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The purpose of this guide is to provide information on how to access, enroll and submit claims 
Microsoft Commerce Incentive (MCI) engagements using the following claiming processes: 

Claiming Partner of Record (CPOR)MCI Partner Activities Claims

What it is:

MCI Partner Activities is a process through which Microsoft partners engage 
in pre/post-sales engagementswith customers, helping drive cloud solution adoption 
and earning incentives for their efforts.

When to use it:

Partners use this process when they are working with a customer in the Inspire & 
Design stage of a Microsoft cloud solution journey and want to receive recognition and 
incentives for delivering value-added pre-sales engagements.

Why it matters:

ÅIncentive Earnings:Partners can earn specific incentive fees for completing eligible 
activities.

ÅCustomer Impact: Supports customers in making informed decisions through 
guided solution assessments, demos, or workshops.

ÅPerformance Tracking:Helps Microsoft track partner -led engagements and their 
impact on customer cloud adoption.

Key Steps:

Å Nominate a Customer: Partner submits a nomination for a pre and post-sales 
engagement through the MCI platform. s

ÅDeliver the Engagement:Partner completes the approved engagement (e.g., 
workshop, accelerator, etc.).

ÅEarn Incentives:Upon successful validation, the partner receives the applicable 
incentive payment.

What it is:

CPOR is a Microsoft partner association process that enables a partner to be officially 
recognized for providing ongoing services ´½À ¯ ±ÄÂÃ½»³À Â z·±À½Â½´Ã ±º½Ä²
environment.

When to use it:

Partners use CPOR when they are actively managing or supporting a specific Microsoft 
cloud workload (e.g., Microsoft 365,Dynamics 365) for a customer and want to be 
acknowledged for their role in driving customer success.

Why it matters:

ÅRecognition: CPOR ensures the partner is credited for their impact on the 
±ÄÂÃ½»³À Â ±º½Ä² ¯²½¾Ã·½¼ ¯¼² ÄÂ¯µ³2

ÅIncentive Earnings:Partners can earn specific incentive fees for completing 
eligible activities.

ÅPerformance and Insights:Helps Microsoft track partner -customers associations 
and their impact on customer cloud adoption.

Note:

Only one partner can be the CPOR for a specific workload or subscription, but multiple 
partners can be associated with the same customer across different workloads or 
subscriptions.
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Claiming Scenarios MCI Partner Activities Other (CPOR)

Claiming Incentives 

Engagements Claiming Process Purpose

Modern Work Partner 
Activities

MCI Partner Activities Pre/Post sales Incentives

Security Partner Activities MCI Partner Activities Pre/Post sales Incentives

Business Applications Partner 
Activities

MCI Partner Activities Pre/Post sales Incentives

Azure Partner Activities MCI Partner Activities Pre/Post sales Incentives

Engagements Claiming Process Purpose

Security Usage Incentive CPOR Post-sales incentives 

Business Applications
Pre-Sales Advisor 

CPOR Pre-sales incentives 

Other (Non -Incentivized)

Engagements Claiming Process Purpose

Business Application 
UsageRecognition

CPOR
Post-sales non 
incentivized recognition

Business Application Revenue 
Recognition/Enterprise

CPOR
Pre-sales non incentivized 
revenue recognition

Business Application/CSP CPOR
Pre-sales non incentivized 
deal recognition

Engagements Claiming Process Purpose

Modern Work Usage CPOR
Post-sales non 
incentivized usage 
recognition

Security Usage CPOR
Post-sales non 
incentivized usage 
recognition

Security Managed Services CPOR
Post-sales non 
incentivized usage 
recognition
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POE Guidelines   Core Requirements 
Partner Activities



POE Components  Partner Activities

Proof of Execution for Partner Activities engagement 
claims consists of 4 5* components. You will not be able 
to submit your claim for review until all required 
components are completed in the claim.

i. Partner Attestation

ii. Customer Attestation*

iii. Invoice in USD

iv. POE document(s) (aka POE Template)

v. Public Sector Disclosure**

The POE document/POE template requirements vary 
with each engagement. Content requirements may 
include but are not limited to:

VCustomer usage data

VCustomer business requirements

V¡±À³³¼Â¶½ÃÂ ½´ ¯±Ã·Å·ÃÈ À³ÂÄºÃÂ ·¼ Ã¶³ ±ÄÂÃ½»³À Â ³¼Å·À½¼»³¼Ã

VEstimated Azure revenue projections 

V¥³ À³±½»»³¼² Ã¶¯Ã È½Ä À³Å·³Æ Ã¶³ ³¼µ¯µ³»³¼Ã Â }|r
template requirements with the customer prior to requesting 
consent

*Some engagements may not require certain components. Please see the MCI Program Guide for details. 

** See Terms & Conditions in MCI Program Guide to determine whether your customer is subject to Public Sector Disclosure requirement.
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POE Guidelines   Core Requirements   CPOR



POE Components - CPOR
What constitutes valid proof of execution

A customer signature or contain proof of customer acknowledgment to validate 
your involvement with the customer. 

ÅAcceptable material: The signature for agreements can be captured in various 
formats, including:
 Physically signed paper documents in image files or PDFs, where the submitted POE file 

contains the signature and identifying information for the corresponding agreement

 Signatures can be in .MSG or .PDF (email) format, e.g. using the email acknowledgment 
from the customer as a signature. Must ensure that the customer domain is correct 
regardless of the format

 A valid, secure, and verifiable electronic signature (eSignature)

ÅInsufficient Material: Customer e-mails concerning licensing purchases and
e-mails forwarded from customers. All flat e-mail signatures will be rejected (i.e. JPEG 
files or screenshots of signatures).

The name of the claiming partner and the corresponding customer clearly visible

Activities driving pre -sales/or usage growth need to be explicitly stated in detail.

The below items constitute acceptable and unacceptable material for detailing activities 
and ongoing work within the POE document in your claim:

ÅAcceptable material: Number of users or infrastructure impacted per workload, 
timelines of the proposed work, documentation describing challenges with current 
¾À½±³ÂÂ Ã³±¶¼½º½µÈ ¯¼² ¶½Æ Ã¶³ ¾¯ÀÃ¼³À Â Æ½À¹ Æ·ºº ÂÄ¾¾½ÀÃ Ã¶³Â³ ±¶¯ºº³¼µ³Â0
detailed explanation of the services and technology provided in relation to each 
product group (e.g. for Business Applications: F&O, Customer Engagement, or Low 
Code and Activity & Device) or Modern Work +Security workload being claimed.

ÅInsufficient material: General product benefits taken from technical or promotional 
materials, list of high-º³Å³º Ã¯Â¹Â )³2µ20 ​Ã³ÂÃ·¼µ0 ½¼µ½·¼µ ÂÄ¾¾½ÀÃ‌+0 ¯¼² µ³¼³À·± }|r
templates submitted on other partner claims.

Connection between workloads mentioned in the POE and what is being claimed. 

1

2

3

4

Dates. 

Signature or customer acknowledgement in your proof execution must not be older than 
12 months (usage only). POE documents with signatures aging more than 12 months, will 
need to have a recent POE or customer acknowledgement confirming active 
engagement with the customer (this can be an e-mail confirmation describing the work).

Pre-Sales only: Please submit proof of engagement with the customer prior to the 
transaction. If a claim includes upsell opportunities, indicating that a new POR is driving 
upsell for the customer, we will approve claims even in the absence of prior proof of 
engagement. Example of supporting POE to submit : An e-mail, demos, pilots of the 
customer acknowledging (in depth) these pre-sales activities.

Public Sector (only applicable for Modern Work & Security usage incentive claims 
where the partner is servicing a public sector customer)

ÅPublic Sector is defined as government, healthcare, and education customers.

ÅPartners may not earn incentives for public sector customers if the customer resides 
in one of the restricted countries listed in the Public Sector Country Ineligibility List. 
The Public Sector Definition and Country Ineligibility List can be found on the 
Microsoft Licensing Terms and Documentation website.

