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Quick Reference Guid®r Program Administrators

today. Create tomorrow.

Microsoft DreamSpark

What do you want to do?

Administration menu/tab item

What do you want to do?

Administration menu/tab item

Register youAdministrationAccount

Click the Register link in your
deployment email

ManageSoftware Catalogs Offered on
the WebStore

WebStore » Catalogs
WebStore » Languages

Setup User Verification

WebStore » Verification

Add and Configure @ampudHosted
Catalog

WebStore » Catalogs

Import Usess

Users » User Imports

Add and Configera Custom Delivery
Catalog

WebStore » Catalogs

Creat a Single User Account

Users » Users

Manage Organizatio@onfiguration
Settings

Organization » Organization

Check | 3AScNUDEVerification Users » Users ManageWebStoreConfiguration WebStore » Details

History Settings
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Assign a User to an Administrative R
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AddaWebStore Welcome Pagad
Customize the Content
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WebStore »Attachments
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Item in an Order
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AddImages and Modify the Style of th
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Manage Orders

Orders » Orders

AddFeatured Produst
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Microsoft DreamSpark

INTRODUCTION

PURPOSE ANIARGETRUDIENCE

This document is gquick startuser guideto help you withyour first few days as BreamSparlddministrator in the new
ELMS platformit is intended to baused inparallelwith the Help topics in the Administration websiten addition,
training videos are available which cover the topics in this document.

Not all functions available in the Administrator website are covered in this docurdentell, some of the functions
described here do not provide complete stbg-step instructionsFor detailed information about a specific function
refer to the Administration website &lp topics.

This document is aimed primarily Btogram Administrators (PA)ho have been assigned to tilreamSpark
Administrator role inELMS.

COMMONLY USED TERMS

e De ptio
ELMS e-academy License Management System
UV Integrated User Verification: single sign mechanism between customer system and ELMS.
Customer A college or university thatsesan ELMS WebStote distribute software In the ELMS

Administration website, a customer is defined as an Organization.

Shopper A wser whois being signed in to an ELMS WebStore.
WebStore An eacademy ELMS@mmerce website that provides products for sale on behalf of the custor
ELMS Thesecure administration module in ELMS that contains functions to manage a WebStore as \
Administration set up IUVThis module is accessible by authorized users only.

Tablel ¢ Commonly Used Terms

ADDITIONAL REFEREMNONKS

Training videosontaining content described in this document are availdigee.

Detailed information on customizing yoDreamSparkVebStore is availableere.

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Pagel


http://software.onthehub.com/documentation/video/dreamspark_pa_quickstart/ENGLISH/DreamSpark_PA_QuickStart_Video_en.html
file://web5.peer1.local/Inetpub/wwwroot/corp/dreamspark/DreamSparkCustomWebStore_en.pdf

Microsoft DreamSpark

WELCOMHBO ELMS FORREAMSPARK

You have received an email informing you that a new WebStore has been created for you. You can preview the WebStore
by clicking the WebStore URL link in the email.

Home | Your Account | Help Product Search
signIn | English |

©

Microsoft DreamSpark

DREAM TODAY.

.
create tomorrow
Microsoft DreamSpark.

© You are using a test version of the WebStore

Popular (12)
Operating Systems (20)
Developer Tools (58) 3 =

Microso ft XNA Game Microso ft Visio 2010 Microso ft Windows 7
Servers (50) Studio 4

Applications (33) F
Microsofty . ! A,
net Eichange ez

Other (5) . v

All (162) Microso ft Academic Microsoft Exchange Microsol ft Expression

Figurel - The WebStore

The WebStore is displayed with a defdofjo and a style sheet which you may customize I&tke home pagéy default

is the Software page artisplaysProducts (by Major Version) grouped by categories with their corresponding box shots.
By clicking a product, a list of all the Offerings retato that major version are displayed. The offerings are displayed
based on delivery type, platform and language, if applicatailabledelivery typesan includedownload, mail order
(available only in North Americapd custom deliveryAs an adminisator, you cancreate you own custom delivery
offerings for your students, faculty and staff.

When your site was first deployed, it was configured to displésrings in the language of your cultuaad in EnglishFor
example, a German organization wdinave been deployed a WebStore containing both German and English versions of
the available productsAs an administratoryou can choose other offering languagkpending on the needs of your

users.

On the left hand sidef the WebStore windowthe offerings are listed based on the category they belon@toducts in
the Popular category angre-defined Youhave the option to add products to the Featured category which would be
displayed above the Popular category in the category list.

Userscan findanswers to the most frequently asked questions related to their account, order, dowaluddther topics

by clickinghe Helplink at the top of the pagdf after reading the Help Topics, the user does not find an anghvey,can

click theConfact Uslink at the bottom of the Help sectio®y default, thanformation on this page only contains a link to

a GontactUs form which the user can fill oand includea screen shoif required This information is sent to the

I RYA Y A & (i Nhdidrdsh¥oa carSoddtonize the content on the Contact Us page as well as who the recipient is for
receiving questions frorthe user.

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Page2



Microsoft DreamSpark

When users click thelomelink, the Software page is displayed by defailbu can change the Home page to be a
Welcome pag. See more about this feature below.

REGISTERINN® URADMINISTRATION ACOOU

Upon deployment offour new ELMS fobreamSparkVebStore, you will receive an email containing information about
your new site as well as instructions baw to register your amount.

To register your administration account

1. In the email you receivedlick theregistrationURL tadisplay the account registration page.
2. Enter the requested information to finalize your account registration. Some fields anegmalated based othe
information you provided when requesting a WebStore.

Note: You will be able to change your password once you are registered.

3. dickthe Registerbutton. Youare signed into your WebStore and will have access to the Administratésite
4. Click theAdministration link at the top of thewebStorepage TheAdministrationwebsiteopensin a new browser
window. The first page displayed is the Welcome page

Ad atio g ad State ange ome our Acco elp ops_te an O

Go to recently viewed item... - DreamSpark Demo » 8 Select...
T Home o
M\scsl\anenusb Welcome to the e5 administration website.

Orders 3

-DreamSpark Administrator

Organization P

Reports ¢ What is ELMS? o Help and More Information

Users 3 e

TR ELMS is a web-based management system which enables you For more details on how to administer your DreamSpark WebStore:
ebStore

to make DreamSpark software easily available to your students

and faculty. The use of ELMS for the management and ﬁ Download the "Getting Started Guide”
distribution of software in the DreamSpark Program is provided
to you by Microsoft and e-academy (Microsoft partner) as a N "
DreamSpark member benefit, free of charge. EEE Download the "Quick Reference Guide
"
(] View our Training Videos
As an Administrator you are able to:
‘7‘ Y 4= Integrated User Verification Guides

® Customize your DreamSpark ELMS WebStore

* Manage DreamSpark product catalog/offerings

* Define your user verification method {user import or
single sign-on method)

® Standard

® Manage orders and support your users
* Access Reporting

Figure2 - The WelcomePage

5. Read any welcome messages displayed.

GETTING HELP

Additional information about your WebStore is available by viewing the online Help topics. The Help topics are accessed

by clicking theo icon. Clicking the icon displays help related to the page you are currently viewing. In addition, the Help
topic window provides access to a searchable Help topic database.

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Page3



Microsoft DreamSpark

SETINGUPYOURUSER VERIFICATION

The purpose of user verification is tviold:

9 A user must be verified and have an active account to be able to finalize the order of a product.

9 Software ublishers want to target the orders of their products to certain groups of people such as students,
faculty and staff.

Therefore, verification methods not only control access to the WebStore but also control access to products.

Upon deployment, your WebSte was configured to allow User Imports as the method of user verification.
configuration of this method is required to continuéou need only perform your user imports.

IMPORTIN®GSER

There are two different ways of importing users: by creatingaénpiext file and importing the file or by enteriglist of
member identifiers directly into the input fieldnothe User Import page.

Toimport a list of users from a file

1. Prepare the list in plain text format with one username per line with no comaraor quotes
I ImportABC.bx - Notepad [= @] =]

File Edit Format View Help
Importa
Imports
Importc

Figure3 - Import List

Important: The number of users in the import file should not exceed 10,000

2. Whenyour list is ready, gto:
Users » User Imports

User Imports
Users > User Imports

-Search Criteria
MName

Imports on or after date

2011-06-20

Imports on or before date

2011-06-30

Import File Name

Figure4 - User Imports

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Paget



Microsoft DreamSpark

To Importalist of users:

1. On the User Import pagelick thelmport button. The User Import (New) page is displayed.
2. Enter a name for this imporfhis name is referred tas the Import Batch in later sections of this document.

9 This import might be &st of students for the fall 2011 semester. The import batch name for this import
could be Students Fall 2011. If you then wanted to import a list of faculty members, the batch name could
be Faculty 2011. From the User Imports page in the Administratebsite, you can always search for an
import batch name to find out the status of the import.

3. Choose thémport Mode.

a. Importfrom a file
i. Browse to the file that you prepared earlier containing the list of users. If you import using a text file
that you havesaved, you can refer back to your file to review the list of users you imported.
b. Import From a Text List
i. Enter the usernames directly into the window.
User Import

Users > User Imports > Details

Name™
ImportABC

r Import Mode

@ Import from a file

The number of users in the import file should not exceed 10,000

Import File Name

Browse...

Import From a Text List

Type usernames or email addresses in the text box belo

Username List

Figure5 - User Import (New)

4. If you are replacing all your users in a certain group with new users, for example at the beginning of your semester
or the school yearcheckthe Deactivate existing users not included in impocheck boxUse this functionality
carefully, as all the exiag user accounts in that group will become inactive.

Deactivate existing users not included in import

¥|5end notifications to new accounts or reactivated accounts with email addresses

User Group

Students |Z|

User Yerification Expiry Date® Time
2012-06-09 12:12 PM
2011-06-20 2.g. 5130 PM

Eastern Daylight Tirne
Uzer group eligibility will expire on this date

Default Culture®
English {Canada) |Z|

Import

Figure6 - User mport (New)- Details

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Pages



Microsoft DreamSpark

5. If the usernames you are importing are email addressesnot UIDscheckthe Sendnotifications to new
accounts or reactivatecccounts with email addressesheck box.

From the dropdown list, ©ioose theUser Groupyouwantto import these users into.

