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Onboarding with Dicker Data 
 

Ensure onboarding has been completed. 

 

Become a Reseller 

Register for a Dicker Data reseller account:  

• Australia 

• New Zealand 

 

Stay Updated (Recommended) 

Subscribe to the Microsoft mailing list for news and events:  

• Australia 

• New Zealand 

 

Advise your PLA ID 

Provide your CSP Partner Location ID (PLA) here. This is required for all transactions. 

 

 

Enroll with Microsoft as an Indirect Reseller. (If not previously enrolled) 

 

Register as a Microsoft Indirect Reseller here. 

 

 

 

Authorise Dicker Data as your Indirect Provider. 

Accept the invitation for Dicker Data to be your Microsoft Indirect Provider: 

• Australia  

• New Zealand 

 

 

 

 

https://www.dickerdata.com.au/become-a-reseller?hsCtaTracking=38d7a1c5-7f65-4bf0-913b-e339bdc97ba7%7C3b00318a-13ae-45be-95ab-5f0c2d608b9d
https://www.dickerdata.co.nz/become-a-reseller
https://www.dickerdata.com.au/microsoft-cloud-mailing-list?hsCtaTracking=9debe326-3c55-4c54-abce-4c69b9ceaf6d%7Cd96337ac-e820-4436-8e05-6677f15290ec
https://www.dickerdata.co.nz/microsoft-cloud-mailing-list
https://partner.microsoft.com/en-us/partnership
https://partner.microsoft.com/en-us/dashboard/account/exp/enrollment/welcome?cloudInstance=Global&accountProgram=valueaddedreseller
https://partnercenter.microsoft.com/dashboard/v2/customers/indirectresellers/relationshiprequest/87dd1e14-7503-4c96-b552-2b4adc3f3bcc
https://partnercenter.microsoft.com/commerce/indirectresellers/relationshiprequest/e0c7ca5e-6721-482f-bfd9-540292303b98
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Getting Started   

Log In to  www.dickerdata.com.au  or  www.dickerdata.co.nz  with your username, reseller account 

number and password. 

 

 Navigate to Subscriptions 

 

 

 

 

 

 

 

 

Creating a New Tenant  

Creating a New Tenant from the Microsoft CSP Information Section 

Click on the  in the Active Microsoft CSP subscription from the Subscription 

Click on Create a Tenant  

 

 

 

 

 

 

http://www.dickerdata.com.au/
http://www.dickerdata.co.nz/


 

 |   Page 5 

 

 

New Zealand 

Freecall 0800 337 253           

 www.dickerdata.co.nz 

NZBN 9429038460227 

68 Plunket Avenue, Auckland 2104 

 

Australia 

Freecall 1800 688 586 

www.dickerdata.com.au 

ABN 95 000 969 362 

238 Captain Cook Drive, Kurnell NSW 2231 

 

 

 

 

 

 

 

 

Ensure the Domain Prefix entered is the one used for the onmicrosoft.com email 

PO BOX is not accepted  

Example: csptenant.onmicrosoft.com (csptenant is the Domain Prefix)  

 

 

 

 

 

 

 

Please enter a valid email address here to make sure you receive the Tenant Creation 

email. (these emails cannot be generated again) Associating Tenants (Individually or by 

bulk) 
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Option 1: End User Has Global Admin Access 

1. Ensure the association email is sent to the end user’s Global Admin email address. 

2. Tip: Notify your end users before starting the process so they know to expect the request. 

 Option 2: Partner Has Global Admin Access 

• If you (the partner) have Global Admin rights for the end user’s tenancy, enter your own  email 

address. 

• Notifications will then be sent to you instead of the end user. 

• Click Microsoft CSP 
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Individual association:  For an existing Tenant that you have not transacted with before via 

Dicker Data Ltd. Click Associate Existing End User. 

 

 

 

 

 

 

 

 

 

 

 

Bulk Associate: This feature lets you link multiple tenants in one action. Simply download the 

CSV file and fill in the required columns (marked in green). This eliminates the need to manually 

associate each tenant with its subscription individually. 

Download CSV file and manually enter the mandatory columns (Green) in the table. 

Upload the completed CSV file and review the summary. You can edit or delete any lines before 

submitting them. 
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Tenant List 

Tenants will appear on the Tenant List when added via creation or association 

 

 

 

 

 

 

 

 

 

 

Auto-Renew column indicates subscriptions with auto-renew turned on or off. (Subscriptions 

with auto renew at the current quantity and Microsoft pricing at the time of renewal). 