Puerto Rico and the United States

In Puerto Rico and the United States, Partners are eligible to earn, Online Services Usage 
incentives, for transactions segmented as Public Sector, provided that:
For Partners claiming themselves as Claiming Partner of Record, it is required for the Partner to 
disclose to the customer the potential fees, commission or compensation that Partner will receive 
from Microsoft, if any, in connection with the products or services being procured.  Where the 
customer is a public sector entity, such disclosure will be in writing, and acknowledged by the 
customer in writing.  All such disclosure and customer acknowledgment will be reviewed by 
Microsoft. A failure to comply with these disclosure requirements may prohibit Microsoft from 
paying such amounts to the Partner or require those amounts to be paid back to Microsoft.

5

6
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Note  that partners may utilize optional POE templates provided by Microsoft as long as the core 
requirements outlined in this slide are included. Microsoft recommends uploading supplemental 
documentation in addition to the templates to streamline processing and likelihood for approval. 



POE Submission Guidelines for CPOR

These documents will not be accepted as proof of execution

ÅA transactional contract for the licensing sale of Microsoft products.

ÅPricing quotes.

ÅE-»¯·º ´À½» Ã¶³ ¾¯ÀÃ¼³À Æ¶³À³ Ã¶³ ±ÄÂÃ½»³À ²½³Â ¼½Ã ¯±±³¾Ã ½À ¯¾¾À½Å³ }¯ÀÃ¼³À Â ±º¯·»³² ½À ¾À½¾½Â³² Æ½À¹2 |À·µ·¼¯º 2»Âµ ³»¯·º ±ommunication between 
Partner and Customer that does not show clear proof of work activity.

ÅPurchase orders.

ÅMaster services agreements that do not contain recent documentation proving the engagement with the customer.

ÅDocuments without customer acknowledgment.

ÅCopying/pasting physical signatures.

ÅProof of execution that does not contain specifications or mention of the activities that the partner is driving in the custo mer Â Æ½À¹º½¯²Â2

ÅECIF documentation with high-level description of the activities and workloads being delivered. If you plan to submit ECIF as your POE, please ensure there 
that your ECIF documents contain valid details describing workload and activities performed. ECIF documents do not contain customer acknowledgement. 
Partners would need to provide a separate customer acknowledgement related to the ECIF work performed. 
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POE Examples   Incentives - CPOR 



Example: Valid POE
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1. Customer 
acknowledgement

2. Partner and customer 
name

3. Dates 



Example: Valid POE
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products mentioned in 
POE and what is being 
claimed

5.  Activities driving pre-
sales/or usage growth to 
be explicitly stated in detail



Example: Invalid POE
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1. Ambiguous customer 
acknowledgement

2. Unclear activity

3. Generic, high-level 
description of activity

4. Lacking dates 



How to Enroll & Engage



Partner Center Workspaces

Partner Center is the home of Microsoft Commerce 
Incentives and Partner Activities Engagements claims. This 
guide is focused on activities in the Incentives  Workspace 
specific to MCI Engagements Partner Activities incentive 
claims. You can also use various other Partner Center 
Workspaces to:

i. Manage your Microsoftaccount and users

ii. See earnings and payouts

iii. Engage with customers

iv. Build relationships with other partners

v. Manage customer subscriptions

vi. Contact support

vii. Publish or explore offers in theMicrosoft commercial 
marketplace

For more details on accessing, navigating and understanding 
Partner Center Workspaces, please visit Microsoft Learn to review 
the following articles:

Å Get around Partner Center

Å Manage your Partner Center account
15
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https://partner.microsoft.com/dashboard/home
https://learn.microsoft.com/en-us/partner-center/incentives-get-started-intro
https://learn.microsoft.com/en-us/partner-center/partner-center-account-setup
https://learn.microsoft.com/en-us/partner-center/earnings-overview
https://learn.microsoft.com/en-us/partner-center/payouts-overview
https://learn.microsoft.com/en-us/partner-center/connect-with-your-customers
https://learn.microsoft.com/en-us/partner-center/connect-with-your-customers
https://learn.microsoft.com/en-us/partner-center/work-with-other-partners
https://learn.microsoft.com/en-us/partner-center/create-a-new-subscription
https://learn.microsoft.com/en-us/partner-center/create-a-new-subscription
https://learn.microsoft.com/en-us/partner-center/report-problems-with-partner-center
https://learn.microsoft.com/en-us/partner-center/report-problems-with-partner-center
https://learn.microsoft.com/en-us/azure/marketplace
https://learn.microsoft.com/en-us/azure/marketplace
https://learn.microsoft.com/en-us/partner-center/get-around-partner-center
https://learn.microsoft.com/en-us/partner-center/get-around-partner-center
https://learn.microsoft.com/en-us/partner-center/partner-center-account-setup
https://learn.microsoft.com/en-us/partner-center/partner-center-account-setup


Incentives User Management

To work with incentives in Partner Center, your Partner Center 
user account must have Incentive Admin or Incentive User 
role permissions. 

If you do not have Incentive Admin or User permissions for a 
location, you will not be able to access or manage incentive 
activity for that location, even if the location is enrolled in and 
eligible for an Incentive Program.

To find the roles you've been assigned:

i. Sign intoPartner Center and select theSettings (gear) 
icon, then Account Settings .

ii. Select Overview.

iii. In Partner Center permissions , select View 
permissions .

iv. Scroll down in the Your Permissions pop-in to review 
your access roles for each workspace and location. 

For more details on workspace roles, please visit Microsoft Learn to 
review the following articles:

Å Find your workspaces, roles, and admins in Partner Center

Å Assign roles and permissions to users - Manage incentives

i

ii

iv

iii
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https://learn.microsoft.com/en-us/partner-center/find-workspaces-roles-admins
https://learn.microsoft.com/en-us/partner-center/permissions-overview#manage-incentives
https://learn.microsoft.com/en-us/partner-center/permissions-overview#manage-incentives
https://learn.microsoft.com/en-us/partner-center/permissions-overview#manage-incentives
https://learn.microsoft.com/en-us/partner-center/permissions-overview#manage-incentives


Enrolling in MCI

To become eligible to claim incentives for MCI 
Engagements, you must first enroll in Microsoft 
Commerce Incentives (MCI). MCI is an open enrollment 
program, so all eligible locations are automatically 
invited. 

Incentive Admins can enroll eligible locations in MCI as 
follows:

i. Navigate to Incentives  > Overview

ii. Scroll down to Enrollments

iii. Search or filter for Microsoft Commerce 
Incentives 

iv. In Actions Required column, select Enroll .

A bank and tax profile must be completed by an 
Incentive Admin for each enrolled and eligible location. 
This payment profile will be used to payout incentive 
earnings accrued by that location.

For more details on user management and program enrollment 
for all incentives programs, resources are available to download 
here: Partner Center Incentives Resources

i

ii

iii

iv
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https://partner.microsoft.com/en-us/asset/collection/partner-center-incentives-resources#/


Engagements home page

The MCI Engagements home page within the Incentives 
Workspace lists all your available earning opportunities*, 
organized by Solution Area. 

i. Click to view MCI Engagements

ii. Click to navigate between engagement Solution Areas

iii. 9ũŔĦťШċŰШĲŰŊċŊĲůĲŰƣќƚШName to open that 
ĲŰŊċŊĲůĲŰƣќƚШÉƨůůċƖǃШƓċŊĲ

iv. Click to navigate to Attention Required

v. Filter and search engagements

vi. Count of eligible and enrolled locations  for which your 
account has Incentives user or admin access. Click 
eligible locations count for an engagement to navigate 
ƣŸШƣőċƣШĲŰŊċŊĲůĲŰƣќƚШEũŔŊŔĤŔũŔƣǃШƻŔĲƽЮ

* Some engagements manage their partner eligibility via 
private list. These engagements will not appear in your 
overview unless you have Incentives User or Incentives 
ĬůŔŰЮċĦĦĲƚƚЮŉŸƖЮŸŰĲЮŸƖЮůŸƖĲЮũŸĦċƣŔŸŰƚЮŸŰЮƣőĲЮĲŰŊċŊĲůĲŰƣѢƚЮ

eligibility list. See MCI Program Guide for eligibility details.

ii
i

iv

vi

v

iii
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Engagement Summary view

The Summary page for each engagement shows an 
overview of all details and requirements specific to this 
engagement.

i. Click to navigate to the Customers  management 
page or the Partner location Eligibility  page.

ii. Review summary description of the engagement 
activities, the Partner and Customer qualification 
criteria, and any other policies specific to this 
engagement 

iii. Review engagement-specific POE requirements 
and access or download most recent version of 
ƣőŔƚШĲŰŊċŊĲůĲŰƣќƚШÂ§EШƣĲůƓũċƣĲƚШŸƖШŸƣőĲƖШĬĲũŔƻĲƖǃШ
materials.

ii

iii

i
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Engagement Customers view (1/2)

The Customers  page for each Partner Activities Engagement shows 
a list of all eligible and ineligible customers for this specific 
engagement.

