage next to the subscription requiring a quantity 

increase. 

 

Use the plus icon to increase the quantity to the desired new quantity. 
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On the right-hand side of the screen an Order Summary will appear with the estimated monthly value of the subscription 

and will enable the Update Quantity button. Please note that on your monthly invoice the quantity change will be 

invoiced as a pro-rata line item from the date of the quantity increase request until the end monthly term. 

 

Once product, quantity and pricing confirmed, select “Update Quantity” button. 
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A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 

 

Once completed, the job notification will be removed from the Manage Subscription page, and the quantity will be 

adjusted on the Manage Tenant screen. 

 

II. Decreasing Subscription Quantity 

To decrease the quantity, navigate to the tenant and select Manage next to the subscription requiring a quantity 

decrease. 
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Note: Decreasing subscription quantity is not possible after the first 72hours. If an order is submitted through PRISM 

post 72-hour cancellation window, it would get rejected from Microsoft Partner Centre and following notification would 

be presented on the order failure. 

 

 

Use the negative icon to decrease the quantity to the desired new quantity. 

 

On the right-hand side of the screen an Order Summary will appear with the estimated monthly value of the subscription 

and will enable the Update Quantity button. Please note that on your monthly invoice the quantity change will be 

invoiced as a pro-rata line item from the date of the quantity decrease request until the end monthly term. 
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Once product, quantity and pricing confirmed, select “Update Quantity” button. 

 

A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 
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Once completed, the job notification will be removed from the Manage Subscription page, and the quantity will be 

adjusted on the Manage Tenant screen. 
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III. Suspending Subscriptions 

To suspend a subscription, navigate to the tenant and select Manage next to the subscription requiring suspension. 

Note: Suspension pauses the subscription in PRISM and Microsoft Partner Centre, but the billing of the subscription will 

continue until end of term. 

 

Under the Manage Subscription page, select the “Suspend Subscription” button. 

 

A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 
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Once completed, the job notification will be removed from the Manage Subscription page, and the subscription will no 

longer appear under the “Active Subscriptions” section of the Manage Tenant screen.  
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You will be able to turn the “Show Only Active Subscriptions” toggle off to see all suspended subscriptions. Under the 

Subscriptions section the suspended subscription will be displayed with the status as “Suspended”. 

 

IV. Resuming Subscriptions 

To resume a previously suspended subscription, navigate to the tenant, and turn the “Show Only Active Subscriptions” 

toggle off to see all suspended subscriptions 
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Then select “Manage” next to the subscription you require to resume.  

 

Under the Manage Subscription page, select the “Resume Subscription” button. 

 

A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 
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Once completed, the job notification will be removed from the Manage Subscription page, and the subscription will now 

appear under the “Active Subscriptions” section of the Manage Tenant screen.  
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Cancelling Subscriptions 

To cancel a subscription, navigate to the tenant and select Manage next to the subscription requiring cancellation  

 

Under the Manage Subscription page, select the “Cancel Subscription” button.  

Note:  

• Subscription will go staright to cancellation if the subscription is being cancelled within the 72 hour window. 

• Subscription cannot be cancelled after the 72 hour cancellation window, it can only be suspended. 
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On clicking the “Cancel Subscription” button, you will be presented with a popup box asking for your confirmation on the 

cancellation.  

 

On selecting “Yes”, A job will then be lodged with Microsoft to cancel the subscription, in PRISM you will see the below 

notification whilst this job is occurring, and all change options will be greyed out. 
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If a cancellation is requested after the 72-hour window, “Cancellation” is not possible for an annual commitment. 

Subscriptions can be suspended anytime using the suspend button after the 72-hour cancellation window. 
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Subscription Billing 

The use/purchase of monthly commitment with monthly payment will result in a monthly invoice being generated 

between the 1st and 3rd of each month and sent to your Accounts Department (based on the contact details stored 

within the PRISM portal). The monthly invoice will contain all charges for all monthly subscriptions under Microsoft CSP 

from the previous month. For example: between the 1st and 3rd of April 2022, you will receive an invoice with the March 

2022 consumption charges. The monthly invoice will include all/any subscriptions that were active during any point in 

March 2022; charges are pro-rata’ed where required. The invoice PDF will provide a line-item view of each subscription; 

additional information on retail pricing and the subscriptions can be found in the Invoice CSV file located under the 

Invoice tab in PRISM.  
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Annual Commitment with Annual Payment 
The concept of Annual Commitment with Annual Payment refers to subscriptions that have an annual term (e.g., 

purchased on the 14th of January 2022 and then renewal date is 13th of January 2023) with annual upfront payment of 

the subscriptions required. Please note that as part of the provisioning process, upfront payment of the annual invoice is 

required.  

Provisioning Subscriptions 

Within PRISM, either create a new tenant or using an existing tenant, select “Add New Subscription” 

 

 

Within the Add Subscriptions page, ensure that the billing toggle is set to “Annual” so that only Annual products are 

shown. 
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Using the Filter Products search bar search for the product you wish to order. Note: NCE Products will be identifiable by 

having “NCE Product” in the product name or the Product SKU ID will have a “:00” within it. 
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Update the quantity to match the quantity you would like to order. This action will update the Order Summary on the 

right-hand side to show the total monthly value of this order. 

 

Once product quantity and pricing confirmed, select the I acknowledge check box, then select “Submit Order”. 
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In the top right-hand corner, you will be presented with several notifications as the subscription prepares for invoicing. 