 

EU Portal Access Indicates whether an End User Portal has been created, allowing the end 

user of the tenancy to access their subscriptions. 

 

Click on the Manage button to access the tenancy. 
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Tenants Overview 

Clicking on the    will expand the section and display the details for that section. 

 

 

 

End User Details section 

To edit End User Details, click the Edit End User button. This will open the Edit Tenant Details blade. 

Edit Payment Details: Allows you to update payment alert limits and add a Digital Wallet as a payment 

method. 

Customer Permissions: Enables you to toggle the following options: 

• Allow users to purchase Azure Reserved Instances directly through portal.azure. 

• Allow users to view Cost Management. 

• Allow users to purchase a Savings Plan. 
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The View Agreement Selection  will take you to the Microsoft Cloud 

Agreement site. 

 

 

 

Tenant Management Section – GDAP 

This section provides quick access to key portals, including the Office 365 and Microsoft Azure  

Management Portals. 

  

• Reporting Dashboard: Select this option to view and download available reports. 

• New Admin Relationship: Enables partners to configure granular, time-bound access for 

their customers. 

  

To set up a new admin relationship: 

1. Navigate to the tenant. 

2. Click the Tenant Management dropdown. 

3. Select New Admin Relationship from the list. 
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Admin relationships available: 

• Support Analyst 

• Support Operator 

• Support Admin 

• Tenancy Technician 

• Teams Reader 

Each option includes detailed information about the corresponding GDAP roles and their 

permissions.  
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Click Create, you will then receive a pop-up box containing the Admin Relationship link. 

Copy this link and send to the tenant’s Global Admin to accept the association with Dicker Data 

 

Global Admin to accept and give partner access 
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Partner Relationships will show GDAP privileges here. 

 

 

 

 

 

 

 

Admin Relationship Status Active. 
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The Global Admin will receive an email with the subject line “You have a Granular admin 

relationship with Dicker Data Ltd” 

 

 

 

 

 

 

 

 

 

 

To learn more about granular delegated admin permissions (GDAP) click  here 

 

https://learn.microsoft.com/en-us/partner-center/gdap-introduction
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End User Portal Management  

The End User portal is a white-labelled solution you can brand as your own and allows 

customers to manage their Microsoft licences. 

Click on the Configure Portal button to upload your company logo, manage user preferences and add a 

Contact Us page. 

There are three sections that can be modified: Branding, Preferences and Contact Details. 

 

 

 

 

Branding: Allows you to choose a site colour and upload your company logo.  

Preferences: Set user preferences, pricing views, notifications and allow cancel 
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Contact Details: Add support details for your end users 

Click on Configure Users to provide users access to the EU portal. 

(No emails are sent to the end users. Normal login details are required) 

 

NOTE: The End User Portal permits only users from the customer's Entra directory (Single 

Sign On) to be added. External accounts and aliases are not supported, as access depends 

on the user's Entra login credentials. 

 

If you encounter an error in the End User Portal, you may need to enable these specific settings. See below 

for more information: 

Configure how users consent to applications - Microsoft Entra ID | Microsoft Learn 

 

Subscription Overview 

Clicking on the   will expand the section to display the licences under the tenant. 

 

 

 

 

https://learn.microsoft.com/en-us/entra/identity/enterprise-apps/configure-user-consent?pivots=portal
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How to buy NCE Subscriptions 

Navigate to Microsoft CSP 

 

 

 

 

 

 

 

From the tenant list, click Manage 
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Click Add New Product 

 

Subscription Type is New Commerce Experience. 

Select the product, commitment and quantities required and click Add 

 

 

 

 

 

 

On the right-hand side of the screen, please check to ensure you have the correct licences, then click Confirm  
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Enter your PLA from the drop-down menu (Do not select “No Indirect Reseller”) - No Indirect Reseller means your 

PLA is not linked, which can be deemed non-compliant under Microsoft’s CSP Indirect Reseller agreement and may impact incentive 

earnings and purchasing eligibility. 

If you receive an error like this “The PLA ID (formerly MPN ID) is not linked to an active CSP indirect reseller 

tenant” 

 

Click here for more information Validation Codes 

 

If you’ve chosen an annual-commit subscription, you must select a billing frequency and then click ‘Confirm 

All’ 

 

 

 

 

https://learn.microsoft.com/en-us/partner-center/developer/validate-reseller-partner-of-record#common-error-codes
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How do I adjust the auto renew settings? 