For fixed payout engagements, the Customers view will show you 
all the customers who have previously given consent to you on at 
least one fixed payout engagements claim, sorted into Eligible, 
Ineligible, and Complete lists.

For variable payout engagements, the Customers view will only 
show the list of active, unresolved, or complete claims. 

If you do not see an expected customer in this view, please use the 
Add Customer function to add them to your selection options. 

i. View your list of customers for this engagement, organized 
into tabs by Eligible , Ineligible  and Complete  status

ii. Add new customer

iii. Export your customers list

iv. Sort, filter  and search

v. Click prompts in claims grid to manage claims:

V Click Claim customer to create new claim with 
existing customer (fixed payout only)

V Click Send email for customer consent to request 
customer consent for engagement

V Click Claim ID or Submit claim to view, edit, and 
submit POE for claim

iii

ii

i

iv

v
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i

Engagement Customers view (2/2)

i. The Ineligible  tab shows all associated customers 
who are ineligible for Fixed Payout engagements. 
The ineligible tab will not have any detail for 
Variable Payout engagements. Customers may 
appear here for any of the following reasons:

V The customer does not currently meet the 
eligibility criteria of the engagement

V The customer has met the limit of active 
and approved claims allowed for this 
engagement 

ii. The Complete  tab shows all Approved, Cancelled, 
Rejected Final, or Expired claims for this 
engagement.

ii
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Engagement Eligibility view

The Eligibility view for each engagement shows all your 
Partner ID locations which are enrolled or enrolling in 
~9fШċŰĬШĬŔƚƓũċǃƚШĲċĦőШũŸĦċƣŔŸŰќƚШĲũŔŊŔĤŔũŔƣǃШƚƣċƣƨƚШŉŸƖШƣőĲШ
specific engagement. 

Each engagement has specific qualifying criteria for 
ÂċƖƣŰĲƖШũŸĦċƣŔŸŰƚЮШfŉШċШũŸĦċƣŔŸŰќƚШEũŔŊŔĤŔũŔƣǃШƚƣċƣƨƚШċŰĬШ
Payee Profile status both show green check marks, that 
location is currently eligible to create and submit claims 
for this engagement. 

i. Filter  by region, country, location, or eligibility 
status.

ii. Click to review Eligibility criteria .

iii. Click to update bank & tax payee profile 
information .

If you cannot see an expected location in this list, check 
your user account permissions in Partner Center 
Account Settings to confirm whether you have Incentive 
User or Incentive Admin permissions for that location.

ii

i

iii
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Customer Claims view

The Customer Claims view aggregates all your existing claims for all 
MCI Engagement partner roles, including your Partner Activities 
claims. 

Claims and claim creation options are automatically filtered and 
organized into tabs for each Solution Area.

You will only see claims created with location IDs for which your 
user account has an Incentives role.

i. Navigate between engagement Solution Areas

ii. Add customers for engagements in the Solution Area you 
have selected

iii. Export your claims details

iv. Customize  the columns that appear in your view

v. Filter  and search  your claims

vi. Click blue prompts in claims grid to open or manage claims:

V Click Send/re -send email for customer consent in 
Action column to request customer consent for 
engagement

V Click Claim ID or Submit claim to view, edit, and 
submit POE for claim

If you or your customer lose eligibility for an engagement while you 
already have a claim in progress, you will not be able to create new 
claims for that customer and engagement, but you can still access 
the existing claim from this view so that you can complete the POE 
review process.

ii iii iv
v

i

vi
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How to Claim   Partner Activities



Anatomy of a claim (1/2)

i. Click breadcrumbs  to quickly navigate through Incentives 
workspace views

ii. Submit  claim function will not activate until all required 
sections are complete

iii. Edit customer or partner contact information

V Customer name will auto-populate based on the 
organization name defined by your customer for their 
ID. If the customer wishes to change this name, we 
recommend that they review this guidance . 

iv. If a Referral  was generated for this claim during claim 
creation, the referral ID & link will appear under Deal 
information . 

V You must have user permissions to the Referrals  
workspace to open the referral link. This is separate 
from Incentives permissions. See Incentives User 
Management  for details on Partner Center user 
permissions.

v. Review actions needed in Claim status tracker.

V Pending tasks will show a blue clock.

V Completed tasks will show a green check.

V Click 9ũċŔůШÉƣċƣƨƚШвШto open detailed claim state 
history sidebar.

iii

iv

i

ii

v
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Anatomy of a claim (2/2)

i. Download  optional invoice template, upload  
completed invoice.

ii. Upload  POE document(s) as specified by your 
ĲŰŊċŊĲůĲŰƣќƚШĬĲũŔƻĲƖǃШŊƨŔĬċŰĦĲЮШÉĲĲШSummary  page 
for engagement-specific POE instructions and POE 
template download links.

iii. Attestations

V Review survey statuses

V Send or re-send Customer or Partner survey 
emails

V Access Partner survey directly

iv. Review comment history and add new comments

v. Click to Submit , Cancel , or Dispute .

V Submit  action will be available when all 
required POE elements are 
completed/uploaded.

V Cancel  action is available at any point prior to 
first Submit action. Cancellation is not 
reversible.

V Dispute  action is available for 30 days following 
claim rejection by Microsoft POE review team.

i
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Launch Add Customer Workflow

i. If you are starting from the Customers view of a 
specific engagement, click + Add customer.

ii. If you are starting from the Customer Claims view:

V Select the relevant Solution Area tab for the 
desired engagement(s)

V Click + Add customer

V Select partner role Partner activities.

Following either example i or ii as shown here will 
launch the Add Customer workflow pop-in, used to 
create claim(s) with the customer. The Add Customer 
workflow has 4 stages:

V Associate customer

V Associate engagement

V Contact Information

V Review and complete

i

ii
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Add new customer - Associate Customer (1/3)

Select Partner location that you intend to use to deliver this 
engagement.

i. fŉШǃŸƨШċƖĲШŸŰШċŰШĲŰŊċŊĲůĲŰƣќƚШ9ƨƚƣŸůĲƖƚШƓċŊĲЯШƣőĲШ
dropdown will allow you to select location IDs that meet 
all the following criteria:

V Location is MCI enrolled

V You have an Incentive user or admin role for the 
location

V Location is eligible for that specific engagement 

ii. If you are on the Customer Claims page, the dropdown 
will allow you to select the location IDs that meet all the 
following criteria:

V Location is MCI enrolled

V You have an Incentive user or admin role for the 
location

NOTE: Partner Location ID and Customer ID cannot be 
changed once a claim has been created. If you determine 
later that you need to claim for this activity on a different 
partner location ID or customer ID, you will need to cancel 
the current claim, wait until it expires, or comment in the 
claim to request that the POE team reject the claim. Then, 
create a new claim with the correct ID values.

i

ii
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Add new customer - Associate Customer (2/3)

i. Enter Claim name and select Partner location . 

ii. Select Customer ID type . 

