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How to Place an Order via the Leader 
Cloud Portal 

A Comprehensive Guide 

 

Welcome to the comprehensive guide on how to place an order via the Leader Cloud 
Portal. This document is designed to provide step-by-step instructions to help you 
navigate the process eƯiciently and eƯectively. Whether you are a first-time user or 
looking to refresh your knowledge, this guide will walk you through every aspect of the 
ordering process. 

Step 1: Accessing the Leader Cloud Portal 
Before you can place an order, you need to access the Leader Cloud Portal. Follow 
these steps to log in: 

 Open your preferred web browser and navigate to the Leader Cloud Portal 
website. https://hub.leadercloud.com.au/login/?refurl=%2f 

 Enter your username and password in the designated fields. 
 Click the "Login" button to access your account. 

 

Step 2: Navigating to the Order Placement Section 
Once you are logged in, it will take you to the leader cloud home page, from here you 
can either search at the top bar what you are looking for or browse the options in our 
cloud portal: 
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Step 3: Selecting Products 
Now that we have found what we want we want to order it. For example, lets order a 
Microsoft Business Standard License: 

 We will search Business standard, and it shows 2 options in the NCE Microsoft 
365 Business 

 

 

 You need to click within the product suite to see the options available: the screen 
will look like this: 
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 We have two types available; we want to use the standard one WITH teams.  

 

 There is also diƯerent subscription terms Monthly, Annual 

 

 If you select the annual it will then reload with the diƯerent pricing 
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 In this case we want to just go on a month to month subscription so we will add it 
to cart. 

 It will then redirect you to the cart screen, here is where you can add how many 
QTY you would like on this subscription: 

 

It will also give you an overdue of how much you will be paying per month. If you wish to 
only get that one subscription, click the proceed to checkout button.  

If you want to continue shopping for the same tenant, you can click “Continue 
shopping”. 

Step 4: Completing the Cart 
Once you click proceed to cart, we now have to add in the information for the 
subscription. This is the end user or if its internal use: 
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 If you are buying for your end user, ensure that the “I am buying this for a 
customer” is ticked. And then use the dropdown box to select your client. 

 

 Once an end user is select the screen will reload its options. 

We have a few options on this screen to choose from: 

 Order Execution can be immediate (set by default) or can be scheduled 

 

For example, if you want to add this at the end of the month not right now you can 
schedule it to active the licence purchase on that date without having to manually come 
back in on the 30th and process it. 

 Next option is the “End Date Alignment” 
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This means if the tenant has other subscriptions that all renew on the same day, you 
can pro-rata this subscription, so it aligns with the other subscriptions. 

 Once everything looks fine you can select checkout 

 

 Now we have the billing information which should be yourself the reseller, make 
sure the information is correct and then click next 
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  

 

 

 

 

 

 

 