Define theUser Verification Expiry Datend Timefor this group of users (i.e. end of the semester).
From the dropdown list, ©ioose theDefault Qulture for this set of users.

When you completed all the required information, click th&port button. The messag&he Import was
successfuisdisplayed.

© © N o

User Import

Uzers > User Imporks > Details

© The import was succaessful.

Mame™
ImportABC
Import File Mame
ImpartaBC.txt

Figure?7 - User Import- Import Successful

This means that the import process has successfully starftedending on the size of the list, it may take some time to
process all users in the lifead the section below regarding checking the status of the import.

VCHECINGTHE STATUS OF AN IORT
Tosearch for all previous User Imports, go:to
Users » User Imports

The latest import is displayed at the top of the list.

-Search Results

| Name Imported Date/Time Import File Name Imported By User Total Attempted
ImportABC 6/9/2011 4:21:51 PM  ImportABC, t=t mpetrovic@e-academy.com 3

Figure8 - User Import- Search Results

Details such aslnen the list was imported, who did the import and how many users were attempted to be imparéed
displayed.

For more details about this Import, click the impdlamelink.

Details about the import such as the number of successful account creation®tiaplace, are displayed.

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Pageb



Microsoft DreamSpark

Imported By User
mpetrovice

Total Attempted
2

Number Of Duplicates
u]

Number Of Users Added
3

Number Of Users Updated
u]

Mumber Of Users Deactivated
a

Figure9 - User Import- Detailed Results

VIEWNGAND ADINGUSER VERIFICATIOWRES

Toview the current verification types defined for your WebStore and add additional typgs,to:

WebStore »Verification

If there are currently no active verification types defined (a new WebStore deployment will have User Import defined as
the default verification type) or if you delete all the existing verification types, the following message is displayed:

WebStore ©

Details Catalogs Featured Languages Attachments Announcements Settings Verification Support Preview

WebStore > Verification

@ This webStore has no Active verification type. Any users signing in using your institution authentication system will not have access. Users created within
the ELMS interface {manually or via import) will still have access.

Figurel0- WebStore Verification

To choose a verification type

1. On the WebStore Verification pagdick theAdd button. A list of available verificaticlypesis displayed.
User Verification Types

Name Class Description

User Import Registration Required

Standard Integrated User Verification Single Sign On

? Cancel

Figurell - User VerificationTypes

2. Select theverificationtype you want to add to your WebStotgy clicking the check box beside thame
3. Click theOKbutton.

Formore information on different verification types, refer tbe Help section of the administration website.

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Page7
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To delete a werification type:

1. On the WebStore Verification pagelectthe verificationtype by clickingthe checkboxbeside theName
2. Qick theDeletebutton.

ADDNGAN ADDITIONAIVERIFICATIONYPE
To add an additional verification type

1. On the WebStore Verification page, click thed button.
2. Select a verification type by clicking the check box beside the type.
3. Click theOKbutton.

For the purpose of testing, you can add more than one Standard Integrated User Verification (IU\d}iverifipe.

] Name Class Status Actions

[7] |user Import Registration Required Active Change to Testing Deactivats
[T |standard Integrated User Verification (2)|Single Sign On Testing Activate Deactivate

[7] |standard Integrated User Verification (3)|Single Sign On Inactive Activate Change to Testing

Delete H Move Up ] [ Move Down ]

-Testing Options
If accessed with one of the following test URLs, this WebStore will only produce test orders and will not dispense vouchers.

Test WebStore URL with only Testing verification types in effect:
http://e5.onthehub.com/WebStore/Welcome.aspx?vsro=6&vtro=1&ws=a7df0c:

Figurel2- Adding a Verification Type

By defaultwhen a rew verification typdas added the status is set to Testing.

WEBSTORE VERIFICANIODrPEHESTIN®PTIONS
You can test the verification type whillee status is set td@esting.
To view your WebStore with only Testing verification types

1. In the Testing Options section, select thest WebStore URL with only Testing verification types in efléRL.
2. Copy the URL.
3. Paste the URL into a different browgban the one you are currently using.

All the orders placed using TastebStoreURLSs will be test orderhis means thahe order details page will display
*Test Order* and will not display any product keys.

Verification type status:

1 Testing Verificaton type can be tested but is not visible to shoppers on your WebStore. Only one of each Single
SignrOn verification type can be in Testing at a time.

1 Active Verification type appears on the WebStore. Only one Single@igverification can be active attime.

1 Inactive Verification type does not appear on the WebStore and is not being tested.
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To change the status of your verificatiagpe to Active:

Click Activate in the Actions column. If there was a verification of this type that was already Active, it will become
Inactive.

To change the status of your verification type to Testing:

ClickChange to Testingn the Actions column. If there was a verification of this tytpat was already in Testing, it will
become Inactive.

To change the status of your verification type to Inactive:
ClickDeactivatein the Actions column.

You can have more than one active verification method at the same pnogjding the verification nethods belong to a
different Class.

CONFIGURINSTANDARD INTEGRATHER VERIFICATIOBM)

If you choose Standard Integrated User Verification (IUV) as your verification method, you must follow additional steps to

configure your site to talk to your carmap authentication systenA link to thelntegrated User Verification (IUV) Customer
Implementation Guidés providedhere.

To cofigure 1UV:

1. On the WebStore Verification page, click 8i@andard Integrated User Verificatiolnk. The User Verification
Type page is displayed.
2. Click theSettingstab. The Settings pad&tandard Integrated User Verificatismdisplayed. Links to the

documentation you need to set up IUV are displayed including the implementation guide and sample code.

User Verification Type
Details Settings

External Sign-in URL*

of extarnal (customer) veb sita that will validata the shopper's credantials for this vebstore

Generate

rat’ used to verify the identity of the c

ion Account Number
45

[Tl erify shopper's IP address
Calling Server IP Address List

Comma-delimitad list of 1P addresses of customer servers that are authorized to make calls to verify clients.
1UV Administrator Email Address

Email addr

ividual (or distribution list) who will receive error messagas
Helpful Links

English Integrated User Verification Implementation Guide
French Integrated User Verification Implementation Guide
German Integrated User Verification Implementation Guide
Japanese Integrated User Verification Implementation Guide
Portuguese-Brazilian Integrated User Verification Implementation Guide
Spanish Integrated User Verification Implementation Guide
Russian Integrated User Verification Implementation Guide
Sample Code (.Net, PHP, ColdFusion)|Sample Code (.Net, PHP, ColdFusion}

Figurel3- Standard Integrated User VerificationSettings

3. Under the Details and Settings tabs, entee required fields
4. dickApply.
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MANAGING USERS

CREAINGA SINGLBJSERACCOUNT

To manually create a single user account

1. On the Main menugo to
Users » Users

Go to recently viewed itam... ~
Home
» -
N -Search Criteria
Orders » User
Organization »
C] @ i
Reports 9 Starts with (fast) O Contains (slow)
------------------- Role
Users » (All) -
WebStore User Status
(Al -
User Group
(None) -
User Import Batch
(Al Select... || Clear
-Search Results

Figurel4 - Users

2. Click theNew button.
3. Enter the required information
4. From thedrop-down list, €lect theActive User Status.

Users = Details

- Account Information

Username™

Email Address

[C1 would like to receive special offers and promations from d

User Status™
|Please Select... El

Default Culture*
|Eng|ish {Canada) El
- Personal Information

Salutation

(Mone) |-

Figurel5- Users (New)

5. From the dropdown list, select @efault Culture The Default Culturdetermines the language of correspondence
the user will receive from ELMS such as thded Confirmation email.
6. Set a verification expiration date.
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Microsoft DreamSpark

7. Ensure users are placed in the appropriate User Group to be eligible to order software. BEvesimeSpark
program, choose one or more of Students, Faculty or Staff.
8. Click theSavebutton.

Expiry Date Time
2012-06-09 10:28 AM
2011-06-30 2., Si30 PM

Eastarn Daylight Tirme
Please select the most specific user group that applies to the user.
Lab Installers
Students/Faculty/Staff
Faculty/Staff
Faculty
Staff
Y| Students

Save

Figure 16 - Users (Newy) Details

The account is now created. On the expiry date above, the user will no longer be able to order software that has been
configured to be eligible to the Students group. The user will, however, be aldg in to his/her account and download
previously ordered software, providing the account is still active.

CHECKG! | { A@CDUNT VERIFICATKINSTORY
CKS GSNATFAOFGAZ2Y KA&AG2NE 2F I dzaSNDa I O6& dghiple,/aaserlmi@htA | 0 f

report that they cannot order a product that they think they should be able to. It is possible that their account verificatio
has expired or that the user doest belong tothe appropriategroup.

To view the verificatiorhistory for a user

1. On the Main menugo to:
Users » Users

2. Search for the Username.

Users

~Search Criteria
Uzer
ABL123
@ Starts with {fast) O Contains (slow)

Role

{ally [~
Lser Status
{ally [~]
Search Mew
-Search Results
| Username Email Name User Status
AB1234C Smith, John Active Histore

| Activate || Deactivate || Delete |

Figurel? - Users- Search Results

3. Click theUsernamélink and then click th&erificationstab.
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User

History
Details Change Password Roles Verifications Orders Alerts
Users = Verifications

New

Type Status Member Of Organization | Identifier | User Groups | Expiry Date | Proof
Manual By Administrator|Verified History| DreamSpark Demo AB12345 |Students 2012-11-14

| Verify || Reject || Expire Now

Figurel8- Users Verifications

In the example above, this user account was verifisthg ManualBy Administrator and the user belongs to the Students
usergroup.

To learn details about this verification, click tHestorylink in the Status column. A record of the account
creation/verification is displayed.

History

Status Status Date Changed By Reason

I 2011-06-09 10:57 Al
verified Eastern Daylight Time

mpetrovice-academy.com

Figurel9 - Users History
CHANGNG! ! { 9 ABSYWORD

You can change the password for any user account.
¢2 OKFy3aS | dzaSNDa LI aas2NR

1. SearchHor thedza Saddaunt
2. Qick theUsernamsdink.
3. dick theChange Passworthb.

User

History

Details Change Password Roles

Users > Change Password

Mew Password*

Confirm Password*

Save

Figure20- Users Change Password

Enter theNew Password

Confirm the password.

Click theSavebutton.

Communicate the change to the user.

