How to Upgrade a Subscription

Step-by-Step Guide to Upgrading via the Leader Cloud Portal

Log into the Leader Cloud Portal > Head to subscriptions
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Look for the subscription you want to upgrade > Click the Subscription name

Subscriptions

All Subscriptions v
"= Advanced Search

Actions Addons  Subscription
Leader Cloud BizApps - Azure plan
his subscription is charged based on usage

Leader Cloud BizApps - M365 - Teams
Phone with domestic calling (country zone
2) (New Commerce)

Q

Leader Cloud BizApps - M365 - Microsoft
365 Business Premium (New Commerce)

Leader Cloud BizApps -
POWERPLATFORM - Power BI Pro (New.
Commerce)

M365 - Business Apps (free) (New
Commerce)
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Now click the “l Want To” Button
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Search for Pians, Licenses and Subscriptions.
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Details

o

Microsoft Cloud Services

Leader Cloud BizApps - Catalog Offer 1d ¢
Promotion 1D
Promotion Discount (%) c

Promotion End Date

@ Active
Quantity: Next Tax Invoice
1 Licenses 29/07/2025 What You Pay
Activation Date End Date:
29/04/2025 28/07/2025 Prodyct{ Add-On
Cancel until o M365 - Microsoft 365 Business Premium (New Commerce)

06/07/2025 13:26 GMT +10:00

n Price Protection

[ o) Subscription is under price protection until 28/07/2025
Auto Renew

Renews On: 29/07/2025

Then from the dropdown select “Upgrade the Subscription”

06/07/2025 13:26 GMT +10:00

n Price F
«© Subscrip

Auto Renew
Renews On: 29/07/2025
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Manage Renewal or Decrease Seats

Buy Licenses

Upgrade the subscription

1 Disable auto-renew

Cancel Subscription

Amount $35.45 / Month

A pop up will then come up giving you the options of Upgrade available for the
subscription.

Subscription Upgrade

x
Current Subscription Quantity Unit Price Billing Plan
& Leader Cloud BizApps - M365 - Microsoft 365 Business Premium 1 Licenses $35.45 / Month -
(New Commerce)

Select an eligible service to upgrade to:

M365 - Microsoft 365 E3 (no Teams) M365 - Microsoft 365 E5 (no Teams)

(New Commerce)

SELECT

(New Commerce)

SELECT
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After selecting the Upgrade subscription, it then gives you two options:

1. New Subscription: This means a new Subscription will be made, the terms will
still be the same (if it’s Month to Month or Annual) as well as the end date from
the original subscription you’re upgrading from.

2. Existing Subscription: If you already have a subscription in the tenancy for the
licensing, you’re upgrading you can add it to it, so it’s all consolidated. This will
change the terms and end date to whatever the existing subscription is.

Subscription Upgrade x
Current Subscription Quantity Unit Price Billing Plan
[ ) Leader Cloud BizApps - M365 - Microsoft 365 i Premi 1Li / Month
(New Commerce)

Select destination subscription @
Upgrade M365 - Microsoft 365 E3 (no Teams) (New Commerce) by selecting a new or an existing subscription

New Subscription / Month
Upgraded seats will go to a new subscription

Existing Subscription(s)

Select an existing subscription to upgrade
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Select which option you would like then proceed to checkout.

If you choose existing it will take a moment to load and then you can pick a subscription
from the dropdown, If it comes up with this “Currently there are no available
subscriptions” this means you must select a “New Subscription™.
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Subscription Upgrade x
107
Current Subscription Quantity Unit Price Billing Plan
) Leader Cloud BizApps - M365 - Microsoft 365 i F i 1 Li < Month
+1 (New Commerce)

Select destination subscription @
Upgrade M365 - Microsoft 365 E3 (no Teams) (New Commerce) by selecting a new or an existing subscription

New Subscription / Month
Upgraded seats will go to a new subscription

(o] Existing Subscription(s)
Select an existing subscription to upgrade

Currently, there are no available subscriptions for upgrading this product.
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Follow the cart process to the end. If you are upgrading an Annual Term Upfront Billing
subscription a credit will be generated after the Upgrade process to your account for the
pre-payment of the rest of the term.
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