V See next slide  for table of allowed 
customer ID types by solution area and 
engagement type 

iii. Enter the Customer ID  (must be of the type 
selected in step ii)

iv. Click Next to proceed through each step. The Next 
button is only clickable once you have filled in all 
required fields. 

i
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Add new customer - Associate Customer (3/3)

Multiple options for Customer ID are available to select 
during the associate customer process. The adjacent 
table outlines the different scenarios for each Customer 
ID type.

i. For Domain names, do not include domain prefixes 
ŸƖШĲůċŔũШċũŔċƚĲƚШƚƨĦőШċƚШљőƣƣƓƚаооШЯШљƽƽƽЮњЯШŸƖШ
љƨƚĲƖѻњЮШ9ƨƚƣŸůĲƖШĬŸůċŔŰШŰċůĲШŉŔĲũĬШƚőŸƨũĬШ
contain domain name and suffix(es) only.

ii. Office 365 Tenant IDs and customer domain 
names have a parent-child relationship in 
~ŔĦƖŸƚŸŉƣќƚШƚǃƚƣĲůƚЮШ ũƣőŸƨŊőШĲċĦőШĦƨƚƣŸůĲƖШůċǃШ
own multiple Tenant IDs, and each Tenant ID may 
be associated as a parent to multiple domain 
names, each domain name can only belong to one 
Tenant ID. 

iii. In some circumstances, customers may be 
granted eligibility for a Partner Activities 
engagement via a tenant ID that is not associated 
to their primary domain name. Additionally, Partner 
Center is not able to match domains to their 
ŊƖċŰĬƓċƖĲŰƣШÑÂf?ƚЯШŸŰũǃШƣŸШƣőĲШĬŸůċŔŰќƚШĬŔƖĲĦƣШ
parent tenant ID. 

Solution Area Type Allowed Customer ID Types

Azure Fixed payout TPID, Azure Subscription ID

Business Applications Fixed payout TPID, Domain name or Tenant ID

Business Applications Variable payout Opportunity ID

Modern Work Fixed payout Domain name or Tenant ID

Security Microsoft Sentinel 
Migrate & Modernize TPID, Domain name or Tenant ID

Security Data Security, Threat 
Protection Domain name or Tenant ID
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Add new customer - Associate Engagement (1/2)

The Solution Area associated to the page you are on, the 
Partner Location and the Customer ID entered in the 
Associate Customer stage determine what 
engagements will be available for you to select in this 
stage. 

fŉШǃŸƨШċƖĲШŸŰШċШƚƓĲĦŔŉŔĦШĲŰŊċŊĲůĲŰƣќƚШ9ƨƚƣŸůĲƖƚШƓċŊĲЯШ
that engagement will be pre-selected. If you are on the 
Customer Claims view, no engagements will be pre-
selected.

i. If the customer ID is a TPID, Tenant ID, 
Subscription ID, or domain, you may be able to 
select multiple Fixed Payout engagements and 
create claims for each engagement in this action. 

V Select  one or more eligible Fixed Payout 
engagements that you intend to deliver to 
this Customer.

ii. If the customer ID is an Opportunity ID, you will 
only be able to select one Variable Payout 
engagement at a time. 

V For Variable Payout engagements, you must 
also enter the Requested hours for the 
engagement. This value cannot be changed 
once the claim has been created.

i

ii

31

Introduction &
Claiming Scenarios

Proof of Execution
(POE) Guidelines 

Proof of Execution
(POE) Examples How to Enroll How to Claim 

(Activities) How to Claim (CPOR) Conflicting
Claims (CPOR)

Non-incentivized
Claims (CPOR) Support & Resources



Add new customer - Associate Engagement (2/2)

If a desired engagement is not eligible or available to select in this 
stage, one or more of the following reasons may apply:

V The customer ID type selected is not valid for the 
engagement type

V The engagement belongs to a different Solution Area than 
the page or view you used to launch the Add Customer 
workflow

V ÑőĲШĦƨƚƣŸůĲƖќƚШf?ШĬŸĲƚШŰŸƣШĦƨƖƖĲŰƣũǃШůĲĲƣШƣőĲШĲũŔŊŔĤŔũŔƣǃШ
ĦƖŔƣĲƖŔċШŸƖШƽċƚШŰŸƣШŔŰĦũƨĬĲĬШŔŰШƣőĲШĲŰŊċŊĲůĲŰƣќƚШĲũŔŊŔĤũĲШ
customers list

V Your location ID does not currently meet the eligibility 
ĦƖŔƣĲƖŔċШŸƖШƽċƚШŰŸƣШŔŰĦũƨĬĲĬШŔŰШƣőĲШĲŰŊċŊĲůĲŰƣќƚШĲũŔŊŔĤũĲШ
partners list

V The customer has already met the allowed limit of active 
and approved claims for the engagement

V The engagement has ended or is otherwise closed to new 
claims

fŉЮǃŸƨЮőċƻĲЮƕƨĲƚƣŔŸŰƚЮċĤŸƨƣЮƽőǃЮċŰЮĲŰŊċŊĲůĲŰƣЮŔƚŰѢƣЮċƻċŔũċĤũĲеЮ
please create a Partner Center Support request to the support 
team at https://aka.ms/partnercentersupport . To expedite 
resolution, it is recommended to include screenshots or 
recordings of the Associate Customer AND Associate 
Engagement stages.
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Add new customer - Contact Information

Enter the contact details for the customer and yourself.

i. We will email a consent request link to the 
customer contact provided, so they can confirm 
their intention to proceed with the engagement. 

ii. We will email notifications of claim status updates 
to the partner contact provided.

iii. If the customer ID type entered in Associate 
customer was Tenant ID or domain, and the 
customer contact email domain entered here does 
not match that Tenant ID or domain, you will now 
be prompted to provide a reason why the customer 
is being contacted with an email whose domain 
does not match the Tenant ID/domain associated 
to the claim.

iv. For variable payout engagements , this page will 
also display the proposed payout amount based 
on the variable payment calculation established 
for that engagement in the MCI Program Guide. By 
proceeding to create the claim, you are agreeing to 
accept the proposed payout amount shown as 
your maximum possible earnings for that claim.

i

ii

iiiiv
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Add new customer - Review and complete claim creation

Review and confirm the claim details. You can click the 
Edit links or use the Previous button to navigate back 
through each stage to modify as needed.

VFor Variable Payout claims, the proposed payout 
amount will be listed. By proceeding to create the 
claim, you are agreeing to accept the proposed 
payout amount shown as your maximum possible 
earnings for that claim.

Once you are satisfied that the details shown are 
correct, click the Add Customer button. 

You will see a confirmation message ƚƣċƣŔŰŊШљ9ƨƚƣŸůĲƖШ
ƚƨĦĦĲƚƚŉƨũũǃШĦũċŔůĲĬЮњШ9ũŔĦťШDone to close the Add 
Customer workflow.

This action will create a claim for each of the 
engagements you selected, and a 30-day countdown 
ƽŔũũШĤĲŊŔŰШƣŸШŸĤƣċŔŰШƣőĲШĦƨƚƣŸůĲƖќƚШĦŸŰƚĲŰƣШŸŰШĲċĦőШ
claim. 

Next, you must request customer consent . If you do 
not obtain consent from a newly added customer on at 
least one claim within 30 days of adding them, the claim 
will expire , and the customer will disappear from your 
Customers list(s).
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Customer Consent Policies

If you want to deliver a Partner Activities Engagement to a customer, then you need to obtain their 
consent, which is an agreement to participate in the engagement. 

V You have 30 days to obtain affirmative customer consent after adding a new customer to an 
engagement OR creating a new claim with a previously added customer.

V Customer consent responses must be requested and recorded via Partner Center, using the 
process described in the following slides. Proof of customer consent sent in by email or via 
other means will not be accepted.

V If you do not obtain consent from the customer within 30 days of claim creation , the claim will 
expire. You will then need to create a new claim to proceed. If a claim expires, it cannot be 
reactivated . 

V If the customer has never previously given you consent for a Partner Activities Engagement, they 
will also drop off your Customers list(s) if consent is not obtained. You will need to re-add them if 
you wish to make a new claim. 

V The 30-day consent expiration window applies to all Partner Activities claims, regardless of 
Solution Area.

V There are no extensions or exceptions to these policies.
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Launch Claim Customer Workflow (Fixed payout only)

For fixed payout engagements, the Customers view will 
show you all the customers who have previously given 
consent to you on at least one fixed payout 
engagements claim, sorted into Eligible, Ineligible, and 
Complete lists.

