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CREATING A SCHOOL MICROSOFT 365 

Account  
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To purchase Microsoft licenses, you must have a Microsoft 365 administrator account. To purchase 

licenses as a school (at a discounted price), you must go through Microsoft verification process. In 

case of problems with creating the account contact your licensing vendor.  

CREATING A MICROSOFT 365 ACCOUNT 

REGISTRATION 

Create a Microsoft 365 Account using the link: 

https://www.microsoft.com/en-us/education/products/office  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your school e-mail and select “enroll your school”.  

 

 

 

 

 

 

 

 

 

 

https://www.microsoft.com/en-us/education/products/office
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Go through the entire registration process. 

 

After successful registration, you will be able to log in to the site with the created account: 

https://admin.microsoft.com/  

 

https://admin.microsoft.com/
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VERIFYING ACCOUNT PERMANENCE WITH A DOMAIN 

In order for Microsoft to recognise your account as a school account, you need to authenticate with 

your domain. Verification can take up to 14 days.  

 

Follow these steps to verify the domain: 

1. Log on to https://admin.microsoft.com. 

2. Go to “Settings” > “Domains”.   

3. Select “Add domain”.  

4. Enter the name of the domain you want to add and select “Use this domain”.  

5. Select the domain authentication method and click “Continue”.  

6. According to the chosen domain verification method, perform the necessary steps and click 

“Verify” to verify the domain.   

7. Complete the process. 

  

https://admin.microsoft.com/
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ASSIGNMENT OF PARTNER RELATIONS 

In order for your licensing vendor to be authorized to make license purchases for your account, the 

assignment of partner relations is required. 

Log on to https://admin.microsoft.com/  

Copy the link which you got from your licensing vendor to your browser, and you will see the table 

below.  

Confirm by adding partner relations for your licensing vendor.  

Allow the assignment of partner relations. 

This image is illustrative, the company name shown must match the name of your licensing vendor. 

 

 

By assigning partner relations to your vendor, you enable your vendor to purchase Microsoft licenses 

for your Microsoft account. 

Once partner relations have been assigned, please send this your school information to your vendor: 

Name of the organisation, identification number (ID number), tax number (VAT number), address 

(country, city, street, postcode), name, surname and telephone number of the responsible person 

and Microsoft account name (for example: admin@universityoflondon.onmicrosoft.com). 

  

https://admin.microsoft.com/
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CONTACT INFORMATION 

 

support@nexineo.com 

shop.nexineo.com 

www.nexineo.com 
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