To turn off auto-renew for some or all of your orders, you’ll need to update the setting manually. Go to the 

tenant and subscription you want to modify, select Manage, and locate the auto-renew toggle. Switch it off 

to disable auto-renew. 

You can also adjust other options, such as term length or quantity, but note that these changes will only 

take effect at the next renewal. 

What if I need to cancel an order? 

You can cancel an order that you created within the first 24 hours of placing it. You will receive a full refund 

for the cancelled order. To cancel an order, you need to go to the tenant / subscription that you want to 

cancel and clicking manage. There you can see the cancel subscription button and click it. 

What if I make a mistake or there is a problem? 

You have 7 days from the date and time of purchase to check the orders that you created with the bulk order 

feature are correct. If you find a mistake or a problem with your order, we recommend that you cancel it and 

reorder it correctly before the 7 days are over. However, after the 7 days, there is no refund or exchange 

available for your order. For this reason, we highly recommend that you carefully review the data that has 

been loaded for each tenant. 

 

NOTE: upload the files only one-time, if you encounter errors copy and paste errors into a 

new file and submit 
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How to Manage Existing Subscriptions 

To manage or amend your existing subscriptions, select the Tenant you want to amend and click Manage. 

 

 

How to buy Add-On’s (NCE) 

Add-on subscriptions require a qualifying licence to function. For example, Teams Phone 

Standard depends on an existing product like Office 365 E3 in the tenant. This is a technical 

enforcement by Microsoft—purchases will be blocked if no qualifying licences is detected. 

To purchase an Add-on licence click “Show Add-On” 
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How to Change Quantities 

Changes to the original licence quantity can be made within 7 days from the exact time of 

provisioning. After this period, quantities can be increased at any time. Monthly subscriptions can 

be decreased at any time and will only take affect from the following month, while annual 

subscriptions can only be reduced on their anniversary date. 

If an existing scheduled change is in place and any mid-term modification is made—such as 

adjustments to quantity, term, or end date - the original scheduled change will be overwritten. If 

the change is still required, you must reschedule it. To avoid duplication or conflicts, please ensure 

that all modifications are included within a single scheduled change request. 

 

Select the subscription that needs to be adjusted in the tenant’s list and click Manage. 

 

 

 

Change the quantity to the amount required. 
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Click Schedule Subscription Renewal then select whether you would like the increase to take 

place immediately or wait until the licence renewal date 

 

 

 

 

 

 

 

 

Important Note:  

If an existing scheduled change is in place and any mid-term modification is made—such as 

adjustments to quantity, term, or end date - the original scheduled change will be overwritten. If 

the change is still required, you must reschedule it. To avoid duplication or conflicts, please ensure 

that all modifications are included within a single scheduled change request. 

The Confirm Renewal Update message will appear. 
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More information on Scheduled Changes 

 

How to Suspend Subscriptions 

Suspending NCE subscriptions does not cancel licences as it does in the CSP Legacy program. 

Billing continues regardless of suspension, and Microsoft will still invoice for the subscription. The 

partner remains fully liable for payment even when a subscription is suspended. This function 

should only be used to restrict a tenant’s access to their licences (e.g., in cases of non-payment). 

Suspension can be applied in the portal by clicking ‘Manage’ on the relevant subscription and 

using the Suspend toggle. 

 

The Confirm Suspension message will appear. 

 

 

 

 

 

https://learn.microsoft.com/en-us/partner-center/customers/create-a-new-subscription#scheduled-changes-for-managing-new-commerce-license-based-subscription-renewals
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How to manage Auto Renew 

Subscriptions in NCE will auto renew into their existing arrangement on their renewal date unless 

auto renew is turned off. This can be done in the portal by clicking Manage on the relevant 

subscription and then using the AUTORENEW toggle. 

 

 

 

How to Cancel Subscriptions 

Cancelling subscriptions can be done from the portal by clicking Manage on the relevant 

subscription. You will only be able to see the Cancel Subscription button if you are within the 

cancellation time frame (7 days). 

 

 

 

Cancelling monthly licences will appear as a bill then credit on the customer’s invoice. 