For variable payout engagements, the page will only 
show the list of active, unresolved claims. All variable 
pay claims must use the Add New Customers  workflow 
each time, even if a previous claim was created for this 
customer + engagement ID combination. 

To create a new fixed payout claim with an existing 
customer, or to reclaim the same customer after a claim 
has expired, been cancelled, or been rejected, do as 
follows: 

i. Navigate to the desired engagement

ii. §ƓĲŰШƣőĲШĲŰŊċŊĲůĲŰƣќƚШCustomers  view

iii. Search, sort, or filter the Eligible  list as needed to 
identify the intended customer.

iv. Under the Action column, click Claim Customer.

Following these steps will launch the Add Customer 
workflow pop-in, with the customer details pre-
ƓŸƓƨũċƣĲĬШŉƖŸůШǃŸƨƖШƓƖĲƻŔŸƨƚШĦũċŔůШŉŸƖШƣőŔƚШĦƨƚƣŸůĲƖќƚШ
ID.

ii
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Claim previously added customer - Associate Customer (Fixed payout only)

i. Select Partner location ID that you intend to use to deliver this 
engagement. The dropdown will allow you to select the location 
IDs that meet all the following criteria:

V Location is MCI enrolled

V You have an Incentive user or admin role for the 
location

V Location is eligible for that specific engagement 

ii. The Customer ID field will display the customer ID type and 
value used when you originally added the customer to your 
Customers lists. 

V This is the same ID value currently being used to check 
ƣőĲШĦƨƚƣŸůĲƖќƚШĲũŔŊŔĤŔũŔƣǃЮШ

V Partner Location ID and Customer ID cannot be 
changed once a claim has been created. If you 
determine later that you need to claim for this activity 
on a different partner location ID or customer ID, you 
will need to cancel the current claim, wait until it 
expires, or comment in the claim to request that the 
POE team reject the claim. Then, create a new claim 
with the correct ID values.

The Customer ID field is not editable when creating a new claim for an 
existing customer. If a previously added customer is not appearing in 
the Eligible list for a desired engagement, but you have confirmation 
from your Microsoft subsidiary or PDM that the customer was granted 
eligibility, their new eligibility is likely associated to a different ID. You 
will need to add that ID as a new, separate customer entity. 

ii

i
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Claim previously added customer - Associate Engagement (1/2) (Fixed payout only)

The Solution Area associated to the page you are on, the 
Partner Location and the Customer ID shown in the 
Associate Customer stage determine what 
engagements will be available for you to select in this 
stage. 

fŉШǃŸƨШċƖĲШŸŰШċШƚƓĲĦŔŉŔĦШĲŰŊċŊĲůĲŰƣќƚШ9ƨƚƣŸůĲƖƚШƓċŊĲЯШ
that engagement will be pre-selected. If you are on the 
Customer Claims view, no engagements will be pre-
selected.

i. Select one or more eligible fixed payout 
engagements that you intend to deliver to this 
Customer.

i

38

Introduction &
Claiming Scenarios

Proof of Execution
(POE) Guidelines 

Proof of Execution
(POE) Examples How to Enroll How to Claim 

(Activities) How to Claim (CPOR) Conflicting
Claims (CPOR)

Non-incentivized
Claims (CPOR) Support & Resources



Claim previously added customer - Associate Engagement (2/2) (Fixed payout only)

If a desired engagement is not eligible or available to select in this 
stage, one or more of the following reasons may apply:

V The customer ID type selected is not valid for the engagement 
type

V The engagement belongs to a different Solution Area than the 
page or view you used to launch the Add Customer workflow

V ÑőĲШĦƨƚƣŸůĲƖќƚШf?ШĬŸĲƚШŰŸƣШĦƨƖƖĲŰƣũǃШůĲĲƣШƣőĲШĲũŔŊŔĤŔũŔƣǃШ
ĦƖŔƣĲƖŔċШŸƖШƽċƚШŰŸƣШŔŰĦũƨĬĲĬШŔŰШƣőĲШĲŰŊċŊĲůĲŰƣќƚШĲũŔŊŔĤũĲШ
customers list

V Your location ID does not currently meet the eligibility criteria 
ŸƖШƽċƚШŰŸƣШŔŰĦũƨĬĲĬШŔŰШƣőĲШĲŰŊċŊĲůĲŰƣќƚШĲũŔŊŔĤũĲШƓċƖƣŰĲƖƚШũŔƚƣ

V The customer has already met the allowed limit of active and 
approved claims for the engagement

V The engagement has ended or is otherwise closed to new 
claims

fŉЮǃŸƨЮőċƻĲЮƕƨĲƚƣŔŸŰƚЮċĤŸƨƣЮƽőǃЮċŰЮĲŰŊċŊĲůĲŰƣЮŔƚŰѢƣЮċƻċŔũċĤũĲеЮ
please create a Partner Center Support request to the Engagements 
support team at https://aka.ms/partnercentersupport . To 
expedite resolution, it is recommended to include screenshots or 
recordings of the Associate Customer AND Associate Engagement 
stages. 39
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Claim previously added customer - Contact Information (Fixed payout only)

Enter the contact details for the customer and yourself.

i. We will email a consent request link to the 
customer contact provided, so they can confirm 
their intention to proceed with the engagement. 

ii. We will email notifications of claim status updates 
to the partner contact provided.

iii. If the customer ID type entered in Associate 
customer was Tenant ID or domain, and the 
customer contact email domain entered here does 
not match that Tenant ID or domain, you will now 
be prompted to provide a reason why the customer 
is being contacted with an email whose domain 
does not match the Tenant ID/domain associated 
to the claim.

i

ii

iii
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Claim previously added customer - Review and complete (Fixed payout only)

Review and confirm the claim details. You can click the 
Edit links or use the Previous button to navigate back 
through each stage to modify as needed.

Once you are satisfied that the details shown are 
correct, click the Add Customer button. 

You will see a confirmation message ƚƣċƣŔŰŊШљ9ƨƚƣŸůĲƖШ
ƚƨĦĦĲƚƚŉƨũũǃШĦũċŔůĲĬЮњШ9ũŔĦťШDone to close the Add 
Customer workflow.

This action will create a claim for each of the 
engagements you selected, and a 30-day countdown 
ƽŔũũШĤĲŊŔŰШƣŸШŸĤƣċŔŰШƣőĲШĦƨƚƣŸůĲƖќƚШĦŸŰƚĲŰƣШŸŰШĲċĦőШ
claim. 

Next, you must request customer consent . If you do 
not obtain consent from your customer within 30 days of 
creating this claim, the claim will expire  and cannot be 
reactivated.
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Invoice Requirements

i. Download  optional Invoice template.

V Partners are encouraged to use their own 
invoices. Use of Microsoft template not 
required.

ii. Upload  completed invoice.

iii. Each claim must have a separate, unique invoice with 
the following minimum required elements

V Engagement Claim ID 

V Partner company name

V Invoice amount (Incentive rate) in US Dollars

Invoice amount must match payout amount for Partner 
Market + engagement combination as shown in MCI Program 
Guide and must be shown in USD. VAT is not required.

Payments will be processed based on your claiming 
ũŸĦċƣŔŸŰќƚШƓċǃůĲŰƣШƓƖŸŉŔũĲЮШfŉШǃŸƨƖШƓċǃůĲŰƣШƓƖŸŉŔũĲШĬĲƣċŔũƚШ
differ from the invoice details, your payment profile will take 
precedent. 

If your invoice format requires fields beyond the 3 required 
points specified above, we would recommend that you use 
ƣőĲШĬĲƣċŔũƚШƣőċƣШċƖĲШĦŸŰŉŔŊƨƖĲĬШŔŰШǃŸƨƖШũŸĦċƣŔŸŰќƚШƓċǃůĲŰƣШ
profile to complete those fields. 

i ii
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Customer Attestation (1/3) т Sending survey request

Your Customer must complete a survey about their 
engagement experience. Customer survey responses and 
survey questions are confidential to Microsoft. The survey 
questions vary based on the engagement, and Microsoft 
reserves the right to update the survey questions at any time 
to align with the business needs of the program.

i. Review Customer survey status

ii. Click to Send or re-send unique, one-time-use 
Customer survey link email

V Each claim has a maximum limit of 1 customer 
survey email send actions per day. If you have 
already attempted to send the survey email 
today, please wait 24 hours before your next 
attempt.

iii. Click to Edit customer contact details

If you need to change the Customer contact details after 
triggering the survey, you will need to re-send the survey, as a 
new survey form is generated for each combination of claim 
ID + customer contact email. Any previously sent survey links 
will be disconnected from the claim. 