N o ok
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ADDINGA USEFGROUPTO AUSER{ ! / / h| b ¢

To add aUserGroupto auserQa | 002 dzy Y

1. Search for thelzd Saddaunt
2. Qick theUsernamsdink.
3. dick theVerificationstab.

User
History

Details Change Password Roles Verifications Orders Alerts

Users = Verifications

New
Type Status Member Of Organization | Identifier| User Groups | Expiry Date | Proof
Manual By Administrator |Verified History | DreamSpark Demo AB12345 |Students 2012-11-14

| Verify || Reject || Expire Now

Figure21 - Adding a User to a User Group

4. Click the verificatioMypelink. In this examplét is Manual By Administrator

User Verification
History

Details User Groups

Add...

e

Students

Delete
Close

Figure22 - User Verification User Groups

. Clickthe User Groupgab.

Click theAdd button.

. Select a group by clicking the check box besideNthme
Click theOKbutton.

Click theClosebutton.

© © N o

To delete a User GroufromauseQa | 002 dzy

On the User Verification User Groups pagmdect the groupo delete by clicking the check box beside tame.
Qickthe Deletebutton.

Confirm the deletion by clicking ti@Kbutton.

Click theClosebutton.

powbdpR
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ASSIGNMNGA USER TO AN ADMINRATIVE ROLE

To assign a user to an administrative role

1. Search for the use® @ccount

2. Qick theUsernamsdink.
3. dick theRolestab.

User

History

Users = Roles

Add...

Details Change Password Roles “erifications Orders  Alerts

Mo items were found,

Figure23- Users Roles

4. Click theAdd button. A list of roles is displayed.

o

6. Qdick theOKbutton.

Choose an appropriate rolgy clicking the check box beside tRele

Roles

-Search Criteria
Name

[¥] Active Only
¥l 1nclude public

-Search Results

) Role

Organization |Active |Public

[C] |Dreamspark Administrator

e-academy Inc.

[V |Institution Report Viewer

e-academy Inc.

[ |1uv Administrator

e-academy Inc.

[[] |user Administrator

NENEYE
NENENES

e-academy Inc.

Figure24 - Users Roles Search Results

The user will have access to the administrafivectionalities related to the role:

Role * Functionality

DreamSparkAdministrator

Full access to all site functionality.

UV Administrator

Access to the functionality necessary to-s@tLDAP integration.

User Administrator

Access to add/edit users amer groups as well as view orders and report

Institutional Report Viewer

Access to view WebStore reports.

Table2 - Role and Functionality
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¢KS a8t SOGSR NRf{S A& RAALIRbIGSEIR Ay (GKS dzaSNRa | 002dzy iz dz

AB12345

Details Change Password Roles Yerifications OCrders  Alerts

Userzs = Roles

[ name

Institution Report Yiewer e-academy Inc.

Figure25- Adding a User Role

PROVIDNGADDITIONAL DOWNLOABGR AN ITEMN AN ORDER

To provide additional downloads formitem in an order

1. { S NOK F2NJ 6KS dzaSNna | O002dzy i@
2. Click theUsernamelink.
3. dick theOrderstab.

ops_testl

Details Change Password Roles Verifications Orders Alerts

Users > Orders

2011-11-14 12:00
100040120429 |BreamSpark Demo PM $0.00| Completed | orger
Pacific Standard Time H=mern
2011-11-14 11:23
100040120417 | Preamspark Demo AM $0.00|Completed | o ger
WebStore - ; History
Pacific Standard Time

| Finalize | [ cancel order |

Figure26 - User Orders

4. Click theOrder Numberink.
5. dick theltemstab.

100040120417

Details Items Order Q i hij AdjL

Orders > Itemns

Microsoft Access 2010
32/64-bit (English

DreamSpark - Download - NA -
DreamSpark Premium (MS Corp -
DreamSpark)

[ Retun | [ Reship || Fulfill | [ Expire Subscription

DreamSpark Demo /
DreamSpark Premium / MS Corp
- DreamSpark

Agreement Number:

000000000

ops testl

Figure27 - User Order ltems
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6. Click thesee usagefink. Usages are the number of downloads assigned to an order.

Order Item

Details Vouchers Usages

Product Name Initial Usages | Allowed Usages|Usages

Microsoft Access 2010|6 [3 0

Change Allowed Usages

SDM Download URL
http://e5demo.onthehub.com/WebStore/Account/SdmDownload.aspx?0=1a67e010-fo0e-e

-Download History

Product File Group File Allowed Downloads
Microsoft Access 2010 [ 0
DreamSpark - Access 2010 32/64-bit (English) 0
en_access_2010_x86_x64_dvd_514921.sdc 0

Close

Figure28- User Order Item Usages

1 Initial Usages; The number oflownloads initially provided
9 Allowed Usageg The number of available downloads
I Usages; The number of times the user has completed ttmvnload

7. Select the producby cliking the check box beside thiroduct Name
8. dick theChange Allowed Usagdmitton.
Change Allowed Usages

New allowed Usages
3

W Cancel

Figure29 - Change Allowed Usages

9. Enter the new number of allowed downloads
10.Qick theOKbutton. The number of allowed usages changes.
Order Item

Details Youchers Usages

© The allowed usages have been successfuly changed for the selected products,

‘ Product Name Initial Usages Allowed Usages Usages

¥| Microsoft Access 2010 2 3 0

| Change aAllowed Usages

Figure30 - Allowed Usages Changed
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MANAGING USER GROUPS

User groups are another way that you can manage your users. Singe offerings restrict ordering to specific user
groups, auser must be assigned to one or more user groups to be eligible to order offerings on the WebiStmuedo
not assign the user to a user group the user will only be eligible to order an offering with no group restrictions.

The user groups configuredrfyour organization are displayed when you open the User Groups page. These user groups
are public. You cannot delete them or change the name. You can add users to these public user groups or you can base a
new user group on an existing user group.

To vew the user groups configured for your organization, ga to
Users » User Groups
Working with user groups requires several steps:

1. Create a new user group by basing it on an existing user group.
2. Add members to the group by adding them manually or importirigteof users.

BASING A NEW USEROGIR ON AN EXISTINGER GROUP

When you base a new user group on an existing user group, you are really adding another layer below an existing group in
the hierarchy. Basing a new user group on an existing group isl ugaém you need more granularity in your
organization than is provided by the default user groups.

For example, you may need restrictions based on departments. You could create a Grad Students user group under the
Students user group and members would lidesto order offerings restricted to Students or Grad Students and users
who were only members of the Students group would not be able to order offerings restricted to the Grad Students user

group.
To add a user group for Grad Students that is based on the Students user group:

1. Click theNew Based Omutton. The User Group Selection List page is displayed.

2. Click the check box beside the Students user group.

3. Click theOKbutton to add the user group and return to the previous pageti¢e that a new group named
Student 1 has been created.

4. ClickStudent 1and the User Group Details page is displayed where you can view or edit the details of the new
user group.

5. Change the ame of your user group.
Note: You cannot make a new user group with the same name as a public user group.

6. If you are going to use UV, tiuser Group Codéeld is mandatory and a code must be created for thaug. For
this examplegnter grad students

If you select more than one public user group when creating new user groups based on existing ones, a new user group
will be created for each selection. For example, if you select Students, Faculty anth&taffiew user groups will be
created withthe names Students 1, Facultyahd Staff 1.
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DELETING USER GROUPS

A user group can only be deleted if there are no recoedstedto the user group.
To deletea user group

1. In the Search Results section, choose a user group to delete by clicking the check box bédaieehe
2. Click theDeletebutton. You are prompted to confirm the deletion.
3. Click theOKbutton. The user group is deleted.

MANAGING THE MEMBEBB A USER GROUP

You can manually manage members of a user gr@upthe Manage Members page you can search for users in the group
and change the expiry dates of some or all of the users.

Tomanage user group members:

1. On the User Groupsageclick the name of the user group for which you want to manégemembers
2. dick theManage Membergab. The Manage Members page is displayed.

From the Manage Members page, you can add users to the user group and change the expiry dates of users.

ADDINGUSERS TO A USER GROU
Only users who have already been addegdor organization can be added to a user group.
To add existing users to the user group

1. Clickthe Add Existing Usersutton.

2. Search for all existing users by leaving the search criteria blank and clickiSg#nehbutton or search for
users by theiName, Role, User Status, User GrougmdUser Import Batch

3. Inthe Search Results section, click theck box beside the user ma of the user you want to add.

4. dickthe OKbutton.

VCHANGING THE EXPIRATE

You can change the expiry date for a selection of users in the user group or change the expiry date of all members of the
group at one time.

To change the expiry date for a selgan of users in the group

Choose members whose expiry you want to change by clicking the check box bedidethame

Clickthe Change Expiry Datdsutton. The Change Expiry Dates window is displayed.

Enter an expiry date in the format of YYMM-DD.

dick theOKbutton to accept the expiry date and return to the previous page. The expiry dates are changed.

powbdpR

To change the expiry dates of all members in the group:

1. Click theChange All Members' Expiry Datésitton. The Change Expiry Dates window is displayed.
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2. Enter an expiry date in the format of YYMM-DD.
3. Click theOKbutton to accept the expiry date and return to the previous page. All the expiry dates are changed.

Note: nly the expiry dates for thesers within the context of the user grogpe changed

EXPORTING A LISTUHERS

To export a list of users in the user group, click the link forQhganization User Details Unformatted report from the
Manager Membergab. You can filter the report byser Statusor by User Import Batch

If you want to export the list of users aryou plan to use it for a user import, be sure to select r@mat for user import
option before viewing the report. When checked, only the Username field is displayedsflten then be exported and
imported again.

To view the report, click theiew Reportbutton. To export the report, expand thexportdrop-down listand choose your
desired format.
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MANAGQNGORDERS

As an administrator, you can search for orders thatdhbeen placed by shoppers and view details of the order.
To find an order

1. On the Main menugo to.
Orders» Orders

Pl
[N
7?
w
N
Z
bl
(Vs

2. Enter the search criteria and click tBearcho dz G 2y ® |, 2dz OFy |t a2 FAY
clicking the Orders tab.

CANCELLINGN ORDER

You can only cancel orders that are in a pending state. If you try to cancel an order that has been finalized, your request
will be rejected.