 

The order will then be visible under the “Pending Order” heading on the Manage Tenant screen. 
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Within 24 hours an invoice will be sent to your Accounts Team for payment. Please note that prepayment is required 

before provisioning can be completed.  
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Once the invoice is paid, your subscription will move to a provisioning state with Microsoft, and once the provisioning is 

completed, you will be able to see the subscription listed as “Active” under the Manage Subscription page, and “active” 

under the Manage Tenant page. 
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Managing Subscriptions 

For subscription under Annual Commitment with Annual Payment, the only form of management functionality is to 

increase the quantity against the subscription.  

I. Increasing Subscription Quantity  

To increase the quantity, navigate to the tenant and select Manage next to the subscription requiring a quantity 

increase. 

 

Use the plus icon to increase the quantity to the desired new quantity. 
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On the right-hand side of the screen an Order Summary will appear with the estimated value of the quantity change 

invoice. Please note that the quantity change invoice will be a pro-rata invoice from the date of the quantity increase 

request until the end of the subscription term. 
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Once product, quantity and pricing confirmed, select “Update Quantity” button. 

 

A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 

 

Once completed, the job notification will be removed from the Manage Subscription page, and the quantity will be 

adjusted on the Manage Tenant and Manage Subscription screens. 

II. Suspending Subscriptions 

To suspend a subscription, navigate to the tenant and select Manage next to the subscription requiring suspension. 

Note: Suspension pauses the subscription in PRISM and Microsoft Partner Centre, but the billing of the subscription will 

continue until end of term. 
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Under the Manage Subscription page, select the “Suspend Subscription” button. 

 

A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 
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Once completed, the job notification will be removed from the Manage Subscription page, and the subscription will no 

longer appear under the “Active Subscriptions” section of the Manage Tenant screen. 

 

You will be able to turn the “Show Only Active Subscriptions” toggle off to see all suspended subscriptions. Under the 

Subscriptions section the suspended subscription will be displayed with the status as “Suspended”. 



 

 

36 rhipe.com 

 

 

 

III. Resuming Subscriptions 

To resume a previously suspended subscription, navigate to the tenant, and turn the “Show Only Active Subscriptions” 

toggle off to see all suspended subscriptions 
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Then select “Manage” next to the subscription you require to resume.  

 

Under the Manage Subscription page, select the “Resume Subscription” button. 
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A job will then be lodged with Microsoft to provision the change, in PRISM you will see the below notification whilst this 

job is occurring, and all change options will be greyed out. 

 

Once completed, the job notification will be removed from the Manage Subscription page, and the subscription will now 

appear under the “Active Subscriptions” section of the Manage Tenant screen. 
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Cancelling Subscription 

To cancel a subscription, navigate to the tenant and select Manage next to the subscription requiring cancellation  

 

Under the Manage Subscription page, select the “Cancel Subscription” button.  

Note:  

• Subscription will go staright to cancellation if the subscription is being cancelled within the 72 hour window. 

• Subscription cannot be cancelled after the 72 hour cancellation window, it can only be suspended. 
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On clicking the “Cancel Subscription” button, you will be presented with a popup box asking for your confirmation on the 

cancellation.  

 

On selecting “Yes”, A job will then be lodged with Microsoft to cancel the subscription, in PRISM you will see the below 

notification whilst this job is occurring, and all change options will be greyed out. 
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If a cancellation is requested after the 72-hour window, “Cancellation” is not possible for an annual commitment. 

Subscriptions can be suspended anytime using the suspend button after the 72-hour cancellation window. 
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Subscription Billing 

The use/purchase of annual commitment with annual payment will result in an annual invoice being generated within 

24-48 hours of the order being submitted; the invoice will be sent to your Accounts Department (based on the contact 

details stored within the PRISM portal). The provisioning of the new subscription will not occur until payment is made 

against the invoice and receipted by rhipe’s Finance Department. The annual invoice will contain the charge for the full 

term of the commitment. Any increases to the quantity of the annual subscription will result in a new invoice being 

generated; the additional quantity invoice will show the term as per the original term; however, the line item will display 

as a pro-rata value containing the quantity change date to the end of the term. For example: for a subscription order on 

the 16th of February 2022, with a 1-year term, you would receive an invoice with the term stated as 16th of February 

2022 to 15th of February 2023; if a quantity increase then occurs on the 23rd of March to increase the quantity by 2, you 

would receive an invoice with the term stated as 16th of February 2022 to 15th of February 2023, however, the line item 

will display as 23rd of March 2022 to 15th of February 2023 and a billable ratio will be used to create the pro-rata charge 

value.  
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Additional Information 
Access to rhipe’s Operational Knowledge Base 

For additional information on creating or managing tenants; connecting tenants; Azure subscriptions; Azure spending 

notifications, please see the PRISM Portal User Guide located under rhipe’s Operational Knowledge Base. 

Future Releases 

Rhipe will be continuing to build and add functionality regarding Microsoft’s New Commerce Experience (NCE), 

upcoming features will work on renewal functionality, scheduling etc. As features are released this guide will be updated 

and a new version made available under rhipe’s Operational Knowledge Base. 

 

https://operations.rhipe.com/portal/en/kb/articles/rhipe-prism-user-guides
https://operations.rhipe.com/portal/en/kb/articles/rhipe-prism-user-guides