How to Upgrade Subscriptions 

Subscription upgrades can be done from the portal by clicking Manage on the relevant subscription, click 

View Eligible Offers to view upgrade options and Select the Subscription you want to upgrade to 

and click Upgrade. 
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Click the drop-down menu under DESTINATION SUBSCRIPTION, select New 

Subscription or an existing subscription (if available). 
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Amend the quantity needed, term, billing frequency, end date alignment then click Confirm. 

NOTE: Cancellation windows aren't applied to upgrades, so changes can't be made once 

submitted. Double- check all your upgrade details before continuing. 

You can upgrade mid-term or schedule an upgrade to happen at the end of the existing term by 

setting the renewal instructions. 

 

Mid-term upgrade invoice example 

In the below example, you can see the tenant had 2 Business Basic subscriptions that were billed 

for 1 month from 20 Feb to 19 Mar (Line 2), then on 24 Feb they upgraded those two licences to 

Business Standard (Line 

1) and were subsequently credited for the unused time period on the Business Basic (Line 3). 
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How to Align End Date 

Coterminosity can be activated when a subscription is created or when it is renewed. A subscription 

can be made coterminous with an existing subscription according to the following table: 

 

A new or renewing 1–3 year subscription may not be co-termed with a 1-month subscription 

 

Date alignment can be done in the portal by clicking Manage on the relevant subscription and 

then using the End Date Alignment drop down: 

NOTE: Activating coterminosity for an existing subscription does not change the end-date of the 

existing term, rather it schedules the coterminosity to be activated when the subscription next 

renews. 
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To learn more about aligning end dates click  here 

Software Subscriptions 

The Software section lists all Software Subscriptions and Perpetual Software for the Tenant. In the 

tenant page, drop down the Subscription section. Click Add New Product button. 

 

 

 

 

 

 

 

Click on Software and then select the subscription type required to display the list of Software or 

Perpetual available. 

Type a search in the filter field to filter on the list of subscriptions. 

Type the Qty and click Add. Review the added product, click on Confirm 

 

https://learn.microsoft.com/en-us/partner-center/align-subscription-end-dates
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In the Confirm Products section enter your PLA from the drop-down menu (Do not select “No Indirect 

Reseller”) - No Indirect Reseller means your PLA is not linked, which can be deemed non-compliant under Microsoft’s CSP Indirect 

Reseller agreement and may impact incentive earnings and purchasing eligibility. 

Click Confirm all. 

 

 

 

 

The Perpetual and Software subscriptions will be listed in the Software section 

 

NOTE: Software Subscriptions are defaulted to AUTO RENEW and there is a 7 day window from the 

exact time of provisioning. For Perpetual Software, there is a 30-day window to cancel. 

To learn more about cancellation policy click here 

 

 

 

https://learn.microsoft.com/en-us/partner-center/customers/new-commerce-cancellation-policy
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How to buy Azure Plan 

 Under the Azure Usage Subscription section. Click Add New Product button. 

 

Select Azure>Select Azure Plan>Add> Confirm. 

 

 

 

Enter your PLA from the drop-down menu (Do not select “No Indirect Reseller”) - No Indirect Reseller means your 

PLA is not linked, which can be deemed non-compliant under Microsoft’s CSP Indirect Reseller agreement and may impact incentive 

earnings and purchasing eligibility. 

Enter a description and the “Owner Email Address” identifies the primary contact for the 

Azure subscription. This is typically the customer’s IT administrator or main Azure contact, not the reseller 

or CSP partner. 

Click Confirm all. A popup will appear, tick the box and enter a reference. 

 

NOTE: One Azure Plan per tenant (Suspended or Active) 
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How to Manage Azure Subscriptions 

Click Manage on the Azure plan. 

 

Azure Subscription Details 

Details of the Azure Plan and Subscriptions can be found in this section. 

The Create button allows you to create additional Azure subscriptions under your Azure Plan. 
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Manage Services 

To disable this subscription, all resources must first be stopped and fully decommissioned. If any active 

services remain, the disable action will fail. Please note that cancellation can take up to 4 hours to process, 

check back later to confirm successful disablement. 

 

Fraud Notifications 

Partners who are impacted will only receive notifications from Microsoft here. 

 

 

 

Budget Details 

Create Budgets & Alerts for your Azure Subscriptions. 
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These options may help you spot misconfigured services or unusual trends that might suggest 

fraud. 
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How to buy Reserved Instances 

Azure Reserved Instances allow a tenant to reserve Microsoft Virtual Machines for a fixed term, 

such as 1 year or 3 years. These reservations can be paid upfront or through monthly payments 

over the term. An active Azure subscription is required to add an Azure Reserved Instance. 