To cancel an order

1. Select the orderby clicking the check box beside theder Number
2. dick theCancel Ordebutton.

Details Change Password Roles Verifications Orders Alerts

Users = Orders

2011-11-14 12:00

DreamSpark Demo Completed
-
100040120429 WebStore PM $0.00 icto Order

Pacific Standard Time

2011-11-14 11:23
100040120417 | Dreamspark Demo M s0.00|ComPleted | oy
€ ore Parcific Standard Time e

[ Finalize H Cancel Order

Figure31- Cancelling an Order

3. You are prompted to enter the reason for cancelling the order. Enter the details and cliCktingtton.

Standard Reason™
Please Select... -

Additional Details

Blease note that this text might be displayed to the shopper and that it will not be localized.
Notes

For administrative use only

Send Alert

Figure32 - Cancel Order Details
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FINALIZNG ANORDER

This functionality is used in rare situations when the ordering process is not finalized for some seals@s @ession
time-out or acomputer freezeWhen this happenghe order was not finalized but the user cannot place anotbreter

for the same producuntil the original order has been finalized

To finalizean order:

1. Select the orderby clicking the check box beside tbeder Number.
2. dickthe Finalizebutton.

Users > Orders

User
History
Details Change Password Roles Verifications

Orders Alerts

Order Number Webstore Name Status Date Total Amount|Order Status | Type
100040120417 |DreamSpark Demo WebStore |2011-11-14 11:23 AM $0.00|Completed | ey
Pac Standard ne History

| Finalize || Cancel Order |

Figure33- Finalizing an Order

RETURNNGAN ORDER

In some cases, the user might want to return the item from the order that has been placed.

To return an order:

1. On the Orders page, search for the order you want to return.

2.

»

dick theltemstab.

Orders > Items

Order
History
Details Items Order Questions

Shipments Adjustments

. . Total Return
Offering Name Status | User |Quantity Amount Agreement Fulfilled Quantity

Microsoft Commerce Server . ,

i CreamSpark Demo |
?OO?ID%VMF 32-bit ord d DreamSpark Premium / MS Corp see
;E_ﬂg@,l_ ,r ere Importa 1 %$0.00 |- DreamSpark I 1
- B o d . History Agreement Number: usages

Bremium (M3 Co 000000000

| Return || Reship || Fulfill || Expire Subscription

Figure34 - Returning an Order

Select the Offering in the order to be returnbg clicking the check box beside tbéering Name

dickthe Returnbutton.

You are prompted to enter the return reasdror free offerings, you do not have to select any other option.
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Page21



Microsoft DreamSpark

Return Reason

Return Reason*

v Rafund Shipp ng
p t be rof he

Do not process refund in payment system, since refund or chargeback has already been processed with referance number

Return Cancel

Figure35- Returning an Order Details

6. Clickthe Returnbutton
7. Click theQosebutton. TheReturned column in theffering nowdisplaysa value ofl.

Order

History

Details Items Order Questions Shipments Adjustments

Orders > Items

© The selected order items have been successfully returned.

A:?;::It Agreement Fulfilled e Returned

o Offering Name Status | User |Quantity Quantity

Microsoft Commerce Server
DreamSpark Demo /

2007 Developer 32-bit DreamSpark Premium / M3 Corp

Ordered see
English ! ImportA 1 $0.00|- Dreamspark 0 1
History Agreement Number: usages

0
o
T

000000000

[ Return H Reship ][ Fulfill ][ Expire Subscription ]

Figure36 - Returning an Order Completed

Oncereturned, the order in the Your Account section will not allow the user to download the product or view the product
key.However, theusercanorder this product again.

RESHIPPINGN ORDER

This functionality is not available toDreamSparkrogram Adminisator. If you need to reship a mail order product,
contactDreamSpark@@academy.confor assistance.

If you select the offering and clitie Reshipbutton, you will get a message K I'Y&iu ace not authorizetb perform this
actiore @

PROVIINGA REPLACEMENRODUCTKEY(VOUCHER)

To provide a replacement product key (voucher)

1. On the Orders page, search for the order you want to return.
2. Click theOrder Numberink.
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Details Change Password Roles Verifications Orders Alerts

Users = Orders

2011-11-14 12:00

100040120429 DreamSpark Demo oM $0.00 Completed Order
= |WebStore History
Pacific Standard Time

2011-11-14 11:23 ——
AM $0.00 | -OMplete Order

History
Pacific Standard Time ==

DreamSpark Demo

|| 100040120417
= |WebStore

| Finalize || cancel Order

Figure37 - User Orders Order Number

3. Click theltemstab.

100040120417

Details Items Order Questions Shipments Adjustments

Orders > Items

Microsoft Access 2010 DreamSpark Dema /

321'64-'3“: iEninshl DreamSpark Premium / MS Corp see
C'_rdered ops testl 1 $0.00|- DreamSpark _

DreamSpark - Download - NA - History Agreement Humber: usages

DreamSpark Premium (MS Corp - 000000000
DreamSpark])

| Return || Reship || Fulfill || Expire Subscription

Figure38- User Order Items Details

4. Click theOffering Namdink.
5. Select theVoucherstab. A voucher can be a product key, serial number or activation code. It can be arthtting
is distributed to the user that assists in the installation or activation of a product.

Microsoft Office Project Professional 2007 32-bit (English)

Details Vouchers Usages

Product Key

2007 and 64 bit)

[ Issue Replacement voucher | [ Retry |

Figure39- Order Item Vouchers

6. Select theproduct by clickinghe check box beside theroduct Name.
7. dick thelssue Replacemenyoucherbutton.

Once a product key has been replaced, the user will only seeaWeroduct key in the Your Account section of the
WebStore. The replaced key will be returned to Microsoft and marked for destruction. The user should not attempt to use
the replaced keyevenif they still know it.

GettingStartedGuide forDreamSparlrogramAdministratorsv2.0 Page23



Microsoft DreamSpark

IMPERSONANGA USER FOR SUPPORRMPOSES

From time to time, to provide support and help for a user youtwilmpersonate the user and view the WebStore and
the account as if yoarethe user.

To impersonate a Ua:

1. On the Main menugo to
WebStore» Preview

Note: Make sure to select the tab and not the link on the WebStore Details page.
2. Click theSelectbutton next tolmpersonate User

Search foand select the user.
4. Once you have returned to the Preview page, clickRheviewbutton.

w

Drea Dd e 0
Go to recently viewad item... -

WebStore

Home

Miscellaneous » y X N
Details Catalogs Featured Languages Attachments Announcements Settings Verification Support Preview
orders »
WebStore > Praviaw

Organization

Preview with Version Status
Published ~

Reports

=vaibie (othe
Impersonate User
(None)
Impersanating a user will sign you out of your eurr:
Simulate Requests from Country

(None) ~

Figure40- WebStore Preview

A browser windowopensand youare signed into the WebStore as if yavethe selected user. You can browse the
WebStore and youan access his/her account information.

Note: You cannot impersonate a usehno hasbeen assigned tan administrative role.

PLACIN@®BULK PROXY ORDHE&SUE LICENSES

If you have a group of users who need a software product, you can place a bulk proxfoottiem. The word proxy
means that you are placing an order on behalf of someone else. The word bulk means that you can do this for a list of
users and a list of products.

To place a bulk proxy order, the recipients of the order must be importeddhtds The users can be imported inElMS
before your place the bulk proxy order or during the process of placing the bulk proxy Gndeselmport Batchduring
the bulk proxy order process. All usevho were imported in that batch will receive orders for the selected software
titles. For instructions on importing a list of usessgthe ImportingUses section
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WINDOWS 7 ORDERING&RTRICTIONS

Under theDreamSparlprogram, a user is entitled to only one copy of each individual product. Microsoft has made an
exception for Windows 7.

Windows 7 has restrictions as to what versions and giyaean be ordered by a single user. These rules apply when a
user is placing an order on the WebStore as well as when an Administrator is placing a bulk proxy order on behalf of users.

9 A user is entitled to a maximum of 4 copies of Windows 7.

9 A user is etitled to either Windows 7or Windows 7 SPas they are considered the same product. Choose only
one in this order.

9 A user is entitled to English versions of 32bit and 64bit as well as one more language of each version. You can
select English and oreaditional language in this order.

The order can be placed as follows:

Windows 7 32/64 bit (English) Windows 7 32/64 bit (nofEnglish)
OR + OR

Windows 7 SP1 32/64 bit (Engli Windows 7 SP1 32/64 bit (neenglish]

On the WebStore, if the userpgacing the order themselves and violates these rules, they will receive an eligibility error
message.

During a bulk proxy order, an ordfar a user contains all offerings that were selected. If one of the rules is violated for an
offering, including the rules abeythe entire order for that user will fail during processing.

Toplacea bulk proxy order

1. On the Main menu, gto
Orders » Bilk Proxy Orderssue License

e5 Administration
DreamSpark Demo
Go to recently viewsd item...
— Bulk Proxy Orders / Issue License
Miscellansous * Orders > Bulk Proxy Orders / Issue License
Orders 4 -Search Criteria
Organization b Created For Username
Reports |
Created On Or After
Users 3
WebStore a.g. 2011-11-30
Created On Or Before
e.g. 2011-11-30
[Cinclude test bulk proxy orders
-Search Results

Figure41 - Orders Bulk Proxy Orders/Issue License

2. Click theNew button.
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Bulk Proxy Order

-Offerings

Setect crterinals | oo 02 orkdect o e avder

Microsaft MapPoint 2010 European Maps 32/64-bit (Spanish) Add...

e . ke

“User Import Batch

ST LSS for o Coers Tl De Dl

Trportas
“Options

Sedercr precass Ingoocions

I Test Order
Order Information
prtippteg s

Description™
Mappoint 2010 for ImparaBs

Last Narne® First Marme®
Petrovic Maria
Ernail*

mpetrovic@e-acadeamy, com

“MNotes

Emer.amy nones 6o 0 a540 laoed n KN T edes

Figure4?2 - Bulk Proxy Order (New)

Select the Offering(s) by clicking tAdd button.

Select the User Import Batch by clickiglectbutton.

If you want these orders to be test orders (no product key is distributed), checkeieOrdercheckbox.
Enter a name for this bulk proxy order in tbescriptionfield.

Enter anyNotesyou want torecord about this proxy order.

Click theNext button.