Once a set of completed customer survey responses have 
been recorded to the claim, the customer contact details 
cannot be changed, and the survey cannot be re-sent on this 
claim. 

i ii

iii
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Susie Jones (sjones@contoso.com)

Customer Attestation (2/3) т Customer respondent experience

i. The customer contact specified in the claim will 
receive an email with the following details:

V Subject lineаШљ ĦƣŔŸŰШƖĲƕƨŔƖĲĬаШ9ŸůƓũĲƣĲШ
customer survey for the [Engagement 
 ċůĲѐњ

V From: microsoft-noreply@microsoft.com 

V Body: See example т The email will 
reference the engagement name and the 
Partner Name associated with your Partner 
Location.

ii. Customer must click blue survey link in email 
body to open unique, one-time-use web form link 
in a browser instance

V Customer should be sure to only use the 
most recently sent/received survey link. If 
the customer attempts to use an older 
survey link to respond after a new survey 
link has been generated due to a contact 
email change in the claim, their responses 
will not be recorded to the claim as 
complete.

i

ii
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Customer Attestation (3/3) т Customer respondent experience

i. If the customer sees an error when they try to access 
the survey, they should:

V Ensure that no extra characters or encryption 
have been added to the URL following their 
unique 32-character survey GUID

V Confirm with you that they are using the most 
recently generated survey link from the email 
sent to the contact currently listed in the claim.

V To help troubleshoot, support team will need to 
confirm the exact URL where respondent 
encountered the error message. Please ensure 
that any screenshots or issue descriptions 
provided to support teams include this 
diagnostic detail.

ii. Although the content and length of the Customer 
Attestation will vary with each engagement, the final 
question on all Customer Attestations contain a prompt 
for electronic signature as the final question, 
requesting that the respondent type in their full name, 
company name, and job title. 

V NOTE: If the Customer Attestation signature is 
not valid with all required elements per this 
ƓƖŸůƓƣќƚШŔŰƚƣƖƨĦƣŔŸŰƚЯШƣőĲШĦũċŔůШůċǃШĤĲШ
rejected.

i

ii
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Partner Attestation (1/3) т Accessing or emailing the survey form

You must complete a survey about your engagement 
experience. Partner survey responses and survey 
questions are confidential to Microsoft. The survey 
questions vary based on the engagement, and Microsoft 
reserves the right to update the survey questions at any 
time to align with the business needs of the program.

i. Review Partner survey status

ii. Send or re-send Partner Attestation email

V Each claim has a maximum limit of 1 
partner survey email send action per day. If 
you have already attempted to send the 
survey email today, please wait 24 hours 
before your next attempt, or access the 
survey form directly using Go to survey link

iii. Access Partner survey form directly via Go to 
survey link

iv. Edit contact details

V Partner contact details can be edited until 
claim is submitted, even if a survey 
response has been recorded.

i ii iii
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Priya Kaur (pkaur@fridayinc.com)

CONTOSO

CONTOSO

Partner Attestation (2/3) т Partner respondent experience

i. If you click Send Partner Attestation link in the claim, 
the partner contact specified in the claim will receive an 
email with the following details:

V ÉƨĤŢĲĦƣШũŔŰĲаШљ ĦƣŔŸŰШƖĲƕƨŔƖĲĬаШ9ŸůƓũĲƣĲШƓŸƚƣ-
engagement partner survey for the [Engagement 
 ċůĲѐШƽŔƣőШя9ƨƚƣŸůĲƖШŰċůĲѐњ

V From: microsoft -noreply@microsoft.com 

V Body: See example 

ii. Click to access claim  т Sign into Partner Center with 
location-based Incentive role permissions required to 
view claim. 

V Attestation respondents who have Incentive role 
ƓĲƖůŔƚƚŔŸŰƚШŔŰШÂċƖƣŰĲƖШ9ĲŰƣĲƖШŉŸƖШƣőĲШĦũċŔůќƚШ
location ID may access the survey via the 
emailed link OR by opening the claim in Partner 
Center and clicking the direct link embedded in 
the claim.

iii. Click to access survey form т No sign-in needed. 
Attestation form link is unique for each claim.

V Attestation respondents who do not have 
Incentive role permissions in Partner Center for 
ƣőĲШĦũċŔůќƚШũŸĦċƣŔŸŰШf?ШůƨƚƣШĦũŔĦťШƣőĲШĤũƨĲШ
ƚƨƖƻĲǃШũŔŰťШŔŰШƣőĲШĲůċŔũШĤŸĬǃШƣŸШŸƓĲŰШƣőŔƚШĦũċŔůќƚШ
survey web form in a browser instance.

i

ii
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Partner Attestation (3/3) т Partner respondent experience

i. If the survey respondent sees an error when they try to 
access the survey, they should:

V Ensure that no extra characters or encryption 
have been added to the URL following the 
unique 32-character survey GUID generated for 
this claim

V Confirm that they are using the most recently 
generated survey link from this specific claim.

V To help troubleshoot, support team will need to 
confirm the exact URL where respondent 
encountered the error message. Please ensure 
that any screenshots or issue descriptions 
provided to support teams include this 
diagnostic detail.

ii. Although the content and length of the Partner 
Attestation will vary with each engagement, the final 
question on all Partner Attestations contain a prompt 
for electronic signature as the final question, 
requesting that the respondent type in their full name, 
company name, and job title. 

V NOTE: If the Partner Attestation signature is not 
valid with all required elements per this 
ƓƖŸůƓƣќƚШŔŰƚƣƖƨĦƣŔŸŰƚЯШƣőĲШÂ§EШƖĲƻŔĲƽШƣĲċůШůċǃШ
request that you re-take your survey response to 
provide a valid electronic signature to approve 
your claim.

i

ii
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Add Comments and Submit

i. You may add optional comments on the claim for 
Microsoft to consider as part of the claim.

ii. Click to save comments .

iii. Scroll to top of claim to review actions needed.

V Pending actions will show a blue clock 
icon.

V Completed actions will show a green check 
icon.

iv. Once all four action items are Completed with a 
green check icon, the Submit  button will activate 
at the top and bottom of claim. Click either one to 
submit claim to Microsoft for review.

V NOTE: If a claim is still in Customer consent 
received status on the next expiry date, it 
will expire and cannot be reactivated. See 
Claim Expiration Timelines .

ii

iv

i

iii
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Claim status change notification emails

When Microsoft changes the status of your claim to 
Action required, Approved, or Rejected, microsoft-
noreply@microsoft.com will send an email notification 
alerting you to the status change. 

This email will be sent to the partner contact provided 
for this claim, along with the Incentive Admin or 
Incentive User who added/claimed this customer. 

i. Notification sent when claim status is changed to 
Action required

ii. Notification sent when claim status is changed to 
Approved

iii. Notification sent when claim status is changed to 
Rejected

i

ii

iii
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Action required: Responding to reviewer

If the POE reviewer is unable to approve based on your initial 
submittal, the following will occur:

i. The claim status will be changed to Action Required in 
Partner Center.

V Claim status emails will be sent to the partner 
contact provided for this claim, along with the 
user who added/claimed this customer.

ii. Review the Comment history to determine what 
elements were found to be missing by the reviewer.

V Click Show More to expand.

iii. Upload  any requested corrected documents.

V NOTE: If a part of a POE document must be 
corrected, the entire document with the 
corrected element must be uploaded as a single 
contiguous file. 

V Add and save any clarifying comments as 
needed.

iv. Click Submit . If you do not click Submit, the claim will 
remain in Action Required status and any changes will 
not be reviewed.