Under the Reserved Instance section. Click Add New Product button. 

 

 

 

  

 

 

Reservations will be the default Type, select the Reservations Type from the drop-down menu. 
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Enter your PLA from the drop-down menu (Do not select “No Indirect Reseller”) - No Indirect Reseller 

means your PLA is not linked, which can be deemed non-compliant under Microsoft’s CSP Indirect Reseller 

agreement and may impact incentive earnings and purchasing eligibility. 

Click Confirm All. A popup will appear, tick the box and enter a reference. 

 

 

 

 

 

Select the Usage Subscription, Location, Payment frequency and Scope. 

Enter the quantity of the required subscription and click Add. Review the added reservations, click Confirm.
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Added Azure Reserved Instances will be listed in the Reserved Instances section. 

 

 

Reporting  

Accessing Available Reports 

The Reporting Dashboard can be found either at: 

• the Reporting menu selection 

• or at the Tenant Management section 
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Types of Available Reports  

Subscription Invoice Reports 

Subscription Invoice Reports generates an Excel file with these tabs: 

• Invoice Summary: Shows total Subscription Invoice Amount per Tenant. 

• Invoice Details: Lists all Subscription Invoices by Tenant. 

• Tenant Details: Individual tabs for each Tenant with their Subscription Invoice details. 

 

 

Click Subscription Invoice Reports, choose the date range (maximum of 90 days) then click  
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Azure Usage Reports 

The Azure Usage Reports section provides data on Billed Usage for a specified date range. 

Click Azure Usage Reports, choose the date range (maximum of 31 days) then click on to download usage for all 

tenants or   to download usage for individual tenants. 

 

 

Show Archive toggle allows viewing and download of archived usage reports. 

 

 

 

 

 

 

The  option allows you to export all tenants' usage details to an Excel report, which 

includes the following tabs: 

Tenant Summary: Displays all subscriptions and usage for each tenant. 

• Tenant Details: Provides a separate tab for each tenant with their subscription and usage 

information. Individual Excel reports for each tenant can also be downloaded through the Action 

column  
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Annuity Information Report 

The Annuity Information Report section displays Microsoft CSP Subscription details for each Tenant. From 

the menu select Subscriptions, click Microsoft CSP then click Download Excel. 

 

 

 

 

 

 

 

The Download option lets you export a list of Tenants and their CSP Subscription details. The report contains: 

Summary tab: Shows Tenants and total amount by Domain. 

• Details tab: Lists Subscriptions and details for all Tenants. 

• Tenant Details tab: A tab per Tenant showing subscription details, including Start and Expiry Dates. 
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Upcoming CSP Renewals 

The Upcoming Microsoft CSP Renewals report displays upcoming renewals for a maximum period of 90 days. 

This report is downloadable as an Excel file and will show NCE subscriptions and Azure Reserved Instances 

expiring in the specified date range. Those which have expired are highlighted for easy visibility.  

Note: Software Subscriptions are not included in this report; you will need to maintain a manual record to 

track these separately. 

Click Upcoming CSP Renewals, choose the date range (maximum of 90 days) then click  

 

 

 

 

 

 

 

 

 

 

The Upcoming MS CSP Renewals report will display information for the subscription. The report contains: 

• Tenant ID and Name 

• Subscription ID, SKU, Description, Qty 

• Term Start and Expiry Date 

Click on Manage to access the subscription. 
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Web Audit Log 

The Web Audit Log provides a record of actions performed and allows access to data for up to two weeks at 

a time. To obtain information for several date ranges, separate reports must be generated for each period. 

Click Web Audit Log, select date range then click   

 

 

 

 

 

 

 

The Web Audit Log will display information for the subscription. The report contains: 

• Login name, date and time 

• Action performed 

• Tenant ID and Subscription ID affected 

CSP Billing 

You will receive two invoices: one for NCE subscriptions including cycle and variance charges, and another for 

Azure consumption, Reserved Instances, Market Place products as well as Perpetual licences, and Software 

subscriptions. 

Please note that a separate invoice will be generated for each individual Payment Method that has been set 

up on your CSP Tenants. Types of Payment Methods may include Credit Account, Digital Wallet etc. If you 

have multiple Digital wallet IDs set up, then each individual digital wallet ID will be on a separate invoice. 