Confirmthat the information you entered is correct
Confirm Bulk Proxy Order

© 0N Ok ®

Order Information

Offerings:

+ Microsoft MapPoint 2010 European Maps 32/64-bit (Spanish)

Total number of users:

.3

Description
Mappeoint 2010 for ImportaBC

Last Mame First Marme
Petrovic Maria
Ernail

mpetrovic@e-acaderny, com

Options

Test Order

Back Proceed With Order

Figure43- Confirm Bulk Proxy Order

10.Click theProceed WithOrderbutton to start the processThe confirmation page displayed.
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Confirm Bulk Proxy Order

@ The bulk proxy order has been submitted succesfully, Orders will be attermpted for 2ach user, please use the bulk proxy order list to view progress,

Order Information
Offerings:
+ Micrasoft MapPaint 2010 European Maps 32/64-bit (Spanish)

Total number of users:

* 3

Description
Mappoint 2010 for ImportABS

Last Marme First Mame
Petrovic Maris
Email

mpetrovic@e-academy. com

Dptions
Test Order
Back Back To List

Figure44 - Bulk Proxy Order Confirmation

After the order is processed, check the status of your proxy order by searching for it in under Bulk Proxy Orders.

-Search Results

| Dascription Created For Username Created Date Total Item Count Processed Count Pending Processing Count Eligibility Check Failed Count Test Orders
Mappoint 2010 for IMpartaBC mpetrovic@e-acaderny. camn 2011-08-28 10:47 AM 5 3 o 1] v
Essnedn Daylig: Tine

Figure45- Bulk Proxy Order Search Results

Depending on the number of users in the import batch @leould not exceed0,000) , as well as the number of offerings
you chose for this bulk proxy ordehe processing of the entire order could take a significant amount of greeen
hours. Keep checking back to track the progress.

z

Ly SIOK 2F (KS dzaSNna | 002dzyia (pkokylbrdér)fotied ik tHe FptAlABoRE (1 K S
column.

User
History

Details Change Password Roles Verifications Orders Alerts

Users > Orders

Order Number Webstore Name Status Date jiotal Eriler Type Items Test
Amount Status
2011-11-16 11:49
DreamSpark Demo Completed Proxy + Microsoft MapPoint 2010 European Maps
100040120639 | 5TP AM_ | (proxy order)| SR i 22/64-bit (Spanish] &

Figure46 - User Orders Proxy Order

If you do not import the list of users before you place a bulk proxy order, you can do it during the batch order process.
Think of it as the import process embeddedtie batch proxy process.

To import a User Import Batch for a Proxy Order

1. Beside the Usr Import Batch field, click th8electbutton.
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Bulk Proxy Order

- Offerings
Select offeringis) to be added to the order
Microsoft MapPaint 2010 European Maps 32/64-bit (Spanish} add, ..

Clear

You can slact more than one itern by holding down the <G> key while dicking on the tems you wish to sel=ct

-User Import Batch

Select users for whom orders will be placed

Figure47 - Bulk Proxy Gder - User Import Batch

2. Click thelmport button. The User Imports page is displayed.

User Imports

-Search Criteria

Mame

Imports on or after date

2011-06-30

Imports on or before date

2011-06-30
Import File Name

Figure48- User Imports- Search

3. Seethe ImportingUses sectionfor detailed instructions importing users.
Select the new batch.
5. Continue with the bulk proxy order.

»
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MANAGING PRODUCT @ADGS

SOFTWAREATALOG®FFEREDNTHEWEBSTORE

When the WebStore is deployed for your organization, a set of default catalogs are made available. This might vary
depending on your region.

To see the defaulfor current)list of catalogs for your region, go to
WebStore » Catalogs

The following is anx@ample of the list of catalogs deployed foNarth Americarorganization:

e5 Administration English (United States) Change |

DreamSpark Demo

Home

DreamSpark Demo WebStore
Details Catalogs Featured Languages Attachments Announcements Settings Verification Support

Miscellaneous »

Orders »

Organization » WebStore » Catalogs

Reports

Users 4

hE DreamSpark - Download - NA - DreamSpark Premium Active 1536 (no changes permitted)

"""""""""" DreamSpark - Lab Install - NA - DreamSpark Premium Active 1358 (22 Grgs Pl
DreamSpark - Mail Order - NA - DreamSpark Premium - USD| Active 10 (no changes permittad)

Figure49 - WebStore Catalogs

These catalogs contain offerings (products) in many different languages. You cannot remove a product from the catalog,
but you can define which language versions you want to make available for your users. By default, the language of your
culture plus the English language offerings are made available.

To check what offering languages are currently available in your catalogs

1. On the Main menugo to
WebStore » Languages

2. Scroll down to display th@ffering Languages.

Home

DreamSpark Demo WebStore
Miscellaneous » T e [ _—
Orders. »
Organization b visbSiore > Langusges
Reports : Cultur

Cultures that the webstore can be viewed in:

English (United States) < [ Add... ]

Spanish (Spain)

Portuguese (Brazil) % Remove }
Clear

p 3

-Offering Languages
Language versions of offerings to be displayed on webstore, note that if no languages are selecte
Enghsh <] [ add... |

[ Remove |

[ cear |

e

Figure50 - WebStore CatalogsOffering Languages

3. Add or remove languages in this list by usingAllel and Removebuttons.
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-Offering Languages

Language wversions of offerings to be displayed on webstore, note that if no languages are selected al

Spanish add. .
Czech
English

“fou can select more than one itern by holding down the <Ctrl= key while clicking on the iterms you wish to select,

Sawve

Figure51 - Offering LanguagesDetails

4. Click theSavebutton.

If the offering is available in the selected language, it will be displayed on the WebStore. If there is more than one
language offering available, the different languadfeiings will be separated in tabs.

Note: The offering language selection you make applies to ALL catalogs on your WebStore.

Microsoft Visio Professional 2010

Dynamic, data-driven diagrams with real-time web-sharing

Bring your diagrams to life with dynamic, data-driven wisuals that are connected to real-time data
and can be easily shared online with anyone.

English Czech Spanish

Download
Microzoft Yisio Professional 2010 32/64-hit (English}

Available to: Students/Faculty/Staff Free Quantity: 4 Add To Cart
Mail Order
Microsoft Yisio Professional 2010 32-hit (English) $19.95 Quantity: & Add To Cart

Available to: Students/Faculty/Staff

Figure52 - WebStore- Offering Languages

ADDONGANDCONFIGURIGA CAMPUS HOSTEIBRTALOG

You may want to host software files locally on your own server.
Tohostthe Campus Hosted Catalam your own server

1. On the Main menugo to
WebStore » Catalogs

2. Click theAdd button.
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e5 Administration

DreamSpark Demo

Go to racantly viewsd itam... -

English (United States) Change | |

Home
DreamSpark Demo WebStore
Miscellaneous » . . ) .
Details Catalogs Featured Languages Attachments Announcements Settings Verification Support
Orders 4
Organization WebStore > Catalogs
Reports Add...

DreamSpark - Download - NA - DreamSpark Premium

Active 1536 (no changes permitted)
DreamSpark - Lab Install - NA - DreamSpark Premium Active 1358 (no changes permitted)
DreamSpark - Mail Order - NA - DreamSpark Premium - USD|Active 10 (no changes permitted)

Figure53- Adding a Campus Hosted Catalog

3. Select the Campus Hosted Catalog by clicking the check box.

DreamSpark - Custom Delivery -
NA - DreamSpark Premium

DreamSpark - Download - NA -

This catalog contains offerings that will be delivered outside of ELMS (but not via download or lab install). The Administrator will
configure the catalog to define the method of delivery, for example, "pick up from building A". Product keys (if available) will be
delivered to the shopper from e-academy.

[V |DreamSpark Premium - Campus

Hosted

Keys are delivered to the shopper from e-academy. The campus hosts and delivers the download to the shopper. The campus
must define the hosting location for all files (a single folder - no sub-folders are permitted). The campus can choose which offers
they would like to host on their campus.

Figure54 - Campus Hosted Catalodetails

4. Click theOKbutton.

This catalog is now added to your organization, but it is not yet active.

To make campus hosted offergs available to your community you need to

Transfer the files to your

arwbdpeE

Configure your hosting location (web server URL)
Get (download}he files for the offerings you &ntto host

configured hosting location

Select the Offeringfor your Campus Hostedatalog
Activate your Campus Hosted catalog

| CONFIGURIG YOURHOSTINGQOCATIONWEBSERVER URL)

To configure the hosting location foyour Campus Hosted catalog

1. On the WebStore Catalogs pagkglctheConfigurelink inthe Actions column.

DreamSpark - Download - NA - DreamSpark Premium

Active 1536 (no changes permitted]
- - - = Inactive ]
DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted ) ; ; 0 Configure Delete
Requires configuration

Figure55 - Configuring Campus Hosted Catalog

2. Enter theHosting Location Display Nanmand aHosting Location
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Catalog

Hosting Location Display Name™
Please download from this location

This description is displayed to the shopper when they are downloading an ordered item. (e.g. "Hosted by My Sc

Hosting Location™
http://www.yourhostinglocation.org

his is the path to the Web URL where all files will be hosted on your institution web server. All files must be in thi

oK Cancel Apply

Figure56 - Configuring Campus Hosted CataloDetails

3. Click theOKbutton.

The current Offering Courfproduct count)is zero.The catalog exists but now you must add offerings that you want to
host locallyand then activate the catalog

Inactive 0
No offerings selected

DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted Configure Get Files Manage Offerings

Figure57 - Campus Hosted Catalog Added

GETING(DOWNLOAING) THE FILEBOR THE OFFERINGSU WANT TO HOST
To download filedor the offeringsyou want to host

1. On the WebStore Catalegage, tickthe Get Filedink.

Inactive 0

DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted A
No offerings selected

Configure Get Files Manage Offerings

Figure58 - Get Files Link

Note: If you do not see the Get Files linkggo K S y 20 &S O2y FA3IdzZNBRthai KS O G ¢
Configuimg Your HostingLocation Web Server URL3ectionabove.

2. Search for the offerings you want to add to this catalog.
3. Download the file(s) by clicking tli®ownloadlink for each file.

