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Step by Step Guide for
Users whose company
has an Existing AAD
Tennant




Topics covered

- Determining if Company has an existing AAD tenant and domain
- Partner adds users to the AAD Directory
- Adding your AAD login to DOC

- Resources to support you



How will you know if your Company has an existing AAD
tenant and domain

You will need to check with your local IT Team if your company has an existing AAD Tenant and domain
(including @onmicrosoft.com accounts) that they are using to access Microsoft Tools and Systems. If yes,
follow the steps below. If no, see the step by step guide for setting up an Azure Active Directory.

1. First your Company IT Department will need to check if you are in your company’s Azure Active Directory.
They will need to confirm your AAD email address

2. If not, they will need to follow these steps to add you to the directory

3. Once you are added to your company’s AAD, you will need to follow the step by step guide to add your
AAD email address to your DOC login




Add Users to the Directory —step 1 & 2

1. On the Azure Active Directory page, - e B
select All Users to view all the users
in the directory.

~ All
Bl

2. Select + New user to create a new
user account.




Add Users to the Directory —step 3 & 4

M AAD TEST

Home > OEM AAD Test

' Tl
3. Select the Create user option.

New user

7 Got feedback?

4. Fill in the details for the new user.

O .

C} Create user O Invite user
Invite a mew guest user to collaborate with
your organization. The wser will be emailed
an invitation they can accept in order to
begin collaborating.

1want to invite gue

Create a new user in your arganization.
This user will have a user name like
alice@aemaadtest.onmicrasaft.com

| want to create users in bulk

Help me decide

Identity

User name

® | cemasdtestonmicrosoft_..
The doma

n't shown here

*
Name ¥ C & "Chris Green

First name

Last name

Groups and roles
Groups 0 groups selected

Roles

Settings
Block sign in Yes No

Usage lacation v




Add Users to the Directory — step 5

= i i N % . B oemaad@outlook.com
5. Select Create = oot S : 0 7 o
. .

Home > OEM AAD Test > Users | All users > New user

New user

The user account will be set up as i
abc@domain.onmicrosoft.com

® Create user O Invite user

Create a new user in your organization. Invite a new guest user to collaborate with

The account can be added by the T el
existing user to their DOC user profile
to sign into DOC.

Help me decide

Identity

The domain name | need isn't shown here

* 0
Name * © [orar oo 2

First name ‘ \

Last name
Password

+ (8 Auto-generate password

+ O Let me create the password

[ show password

Groups and roles

Groups 0 groups selected



mailto:abc@domain.onmicrosoft.com

Adding your AAD work account login to DOC - step 1

If you are not already set-up to use your work account, then you will need to add it to your
DOC Profile

Sign into DOC by clicking on
https://www.microsoftoem.com/

Welcome to Microsoft OEM

_ . Digital Operations Center
1 . CI IC k the ICO n a nd the n Se | eCt From this Home Page you can access the specific Microsoft OEM Operations applications you use for

your job function.

Edit Profile


https://www.microsoftoem.com/

Adding your AAD work account login to DOC - steps 2-4

You will be brought into the My Profile Page

2. You will see your current username in the Login Account(s) Box
3. Enter your work account in the Login Account(s) box

4. Then click Save

.= Microsoft | Digital Operations Center ® 8

Home  Organization Agreements Products Orders Invoices Returns COA Management Reports Administration

My Profile Page ©

First Name Last Name
User Mills
Contact Email

Userl@live.com

Country * Language *

United States hd ‘ English hd ‘

Login Account(s)

Userl@live.com kelly@ contoso.com ‘

g g




Adding your AAD work account login to DOC - validate

Sign out, then sign back into https://www.microsoftoem.com/ using your work account and login.

Be sure to select “Work account” when signing in.

Verify that the DOC landing page appears and that you can navigate normally across the application.
Select My Profile. Your work account should now appear in the Login Account (s) field.

Going forward, you will be able to sign into https://www.microsoftoem.com/ using your Work account.
Only use your work account login from now on.

.= Microsoft | Digital Operations Center

Agreements Products Orders Tvieied

My Profile Page
First Mame
User
Contact Email
L@ lve.com

Country * Languasge *

Login Acoount]s)

kellyBcontoso. COM


https://www.microsoftoem.com/
https://www.microsoftoem.com/

For questions about DOC or MDOS please contact

DOC and MDOS

msoemops@microsoft.com

Support



mailto:msoemops@microsoft.com

For Questions about your AAD Tenant, support options are below

Raise a ticket on the Azure Portal
https://portal.azure.com/#blade/Microsoft Azure Support/HelpAndSupportBla
de/newsupportreguest

Telephone Support

https://support.microsoft.com/en-us/help/4051701/global-customer-service-
phone-numbers?ocid=1A-4027136-AdminCU

AAD Support

Live chat:

https://support.microsoft.com/en-us/contactus/?ocid=1A-4027136-CU

The M365 Data Protection team can help admins who need support with
password reset.

Partners can Self Serve or can at Call (800) 865-9408 (toll-free, US only). If
you are outside the United States, see the Global Support Phone Numbers.



https://portal.azure.com/#blade/Microsoft_Azure_Support/HelpAndSupportBlade/newsupportrequest
https://support.microsoft.com/en-us/help/4051701/global-customer-service-phone-numbers?ocid=IA-4027136-AdminCU
https://support.microsoft.com/en-us/contactus/?ocid=IA-4027136-CU
https://nam06.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.microsoft.com%2Fen-us%2Fmicrosoft-365%2Fadmin%2Fadd-users%2Freset-passwords%3Fview%3Do365-worldwide&data=02%7C01%7Cmfenner%40microsoft.com%7C3f929aa2586d4e04047708d842ffebb8%7C72f988bf86f141af91ab2d7cd011db47%7C0%7C0%7C637333014224959903&sdata=4TFPcRG5GjWN8l9%2BDWpppR6Sy6UBh9ckjYV3bbzTSQs%3D&reserved=0
https://go.microsoft.com/fwlink/p/?linkid=2135452
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