V NOTE: If a claim is still in Action Required status 
on the next expiry date, it will expire and cannot 
be reactivated. See Claim Expiration Timelines

i

iii
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Claim approval

If your claim is approved, the following will occur:

V The claim status will change to Approved  in 
Partner Center.

V Claim status emails will be sent to the partner 
contact provided for this claim, along with the user 
who added/claimed this customer.

V Approved claims will appear in the Complete  list 
ŸŉШƣőĲШƖĲƚƓĲĦƣŔƻĲШEŰŊċŊĲůĲŰƣќƚШ9ƨƚƣŸůĲƖƚШƻŔĲƽЮ

V Earnings for approved claims will be included in 
your next standard MCI payment processing cycle.

V You will receive payment via wire transfer to the 
ĤċŰťШċĦĦŸƨŰƣШŔŰШǃŸƨƖШĦũċŔůŔŰŊШũŸĦċƣŔŸŰќƚШƓċǃůĲŰƣШ
profile. 
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Claim rejection

If your claim is rejected, the following will occur:

V The claim status will change to Rejected  in Partner 
Center.

V ШĬĲƣċŔũĲĬШƖĲŢĲĦƣŔŸŰШƖĲċƚŸŰШƚƓĲĦŔŉŔĦШƣŸШǃŸƨƖШĦũċŔůќƚШ
circumstances will be provided in the Comment 
history of the claim, as shown in the example 
screenshot.

V Claim status notification emails will be sent to the 
partner contact provided for this claim, along with 
the user who added/claimed this customer.

V You will have 30 days to click Dispute  and Submit  
to have your dispute response reviewed. 

V If your claim status was changed to Rejected  more 
than 30 days ago, or is in Rejected final status, you 
will need to re-claim the customer to the 
engagement in order to proceed. 

V When a customer consents to a claim, any other 
open claims for the same engagement + customer 
ID from other partners will be automatically 
rejected. Disputes are not accepted for this 
scenario. 
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i

Disputing a rejection

i. If your claim is rejected, you will have a 30-day 
window in which to dispute the rejection action. 
Taking the dispute action will return the claim to 
the review queue.

ii. Open claim and scroll to the bottom. Click Dispute  
claim to initiate dispute process.

iii. Review the dispute resubmittal deadline and click 
Dispute  to proceed or Close  to abandon the 
dispute action. 

iv. Please be sure you have thoroughly reviewed the 
claim comments to ensure your dispute response 
and updated documentation addresses and 
resolves all the reasons given for the original 
rejection. 

v. §ŰĦĲШǃŸƨШőċƻĲШƨƓĬċƣĲĬШƣőĲШĦũċŔůќƚШÂ§EШ
documents, click Submit  at either the top or 
bottom of the interface to return your disputed 
claim to the review queue.

V NOTE: If you do not update the disputed 
ĦũċŔůќƚШĦŸŰƣĲŰƣƚШċŰĬШĦũŔĦťШSubmit  within 30 
days of your original rejection, your claim 
will expire. 

V If your submitted dispute is rejected, this is 
a final decision.

iii

iv

ii
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Allowed claim actions by user type and claim status

Customers, Partners, and Microsoft POE reviewers all have different permissions for allowed actions when interacting with Partner Activities claims, consent response 
forms, and survey response forms. These permissions activate or deactivate when the claimõs status changes. 

Review the table below to see what actions are allowed for each type of user at each stage of the claim process. 

Allowed Actions
View* Comment* Edit 

contacts
Request 
consent

Consent 
response

Send survey 
emails

Complete 
partner 
survey

Complete 
customer 

survey

Add or 
delete files

Download 
files*

View survey 
responses*

Change 
claim statusClaim Status

Customer claimed Partner, 
Microsoft

Partner, 
Microsoft Partner Partner - - - - - - - Partner

Awaiting customer consent Partner, 
Microsoft

Partner, 
Microsoft Partner Partner Customer - - - - - - Customer

Customer consent received Partner, 
Microsoft

Partner, 
Microsoft Partner - - Partner Partner Customer Partner Partner, 

Microsoft - Partner

Submitted, Under review Partner, 
Microsoft

Partner, 
Microsoft - - - - - - - Partner, 

Microsoft Microsoft Microsoft

Partner action required Partner, 
Microsoft

Partner, 
Microsoft - - - - Partner Customer Partner Partner, 

Microsoft Microsoft Partner

Rejected Partner, 
Microsoft

Partner, 
Microsoft - - - - - - - Partner, 

Microsoft Microsoft Partner

Disputed Partner, 
Microsoft

Partner, 
Microsoft - - - - - - Partner Partner, 

Microsoft Microsoft Partner

Approved, Cancelled, 
Consent rejected, Expired 

(any), Rejected final

Partner, 
Microsoft

Partner, 
Microsoft - - - - - - - Partner, 

Microsoft Microsoft -

* Microsoftõs POE review team is only actively monitoring the comments and POE documentation on claims that are in Submitted  or Under Review status. If you require assistance with a claim that is not  

currently in Submitted  or Under Review status, please contact the Engagements support team via Partner Center Support  and provide the claim details and issue description. The Engagements support 

team will ensure that the POE review team is notified to check your claim details as needed. 55
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How to Claim   CPOR
1. Create Customer Association
2. Status of an association
3. Claim review & resolution
4. Disputing a claim
5. Disassociation from a claim
6. Request Customer consent
7. Business Applications Scenarios
8. Revenue Association 
9. Referral creation



Creating a customer association (for new or existing 

customers)



To create an association, you must follow the 
steps below:

Å Visit Partner Center Dashboard

Å Under Incentives , select Customer 
claims .

Å Select +The Solution Area (Modern Work 
and Security or Business Applications)

Å Select Add Customer 

Note: 

Å A new window will open where you provide 
information about your association.

Å Only the following users in Partner Center 
can view and create associations. 
Å Incentive Admin
Å Incentive User

Å Note; partners must re-enroll upon expiration 
of a contract/subscription, if they want to 
continue to receive incentives/recognition, 
once a new contract/subscription has been 
signed

Creating an association 
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To create an association, you must follow the 
steps below:

A new window opens. Filling out these details 
will determine the type of association you 
create. 

Å Select Solution area

Å Select Add Customer

Å Select Partner Role

Å Select Continue

Å Add claim details to associate to 
customer

Note:

Å This screen changes based on your 
selection.

Creating an association 
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Å To create an association, you must follow 
the steps below:

Å Associate the customer

Å Associate the workload

Å Complete the customer contact 
information

Å Review and complete the claim

Å Select Add Customer. 

Å Note:

Å Customer tenant must have an active 
subscription. 

Å љ ŸШÂƖŸĬƨĦƣƚШ ƻċŔũċĤũĲњШƽŔũũШċƓƓĲċƖШŔŉШ
customer tenant does not have an active 
subscription.

Creating an association 

Introduction &
Claiming Scenarios

Proof of Execution
(POE) Guidelines 

Proof of Execution
(POE) Examples How to Enroll How to Claim (Activities) How to Claim (CPOR) Conflicting

Claims (CPOR)
Non-incentivized
Claims (CPOR) Support & Resources



To create an association, you must 
follow the steps below:
Å Add the claim name
Å Select the partner location from 

the dropdown 
Å Enter the customer domain name 
Å Enter the customer tenant ID
Å Select Next
Note:
For privacy reasons, Microsoft will 
notify the customer to give them the 
option of declining association after 
the claim is approved. 
The following contacts are notified:
Å Customer contact provided

Please note the e-mail provided in the 
љòŸƨƖШ9ŸůƓċŰǃШfŰŉŸƖůċƣŔŸŰњШƽŔũũШ
receive all communications for a 
claim. This cannot be changed once 
submitted.

Creating an association 
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To create an association, you must follow the 
steps below:

The next window appears where you select the 
products for this association.

Å Select products/workload

Å Select Continue .

Subscription status must be active or in grace 
period to claim.

Note:

Å Only select products you are actively 
engaged with the customer on. Otherwise 
your association may be rejected or 
delayed.

Å Business applications 
products/workloads can only be claimed 
for products purchased via specific 
licensing types. 