Microsoft MapPoint 2009 North American Maps 32-bit(English) yﬁ‘;f:;; MapPeint 2009 North American Maps 32-bit (English) (1.00 GB)

Figure59 - Get Files Download Link
4. When you finish downloading all the files you negensfer them to the hosting location you have configured

You are now ready to select the offerings fréime Campus Hosted catalog and make the catalog active.
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SELEANGTHE OFFERINGB8RYOURCAMPUS HOSTECATALOG

The file count in your Campus Hosted catalog is still zero and the catalog is still inactive. To make the catalog active, you
will need to add at least one offering to it. Before activating offerings, you shmdtthe files.

To add an offemg to the campus hosted catalog

1. On the WebStore Catalegage, tick theManage Offeringdink.
2. Click thelncludebutton and search for the offering.

Offerings

Search Criteria

Mame
mappoint

Language
Spanish |T|

Search

Search Results
] Mame

Microsoft MapPoint 2010 European Maps 32/64-bit {Spanish)

o)

Figure60 - Campus Hosted CatalegOfferings

3. Select the offeringgou want to add to this catalogy clicking the check box beside tName

-Search Criteria
Marne
Language
(ally [=]
-Search Results
] Name Files
[] microsoft MapPoint 2010 European Maps 32/64-bit (Spanish) es_mappoint 2010 european maps %86 =64 dvd 471301.sdc {1894 MB)

Figure61l - Offerings- Search Results

4. Qick theOKbutton.
5. Continue selecting the offerindwy clicking the check box beside tName

6. Qickthe Closebutton.

Note: If you added one offering, your catalog is now active \aittoffering countof 1

Configure Get Files Manage Offerings Deactivate

|DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted|Active |

Figure62 - Offering Count
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ACTIVAING YOUR CAMPUS HOSTEDIBAOG

To activate your campus hosted catalog

 On theWebStore Catalogs pagéybu have not already done so, click thetivatelink beside Campus Hosted
Catalog This will make these offers available on the WebStore and when a user downloads the software after
ordering, they will then have the option tdhoose the hosting location you configured.

DELEING OFFERINGEROMA CAMPUSHOSTEDBCATALOG
You can add and delete offeringsarCampus Hosted catalog, as required.
To deletean offering:

1. Onthe WebStore Catalegage, tickthe Manage Offeringdink.
2. Select the Offering you want to delete by clicking the check box besiddahes
Catalog

-Search Criteria
MName

Language

(All) [+]

[ Search ] [ Include... ]

-Search Results

I~ Name Files

|:| Microsoft MapPoint 2010 EL.II’OpEEIﬂ MEIPS 32/64-bit (Spanish) Microsoft MapPoint 2010 European Maps 32_64-bit (Spanish) (1.85 GB)

Download
Delete

Figure63 - Deleting Offeringdrom Campus Hosted Catalog

3. Clickthe Deletebutton.

When all offerings are deleted, the Campus Hosted catalog besamaetive and the Offering count is back to zero:

DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted |Ina3ctive 0 Confiqure Get Files Manage Offerings
No offerings selected

Figure64 - Inactive Campus Hosted Catalog

If anoffering is deleted from aatalog or if the whole catalog is made inactared auser downloads software from your
account,they will be downloading from the-academy hosting location.

If you want to include the offering again or reactivate the catalog, all downloadagailh originatédrom the campus
hosting location that you configured.
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DEACTIVANGTHECATALOG
At any point, you can deactivate the Campus Hosted Catalog.
To deactivate the catalog

1. Onthe WebStore Catalegage, tickthe Deactivatelink.
2. A messagés displayedisking you to confirnthe deactivation

WebStore
Message from webpage
Details
WebStore I.-‘ - ‘-.I Are you sure you wish to deactivate this cataleg and remove its
' Offerings from the WebStore?
Add... B
|
0K ] l Cancel
Dream

Figure65 - Deactivaing a Catalog
3. Confirm the deactivation by clicking ti@<button.

The catalogs no longer activehoweverthe offerings that you have selected remain in the cataldge rext time you
want to activate this catalog, you can use the same offering list or you can mapagwferings.

ACTIVAINGTHECATALOG
At any point, you can activate the Campus Hosted Catalog that is in Inactive state.
To activatethe catalog

1. On the WehSire Catalogs pagelickthe Activatelink.

DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted Inactive 1 Configure Get Files Manage Offerings Activate

Figure66 - Activate Link

2. The catalog becomes active, with offerings that you have previously selected

DreamSpark - Download - NA - DreamSpark Premium - Campus Hosted Active 1 Configure Get Files Manage Offerings Deactivate

Figure67 - Active Campus Hosteatalog

Important: If you want to activate the catalog with a different list of Offeringswnload and host the files and select
those offeringshefore activating the catalog.
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ADDONGANDCONFIGURNGA CUSTOM DELIVERATALOG

Configure a custordelivery method when you want your users to order software through ELMS but you want the
distribution of the software to take place outside of ELMS. This method allows you to name your own delivery method
and add text to inform youusersabouthow the ddivery method works. For example, you may want to allow your users
to pick up the software from a location rather than having to download the software.

To make a Custom Delivery catalog available

1. Add acustom delivencatalog
2. Configure a custom deliveryiethod.
3. Add offeringgo your custom delivery catalog

ADDING A CUSTOM DEERY CATALOG
To add a custom deliver catalog

1. On the Main menu, gto
WebStore » Catalogs

2. Click theAdd button.
3. Select the Custom Delivery Catalog by clicking the check boxelitbsiNlame

Catalogs

Name Description

This catalog contains offerings that will be delivered outside of ELMS (but not via download or lab install). The Administrator will
configure the catalog to define the method of delivery, for example, "pick up from building A". Product keys (if available) will be
delivered to the shopper from e-academy.

-} |Dreamspark - Custom Delivery
- MA - DreamSpark Premium

oK || cancel

Figure68- Adding Custom Delivery Catalog

4. Click theOKbutton.

Name Status Offering Count Actions

Inactive 0

DreamSpark - Custom Delivery - NA - DreamSpark Premium Requires configuration

Configure Delete

Figure69 - Custom Delivery Catalog Added

The catalog is inactive with no Offerings selected.
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CONFIGURING GUSTOMDELIVERYI ETHOD

1. Click theConfigurelink for this catalog

Catalog

Display Name™

pick-up|

This text is the label for the delivery method of configured offerings (in this catalog) when the
Description

Pick up the CD in Lab204 9-12 am on Tuesdays

Figure70- Configuring Custom Delivery Method

2. Enter the custom delivery information.
3. Click theOKbutton.

This catalog will remain Inactive until you add offerings.

VADDINGOFFERINGS TYODURCUSTOMDELIVERYATALOG

1. Click theManage Offeringdink.

Name Status Offering Count Actions
: : Inactive ) )
DreamSpark - Custom Delivery - NA - DreamSpark Premium ) 0 Configure Manage Offerings
No offerings selected

Figure71- Manage Offerings Link

2. Search fothe offerings you want to add to this catalog.
Catalog

-Search Criteria
Name

Language
(Al -

-Search Results

] Name

[Z] | Microsoft MapPeint 2010 European Maps 32/64-bit (Spanish)

Close

Figure72 - Custom Delivery Search Results

3. Slect offeringdy clickingthe checkboxbeside theName
4. Click theClosebutton.

The catalog is now active with one offering in it.
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Name Status Offering Count Actions

DreamSpark - Custom Delivery - NA - DreamSpark Premium Active 1 Configure Manage Offerings Deactivate

Figure73- Active Custom Delivery Catalog

You can add and delete offerings, as required. When all offerings are deleted from this catalog, it becomes inactive. You
can also deactivate the whole catalog by clickimgDeactivatelink inthe Actions column.

Offerings of this delivery type are diagkd alongvith other offerings on your WebStore. They do not replace download
offerings. The example below shows the Rigkdelivery method that was configured in a custom delivery catalog.

Microsoft MapPoint 2010 European Maps

e \ MapPaoint's European edition gives you the power to visualise business data and communicate
§  insights with instant impact. Get maps with street-level detail for Westerm European countries,
Before you hit the road, plug in your stops and MapPaint plots the most efficient course with
turn-by-turn driving directions.

English Spanish

Download

Microsoft MapPoint 2010 European Maps 32/64-hit (Spanish) .
Available to! Students/Faculty/staff Free Quantity: 1) U G

Pick-up
Microsoft MapPoint 2010 European Maps 32/64-hit (Spanish)
Available to: Students/Faculty/Staff

Free Quantity: %l Add To Cart

Figure74 - WebStore- Pickup
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MANAGING ORGANIZAN@ONFIGURATIO

SETTINGS

To view and change the configuration of your organizatjao ta

Organization » Organization

Based on your deployment, se fieldswill be filled in You can modify any information on this page except the $igit
are gayedout. If you want to change aon-editable field, contacDreamSpark@&academy.confor assistance.

The following is m exampleof an Organization Details page.

5 Administration English (United States) §

DreamSpark Demo

Go to recently vieved item...

Home

DreamSpark Demo

Details Usages

Miscellaneous »
Orders »

Organization » Display Name*

Reports Dreamspark Demo
Users » Short Name
WebStore

Account Number
100052645

Organization Code

Identifier for organization assigned by organization it is managed by

External Organization Code

Code supplied by the organization itsalf or its parant to identify it in exchanges such as Integrated User Verification
Home Website URL

e.g., httpi//vm.myorganization123.0rg
Country*
United States -

State/Province™
New York -

Time Zone™
(GMT-08:00) Pacific Time (US & Canada) -

Figure75- Organization Details
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MANAGINGNEBSTORE CONFIGURAN |

SETTINGS

The WebStore menu options allow you to modify how your WebStore works and what your users see on the WebStore.
Some configurations are managed ba@ademyhowever, depending on your administrative role, you can make many

changes yourself.

Detailed information on customizing yoDreamSparkVebStore is availableere.

WEBTOREDETAILS

To customizehe configuration of youlWebStore go ta

WebStore » Details

English (United State

e5 Administration
DreamSpark Demo

Home
DreamSpark Demo WebStore
Miscellaneous » . . 5 B
Details Catalogs Featured Languages Attachments Announcements Settings Verificati
Orders »
Organization » Name*
Reports DreamSpark Demo WebStore]|
vsers b
WebStore Site Entry URL
Physical URL

http://e5demo.onthehub.com/WebStore/Welcome.aspx?vsro=8&ws=64e53bdf- Preview
[V pisplay zero prices as free

[[save contents of shopping carts between visits

[¥] Allow shoppers to browse without signing in

Mluses welcome page

[Cpo not display external ads

[l Do not display social networking links (e.g., Facebook share button)

Mo not display product category selection links

Figure76 - WebStore Details
To customize your WebStore

1. Click the checkox beside the option yowant.
2. dick theSavebutton.

You can also add custom text and images to your WebStore. These functions will be explained later.
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Microsoft DreamSpark:

PREVIEWGTHEWEBSTORE

You carpreview any changes you make to the custom text or settings of the WebStore as well as any images you may
have adled.

Topreview the WebStore, go to

WebStore »Detailsand click thePreviewlink.

e5 Administration English (United States) Change | Home

DreamSpark Demo

Go to recently viewad item...

Home

DreamSpark Demo WebStore

Miscellaneous . . . . .
Details Catalogs Featured Languages Attachments Announcements Settings Verification Support Preview

Orders 4

Organization » Name™

Reports DreamSpark Demo WebStore
Users 4

WebStore Site Entry URL

Physical URL
http://e5demo.onthehub.com/WebStore/Welcome.aspx?vsro=8&ws=64e53bdf- @
[¥I Display zero prices as free

[[Isave contents of shopping carts between visits

Figure77 - WebStore Details Preview

Anew browser windowopens displayingour WebStore withthe changes applied.

ADONGCUSTOM TEXT TO YOMBRBSTORE

You can customize WebStore text as well as the appearance of the WebStore. For example, by default on the Sign In page
the label for the username is Username (email address). You can change this label to match what thié agenily
enter. It may be their email address or perhaps a Student ID.

Registered User Sign-In Not Registered?
” .
( Username (email address)™ Don't have a username and password?
Click below to register.
Password™ Register
Forgot your password?

Figure78- Adding Custom Text
It is highly recommended that you chantle content of this default label as it could cause confusion to your users.
Tochange this label from Username (email address) to Student ID

1. On the Main menu, go to
Miscellaneous » Custom Text
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Click theAdd button.

arwDnN

SelectWebStore: Label for Username used in a variety of locations
Click theOKbutton. The Custom Text page is displayed.
Click thewebStore: Label for Username used in a variety of locatitink.

[ |webStore: Label for Username used in a variety of locations

Figure79- Custom Text Username Label

6. Enter the text you want to display.

Custom Text

Miscellanegus * Custom Text = Details

Original Text
Username (email address)

Custom Text
Student ID

Languzges...
Save

Figure80 - Cugom Text Details
7. Click theSavebutton.
To preview the change to the label

1. Sign out of the WebStore.

2. Go to the Sign In page. The new label is displayed.

Registered User Sign-In

Student 1D

Password™

Sign In

Forgot your password?

Not Registered?

Don't have a username and password?
Click below to register.

Register

Figure81 - Custom Text Results Displayed
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CREAINGCUSTOM TEXT IN DIRENT LANGUAGES

Every time you create custom textBELMSif you WebStore has been configured to be viewed in diffe@turesor
languagesyou will need to provide the localized contdot each languagéelhe default content is replaced withe
content you entered.

If the localized content does not exist in the language in which the siiewsed the content is displayed in a default
language.

Youcanset localized content and a default language ligkahg theLanguage button in the Custom Text window.

ADDONGA WEBSORE WELCOME PAGE ANISTOMIAGTHE CONTENT

Toadda Welcome pagé¢o your WebStore

9 On the WebStore Details paggick theUses welcome pageheckbox

MODIFYINGTHECUSTOMTEXT ONA WELCOMPAGE
To modify the custom text on your welcome page

1. On the Main menu, go to
Miscellaneous » Custom Text

2. Click theAdd button.

e5 Administration

DreamSpark Demo

Go to recently viewed item... -
Custom Text

Miscellaneous » Miscellaneous = Custom Text
Orders b

Organization 3

|No items were found.

Reports
Users 4

WebStore

Figure82 ¢ Adding Welcome Page Custom Text

3. Click thewebStore: Welcome page: Contenheck box. The Custom Text page is displayed.

Customizable Text

Description

WebStore: Welcome page: Content

WebStore: Welcome page: Text for Start Shopping link under the description

Oolo|o

WebStore: When a shopper is verifying using email domain, label for email address field

Figure83 - Customizable Text WebStore Welcome Page

GettingStartedGuide forDreamSparkrogramAdministratorsv2.0 Page43



Microsoft DreamSpark

4. Enter the custom text you want for your WebStore.
5. Click theSavebutton.

The bllowing is an example dfie default Welcomepage text which you can customize:

Custom Text

Miscellansous > Custom Text > Details

Criginal Text
<p style="font-weight: bold">Welcome to your Academic Software Center! «
</p>

<p=

This is your school's software distribution website, which allows students, |3
faculty and staff t chase software at significant discounts off

standard retail prices.

</p:

<p=
Please note that the pricing pi

d on this site is made available
Custom Text

This is your school's software distribution website, which allows students,
faculty and staff to purchase software at significant discounts off
standard retail prices.

</p>

<p>

Please note that the pricing provided on this site is made available
exclusively through an agreement between your academic institution and
select software publishers. 2
</p>

Save

m

Figure84 - Custom Text Welcome Page content

At any point, you cadisplaythe default textinstead of the customized text.

Todisplay the default text

1. On the Custom Text page, click the dhbox beside the custom text you want.
2. Click theDeletebutton.

Custom Text

Miscellaneous * Customn Text

Description Same As Original? Custom Text

WebStore: Welcome page: Content English (United States) - True «<p style="font-weight: bold"=Welca...

Figure85 - Custom Text Default Text

|APPL‘YNGA CUSTOM IMAGE TOWAELCOME PAGE
To apply a custom image to a Welcome page

1. On the Main menugo to
WebStore »Attachments

2. Click theNew button.
3. From the dropdown list, selectWelcome Page Image.
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DreamSpark Demo

(New)

Attachment Type®
Welcome Page Image -

Tag

File Name™

HiMyDocuments\Traini | Browse_

’ oK ] ’ Cancel ][ Apply ]

Figure86 - Attachment (New)

4. Select an image size that will fit the screen without compromising the Welcome text.
5. Click theOKbutton.

The bllowing is an example of where the Welcome page image is displayed in the WebStore.

\/

\
today. Create tomorrow. e

Microsoft DreamSpark

« Help for downloading vour DreamSpark software 2011-11-16
« New software titles will be available July 17, 2011 2011-11-18

Welcome to your Academic Software Center!

This is your school's software distribution website, which
allows students, faculty and staff to purchase software at
significant discounts off standard retail prices.

_ _ Your welcome page image
Please note that the pricing provided on this site is made

available exclusively through an agreement between your goes here.
academic institution and select software publishers.

Start Shopping

M Tweet 0 ehLike [ Be the first of your friends to like this.

Figure87 - WebStore Welcome Page Displayed

CHANGNGTHEWEBSTOREOGO,STYLESHEET ANDTHERCUSTOMSETTINGS

Once you haveustomized the sign in username label amtied a Welcome page with textou may want to change the
main WebStordogo or the stylesheel 2 Y I G OK @2dzNJ 2NBF yAT FiA2yQa oNIyRAY3

To add a logo or a style sheet

 On the Main menugo to
WebStore » Attachments
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By default, theDreamSparkVebStoredogoand style sheet are applied:

e5 Administration

DreamSpark Demo
Goto recently viewed e |,

Home

DreamSpark Demo WebStore

Miscellaneous ¥ -
Details Catalogs Featured Languages Attachments Announcements Set
Orders »

. . WebStore > Attachments
Organization »

Reports

WebStore Dreamspark webstore banner v2.jpg|Logo (760px x 82px recommended)
Dreamspark stylesheet.css Stylesheet

Figure88- WebStore Attachments

You can change thegoand the style sheet or add a Welcome page image as well other images. want to replace
the current attachment, make sure you delete the existing one first.

To change an attachment

1. On the WebStore Attachments pagdick theNew button.
2. From the dropdown list, glect the type ofattachmentyou want to add.

e5 Administration

DreamSpark Demo

Go to recently viewed item...

English {Unitey

Home

DreamSpark Demo WebStore
Miscellaneous ¥ . .
Details Catalogs Featured Languages Attachments Announcements Settings
Orders 4
Organization WebStore > Attachments
Reports
‘WebStore Dreamspark webstore banner v2.jpg Logo {760px x 82px recommended)
Dreamspark stylesheet.css Stylesheet
Welcome page palceholder Dreamspark.jpg|Welcome Page Image

Figure89 - Changing WebStore Attachments

3. Browse for a file name.
4. Click theSavebutton.
5. Preview your changes.

In addition to changing some of the default cascading style sheet settingssan also customize other settings such as
page and background color.

To change the page background color or page link color

1. On the Main menugo to
WebStore » Settings

2. Adjust the colors of your WebStore as desired.
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e5 Administration English (Uni

DreamSpark Demo

Home

DreamSpark Demo WebStore

Details Catalogs Featured Languages Attachments Announcements Settings

Miscellaneous ¥

Orders »

S WebStore > Setti
Organization » Henstors ettings

Reports Page Background Color
Users > FFFF -
,,,,,,,,,,,,,,,,,,, Must be in hex format (e.g. #FFF or #FFFFFF).
WebStore Page Text Color
000000 -
Color of text outside of content sreas.
Page Link Color
Color of links outside of content areas.
Page Link Hover Color

Coler of links outside of contant areas when in hover state.

Figure90- WebStore Settings

3. Click theSavebutton.
4. Preview your changes.

CHANGNGTHE WEBSTORE CULTURBRIGUAGE) OR ADIADDITIONAL CULTURES

By default, upon deployment your WebStore can be viewed by your users in your default language. In the administration
website, this is referred to as a cultur.culture defines not only #hlanguage but any rules for displaying certain text
elements.For example, in English, a date, when displayed in long form is displayed as June Z5r20MM DD, YYYY.

In French, a date is displayed as 25 Juin 20drilDD MMM YYYY.