Creating an association 

Business Applications Microsoft 365
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To create an association, you must follow the 
steps below:

A new window may appear asking for the 
Subscription ID when there are multiple 
subscription IDs tied to a product. 

Å Select the applicable Subscription ID

Å Select Next

Å The system will then validate the 
subscription selected.

Pre-requisite to claim for Business 
Applications :

Å Subscription ID will need to be obtained 
from if the customer has multiple 
subscriptions of a single product or the 
ƓƖŸĬƨĦƣыƚьШƚĲũĲĦƣĲĬШĬŸŰќƣШĲǂŔƚƣШŸŰШƣőĲШ
Tenant ID provided. Contact the customer 
associated with this claim for subscription 
information.

Å The customer must have purchased the 
subscription. Please note you must wait 
48hrs after subscription activation to 
claim.

Creating an association *Only applicable for Business Applications
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To create an association, you must follow the 
steps below:

Å Enter customer contact name, email, title, 
and contact name

Å Enter partner contact name and email 

Å Select Next

Å The association page displays. You can 
see all the information have just entered 
related to the claim

Å Review and select Add Customer

Creating an association 
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Status of a claim



Claim Status

1. You can check the status of your CPOR 
association claim at any time by using the 
Customer Associations Dashboard (sign-
in required).
Å Here are the statuses and their 

meanings:

Claim Status Appears When

Drafted Your CPOR association claim has been created. It stays in this state until you upload the proof 
of execution document and submit the claim for approval.

Cancelled The partner has option to cancel the claim prior to submission and has elected to cancel the 
claim. 

Submitted The partner has successfully submitted their CPOR association claim, however Microsoft has 
not yet started the review process.

Under Review Microsoft has started validating your POE documentation. You should expect a response 
ƽŔƣőŔŰШŉŔƻĲШĤƨƚŔŰĲƚƚШĬċǃƚЮШÂũĲċƚĲШŰŸƣĲЯШǃŸƨƖШĦũċŔůШůċǃШĤĲШŔŰШљÖŰĬĲƖШÅĲƻŔĲƽњШƚƣċƣƨƚШŔŉШ
additional review is required, or if the customer is already associated to another Partner. This 
will result in longer review time because both associations are evaluated.

Rejected Your POE was insufficient, or you didn't respond within fourteen days per the POE review 
guidelines, and the claim has been denied. Claims can be disputed up to 30 days after 
ƖĲŢĲĦƣŔŸŰЮШ§ŰĦĲШċШĦũċŔůШŔƚШљ[ŔŰċũШÅĲŢĲĦƣĲĬњЯШƓċƖƣŰĲƖƚШƽŔũũШŰŸƣШĤĲШċĤũĲШƣŸШĬŔƚƓƨƣĲШƣőĲШĦũċŔůШċŊċŔŰШ
and will have to submit a new claim. 

Approved Claim has been approved. Once approved, the customer is notified and given the opportunity 
to opt out of the association. Although your claim will show as approved, the customer can 
opt-out of the association at any time. If a claim is partially approved, a new claim will be 
created for the workloads that were not approved and the partner will have fourteen calendar 
days to provide the requested information if partner action is required. 

Partner Action Required Microsoft has reviewed your claim and determined more information is needed to approve. 
You have fourteen calendar days to resubmit your claim with the requested information or it is 
automatically rejected. 

Customer Consent Declined The customer has an option to deny or cancel the association at any time and has elected to 
deny the association. 

Disputed This feature is only available for partners to dispute a rejected claim. ÂũĲċƚĲШĦũŔĦťШљƚƨĤůŔƣњШ
after a dispute to enable Microsoft to review any additional comments/uploads by the partner 
for a rejected claim. Resubmitted claims can be expected to be in submitted status for up to 5 
business days. 

Please note that this feature is not available for disassociated claims. 
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Status of an Association:

To check the status of a claim after 
submission, you must follow the steps below.

Å Open your claim. The Submitted  status is 
active in the status section.

Å A claim will remain in submitted status 
while it awaits Microsoft review. 
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Status of an Association:

To check the status of a claim after 
submission, you must follow the steps below.

Å If your claim is flagged for POE review your 
ĦũċŔůШƚƣċƣƨƚШƽŔũũШĦőċŰŊĲШƣŸШљÖŰĬĲƖШ
ÅĲƻŔĲƽњ

Å You should expect a response from 
Microsoft within five business days after 
ǃŸƨƖШĦũċŔůШƚƣċƣƨƚШŔƚШĦőċŰŊĲĬШƣŸШљÖŰĬĲƖШ
ÅĲƻŔĲƽњ

Å Microsoft will either approve the claim or 
request additional information.

Å Please note, your claim may be in Under 
Review status for fourteen calendar days if 
the customer is already associated to 
another Partner. This will result in longer 
review time because both associations 
are evaluated.
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Status of an Association:

To check the status of a claim after 
submission, you must follow the steps below.

Once you re-submit your claim and provide all 
the relevant information, Microsoft will review 
it again. 

If no further action is required, your status 
section will update to show that your claim is 
Approved . 

After your association is approved a 
notification will be sent to the customer giving 
them the opportunity to deny your association. 
The customer will still be able to opt out 
Microsoft approval.

Note:

Approved indicates the association was 
approved previously, not the status of the 
payment or current association status. 
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Partner Action Required

To check the status of a claim after 
submission, you must follow the steps below.

Å If further action is required, your status 
ƽŔũũШĤĲШĦőċŰŊĲĬШƣŸШљÂċƖƣŰĲƖШ ĦƣŔŸŰШ
ÅĲƕƨŔƖĲĬЮњ

Å You will be notified, and the upload area 
will re-activate.

Å You will be able to edit Partner 
information, customer information, 
Product/Workload Selection (and 
Subscription when applicable), and 
upload additional POE.

Å If you cannot provide additional POE for 
Products/Workloads within your claim, 
these should be removed by editing your 
claim.

Å Once you have addressed the feedback. 
Select Submit claim.

Note:

Å Claims will not be processed unless the 
claim is resubmitted.

Å If you do not resubmit your claim within 
fourteen calendar days your claim will be 
Rejected.
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Dispute a claim



Dispute a Claim

1. If your claim is rejected, you can dispute 
this decision in Partner Center.

2. The dispute button is only available for 30 
days after the rejection date. 

3. After 30 days, a new claim will need to be 
submitted if you wish to reclaim.

4. In order to initiate the dispute process, 
ĦũŔĦťШљ?ŔƚƓƨƣĲњШċƣШƣőĲШĤŸƣƣŸůШŸŉШƣőĲШƓċŊĲ
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Dispute a Claim

1. A pop-up window will appear where the 
user will need to provide business 
justification and any additional POE to 
support the claim

2. Once dispute button is clicked, the claim 
ƚƣċƣƨƚШƽŔũũШĦőċŰŊĲШƣŸШћĬŔƚƓƨƣĲĬќ

3. ÂũĲċƚĲШőŔƣШљƚƨĤůŔƣњШƣŸШĲŰċĤũĲШ~ŔĦƖŸƚŸŉƣШƣŸШ
review any additional comments/uploads 
by the partner for a rejected claim. 

4. Microsoft will review resubmitted claims 
within 5 business days
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Association Status



Status of an Association:

To help you better understand your current 
Partner of Record status for approved claims, 
you can view your association status, by 
product/workload, in your claims. 

In the claim, you can do this by viewing 
љìŸƖťũŸċĬШfŰŉŸƖůċƣŔŸŰњШƽŔƣőŔŰШƣőĲШĦũċŔůШ
details. 
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Disassociate a Claim

1. In order to disassociate an approved 
ĦũċŔůЯШĦũŔĦťШћ?ŔƚċƚƚŸĦŔċƣĲШ9ƨƚƣŸůĲƖќ

2. Pop-up window will appear. Click to 
confirm the dissociation.

Note

Å Disassociating will remove you as Partner 
of Record for all workloads/product(s) 
specified in the claim. The tool does not 
currently support disassociation for 
specific products within a claim. 

Å Use this feature if you no longer want to be 
associated to a customer. 
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