To offer your Welstore to your users in differentultures (anguagey

1. On the Main menugo to
WebStore » Languages

2. Click theAdd or Removebutton to add or remove cultures.
e5 Administration English (United States) C
DreamSpark Demo

Home

DreamSpark Demo WebStore

Miscellaneous ¥ . - 3 -
Details Catalogs Featured Languages Attachments Announcements Settings Verification

Orders »

WebStore > Languages

Organization »
Reports -WebStore Cultures
Cultures that the webstore can be viewed in:

English (United States) - Add...
Spanish (United States)

You can select more than one item by holding dovn the <Ctrl> key while clicking on the items you wish to select.

Figure91 - WebStore LanguagesCultures

The first culture in the list is thdefault culture for the WebStoréor all userslf you offer more than one WebStore
culture, users can select a different language on the WebStore by clicking the current language at the top of.the page
When more tharone language is defined for a WebStore, the current language is a link.
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The currencyisprd St SOGSR ol aSR 2y @2dzNJ 2NBFyATFiA2yQa O2dzyiNE O

The bllowing is a Welcome page withe English culturaisplayed

Home | Your Account | Help Product Search a
Sign In | English | B

\l
today. Create tomorrow. e

Microsoft DreamSpark:

» Help for downloading vour DreamSpark software 2011-11-16

* New software titles will be available July 17, 2011 2011-11-18

Welcome to your Academic Software Center!

This is your school's software distribution website, which
allows students, faculty and staff to purchase software at
significant discounts off standard retail prices.

i il Your welcome page image
Please note that the pricing provided on this site is made

available exclusively through an agreement between your goes here_
academic institution and select software publishers.

Start Shopping

Figure92 - WebStore wth English Culture Displayed

Change the culture by clicking the current language:

Home | Your Account | 5 Shopping Cart | Help | Administrstion  Product Search a

Welcome ops_testl Sign Cut | English

Microsoft DreamSpark:

@ English (United States) () Espafiol (Estados Unidos)

® E= us Dollars

Figure93- Change the WebStore Language

The bllowing is a Welcome page withe Spanish culturdisplayed
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Inicio | Sucuenta | Ayuda Busqueda de productos a
Inicio de sesién | Espadol | BB

©

today. Create tomorrow.

Microsoft DreamSpark

o Avuda para la descarga del software de DreamSpark 2011-11-16
o New software titles will be available July 17, 2011 2011-11-18

Welcome to your Academic Software Center!

Esta es la tienda virtual de distribucién de software de tu
escuela, la cual permite a los estudiantes, profesores y
personal administrativo comprar software a grandes

descuentos con respecto de los precios al por menor. Your Welcome page image

Por favor ten en cuenta que el precio proveido por este sitio goes here_
es exclusivamente a través de un acuerdo entre tu

institucion académica y seleccionadas empresas de
software.

Iniciar la compra

Figure94 - WebStore with Spanish Culture Displayed

ADDINGFEATUREPRODUCS TO YOUR WEBSTORE

The Featured tab is displayed on the software page of the WebStore as the first category above the Popular tab. The
product(s) are displayed as soon as this page isajisdl Alternatively, featured products can be viewed by clicking the
Featuredlink in the categories list. If you have no featured products defined, this category will not display.

The following is an example of a WebStore with one featured product.

DREAM TODAY.

create tomorrow

Microsoft DreamSpark

Featured (1)

Popular (12) n
Operating Systems (20)

Microsoft Access
Developer Tools (56) 2010

Figue 95- WebStore Featured Product Displayed
Toadd Featured productgo your WebStore

1. On the Main menu, go to
WebStore » Featured

2. Click theAdd button. The Featured Products page is displayed.
3. Select the products you want to feature by clicking the check box besiddahmee.
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ome
; DreamSpark Demo WebStore
Miscellaneous ¥ .
Details Catalogs Featured Languages
Orders >

N WebStore > Featured
Organization P

-Search Criteria——

Reports

Users 4 Neme
‘Webstore

""""""""""

-Search Results ————————————————

"] |Microsoft Access 2010

Remove

Figure96 - WebStore Featured

4. Once you have chosen all the products you want to feature, cliclotiautton.

To remove a featured product

1. Selet a featured product to remove from your WebStore by clicking the check box besid¢athe.

2. Click theRemovebutton.

MANAGNGANNOUNCEMENTS

Announcements are displayed on the Welcome page and/ostfftevare page.

To create an announcement

1. On the Mainmenu, go to
WebStore » Announcements

e5 Administration
DreamSpark Demo
G0 to recantly vieved e, ]

Home

DreamSpark Demo WebStore
Details Catalogs Featured Languages Attachments Announcements Settings Verification Support Preview

Miscellaneous ¥

Orders »

WebSters > Announcements.

Organization b

English (United States) Change | Home | Your Account | He

Reports -Search Criteria
Users » [Clactive only
wasioe

-Search Results

New software titles will be available July 17, 2011 |New software titles will be available July 17, 2011 '

Figure97 - WebStore Announcements

Click theNew button.
Enter theTitle of the announcement.

a Mo

Enter aStart Dateand Timeand End Dateand Time.

I The startdateand end date areptional.

Enter theContent of the announcementUse the formatting controls to change the look and fekthe content.

i If you do not enter thestart date andend date, the announcemeris displayed on your WebStore until you

delete it.
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9 If you enter thestart date andend date and time, the announcemeigtdisplayed only during that time. The

announcement is Active until the date and time expire and then it will be Inactive.

6. Click theOKbutton to save the announcement.

The bllowing is arexample of arannouncemenon the Welcome page:

Home | Your Account | =3 Shopping Cart | Help | Administration Product Search m
Welcome ops_testl Sign Out | English | B

©

today. Create tomorrow.

| o Microsoft DreamSpark:

+ Help for downloading vour DreamSpark software z011-11-16
+ New software titles will be available Julv 17, 2011 2011-11-18

Figure98 - WebStore Announcemenbn Welcome Page

The bllowing is arexample of arannouncement on th&oftwarepage:

Heme | Your Account | K= Shopping Cart | Help | Administration Product Search m_
Welcome ops_testl Sign Qut | English | B

Microsoft DreamSpark:

3 Tweet 0 iLike ] Be the first of your friends to ke this.

+ Help for downloading vour DreamSpark software 2011-11-16
# Mew software titles will be available July 17, 2011 2011-11-18

DREAM TODAY.

create tomorrow

Microsoft DreamSpark

Figure99 - WebStore Announcement on Software Page

Createas many announcements as you need for your WebStore.

Some announcements that are displayed on your WebStore are adde@tgdemyFor example, in Figure 99, thielp
for downloading youbreamSparlsoftwareannouncementvas added by -@cademyTheseannouncements cannot be

modified.
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CUSTOMIRGSUPPORT CONTAGFORMATION

Userscanacess the Help section for the WebStdrgclicking theHelplink at the top of the WebStore page.

Home | Your Account | Help Product Search a
SignIn | English | BE

\
today. Create tomcrrow. e

Microsoft DreamSpark

Need help? Click a question or topic below to learn more.

* | have downloaded an .img or .iso file. What ® How do I change my password?
do I do now? ® How do I edit my account information?

® Where can I find a link to download or ® How do I register the account created for
re-download the software that I ordered? me?

Figure100- WebStore Help Displayed

For aditional help, users can contact Support by clickingGoatact Udink at the bottom of the page.

Pricing and Billing Policies and Security
e What are my payment choices? e Privacy Policy
o What will the credit card charge appear e Safe Shopping :
3s on my statement? e What is the Return Policy?
o When will my credit card be charged?

If you couldn't find a solution to your issue above, please Contact Us

Figurel01- WebStore Contact Us Displayed
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Clicking theContact Udink displays the Contact isge

Software

Contact Us

Click the Contact Customer Support link below to fill in a form with your question or issue, This
form will be sent to your Program Administrator,

If after reading the Help Topics, you did not find your answers, please click on the Contact Customer Support
link below.

Contact Customer Support

Figurel02- WebStore- Contact Customer Support

By defaultthe Contact Us pagenly contains a link to a web form. Once the user fills out the web form, an email is sent
to the Program Administrator for the site.

Tocustomize tke information on the Contact Us page as well as define who the web form email shoulden to:

1. On the Main menugo to
WebStore » Support

2. Edit the Support information as required.
3. Click theSavebutton.

Note: The text at the top of the Contact Us page (ClickGloatact Customer Suppdibk below to fill in a form with your
guestion or issue. This form will be sent to your Program Administrator.) cannot be changed or removed.

More detailed informatioras wellas specific examplder this featurecan befound within the Administratiorwebsite
Help section
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REPORTS

The Reports page displays all of the reports that are available to your assigned administratiieolbis list by
entering search criterigo narrowthe list displayed

To display a list of available reports, go to:

Reports
RUNNINGA REPORT

Torun areport:

1. ClickReports The list of available reports is displayed.

Home _

Miscellaneous »

-Search Criteria
Orders » Name

Organization P

Catego
Reports
ot . (AIl) [+]
WebStore

-Search Results

Orders Organization Detailed Orders
Orders Organization Detailed Orders - Unformatted

Orders Organization Order Question Responses

Orders Organization Order Question Responses - Unformatted

Orders Organization Order Summary By Date

Orders Organization Order Summary By Date - Unformatted

Orders Organization Order Summary By Date/Time

Orders Organization Order Summary By Date/Time - Unformatted

Orders Organization Settlement Summary

Orders Organization Settlement Summary - Unformatted
Users Organization User Details
Users Organization User Details - Unformatted

Users Shopper Profile Question Responses
Users Shopper Profile Question Responses - Unformatted
Users User Verification Summary - Unformatted

Figurel03- Reports

2. Select a report by clicking the Repblame The report description as well as the search criteria for that report is
displayed.

3. Enter the start and end date and other filtering properties

4. dickView Report The report is displayedror some reports, thimay take a few minutes.
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Figurel04- Report Details

PRINTING AND EXPOXRGIA REPORT

You carprint a report using the printer button ocexport areport in the following formats:

XML file with report data
CSV: Comma Separatedliues
PDF

MHTML (web archive)

Excel

TIFF file

1 Word

=A =4 =4 4 -4

ELMSlso provides unformatted versions of most reports.

Figurel05- Unformatted Reports

Unformatted versions have been optimized to allow an export to CSV or Microsoftaimeghg you to easily manipulate
the data.

To print or export a report ira different format:

1. On the report task bar, click the export icon.

Figurel06- Selecting Report Format
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