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WELCOME TO CLIENTS FIRST
Welcome, Welcome, Welcome! We couldn’t be more excited to work with you and your team!
Clients First is dedicated to first class customer care and partnering with our clients to help improve their
business processes, increase communication and streamline operations.
The purpose of this welcome kit is to begin communication and help create a solid foundation for moving
forward.
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DYNAMICS 365 FOR OPERATIONS CLOUD SERVICES
Sign up for a subscription
Prerequisites
1. You’ve received an email that invites you to participate in the preview.
2. If your company has an organizational account with Microsoft Online Services, and you’re signed in,
you must sign out before you continue. Alternatively, you can use InPrivate Browsing mode.
3. If you’re not sure whether you’re signed in, delete your browser cookies, and close your browser
before you continue.
Subscribe
Important: Only one person (tenant administrator) in an organization needs to perform this activity. If you’re
not the person who is subscribing to this release, wait until your organization has been signed up and you’ve
received your user credentials. Then continue with the Deploy environments procedure.
1. Microsoft Dynamics 365 for Operations is available only to existing Microsoft Dynamics 365 channel
partners and customers who are currently enrolled in the Business Ready Enhancement Plan (BREP)
service plan. Existing customers can find details on how to get access to trials here, and partners can
find the details here.
2. On the Account setup page, in the Country or region field, select the country.

3. Follow the wizard and prompts to complete the sign-up, until you get to the last step.

Start a new project in Lifecycle Services
To use Lifecycle services to manage your environments, you need to create a new project.
1. Go to https://lcs.dynamics.com/Logon/Index
2. Click Sign in.
3. Login with the account you used to subscribe.
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4. Click the + icon to create a new project.

5. Select the project type.
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6. Enter the project information and then click Create.

7. The new project for managing your instance is now created.

Add users (including CFBS users) to Lifecycle Services
You’re already set up as a user of your Lifecycle Services project. If you’ve also added other Office 365 users
you must add them to this project. Other administrators and developers will then be able to deploy their own
environments. These Lifecycle Services users are team members who will actively work on the
implementation. Don’t confuse them with end users.
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Start on the Lifecycle Services Project page.
1. On the far right of the page, click the Project users tile.

2. In the upper left, click the plus sign (+) to add a new user.
3. In the Email field, enter the email address of the user to add. This should be the Office 365
organization email address that you created earlier.
4. In the Project role field, select Project Owner.
5. Click Invite.
6. Repeat steps 2 through 5 for all users in your organization.

Deploy Environments
A TEST, DEVELOPMENT and PRODUCTION environment will be needed.
Environments should be deployed to an existing Azure subscription.
Note: Each developer of an environment must deploy his or her own system to Azure. However, only the first
project user must set up the Azure subscription for deployment.
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You can create environments in two ways:
•

Deploy to Microsoft cloud services (Azure)

•

Download a local VHD

Start on the Lifecycle Services Project page.
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1. In the Environments section, click the plus sign (+).
The Microsoft Azure setup dialog box opens.

2. Enter your Azure subscription ID. This is available on Azure Management Portal
(https://manage.windowsazure.com/), under the Settings button in the lower left.
3. Click Next.
4. Download the Azure Management Certificate to a local folder on your computer, and then upload it to
Azure Management Portal (go to Settings > Management Certificates).
This certificate will enable Lifecycle Services to communicate with Azure on your behalf.
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5. Return to Lifecycle Services, and click Next.
6. Select the Azure region to deploy in. West US will have the fastest deployments, but it’s important that
you select a data center that is close to where you plan to use this system.
7. Click Connect.
8. In the list of available topologies, select the topology to deploy. You can click either the Download link
to download the VHD or Next to deploy on Azure. Azure is the preferred path.
9. Enter the environment name.
10. Read the terms, and then select the check box to indicate you understand them.
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11. Click Next.
12. Confirm the details, and then click Deploy.
Note: Developers and administrators who will use their own environments must sign in and repeat
these steps.
After you deploy your environment, it will be available in the Environments list.

13. Click the environment to view details about the deployment status.
The first deployment will take a few hours, but each subsequent deployment will be much faster.
14. When the deployment status changes to Deployed, click Login to connect to the client, or click the VM
name to the development machine by using Remote Desktop.
After the deployment is completed, you can find the base URL, and also the information that you require
to connect to the environment via Remote Desktop.

Use the features of Lifecycle Services
Lifecycle Services is the starting point for performing online administrative activities. Here are some of these
activities:
• Deploying VMs on Azure
• Accessing materials
• Accessing downloads of tools and resources
Explore the Lifecycle Services project
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1. Review the methodology, and complete the tasks and phases as you progress through the life cycle.

Phases and tasks – Lets you view tools and resources that are available throughout your
ERP experience.
2. Scroll to the right, and review the tiles.
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3. The available tiles include various tools and services in Lifecycle Services. They also include the following
additional tiles:
• My subscription – The Office 365 subscription management portal is where you can view and
work with your online subscriptions. By clicking User and Groups in the left navigation section of
the page, you can also manage your online users.
Note: You must be a member of the Global Administrator role for your organization’s Microsoft
Online tenant to access this link.
• Feedback and bugs – This tile opens the General Feedback page in Microsoft Connect. Use this
page to record bugs, design change requests, feature requests, and suggestions.
• Office 365 users – This tile opens the Users and groups page in Office 365 admin center. You
can add, update, and remove users, reset passwords, and assign licenses for other services.
Note: You must be a member of the Global Administrator role for your organization’s Microsoft
Online Services tenant to access this link. The installing user is always a global administrator, but
others must be added to this role.
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MICROSOFT RESOURCES
CustomerSource
Please see the link below on Microsoft’s CustomerSource and how to access your service plan benefits any time.
http://www.microsoft.com/dynamics/customer/en-us/access-customersource/default.aspx

Take the 60 minute tour of the features and benefits for CustomerSource to assure you’re getting the most
value from your Microsoft investment.
•

CustomerSource Community and Tools: CustomerSource is an authorized website for customers
enrolled in the Enhancement Plan. The site contains a searchable knowledge base, downloads,
documentation, discussion boards, online training, news and other features. These resources can help
you be more productive, empowered and connected.

•

Unlimited Online Training Benefits: These are new benefits for all customers enrolled in the
Enhancement Plan, available globally.
o
o
o

E-Courses: classroom-equivalent online training on specific topic areas, e.g. a product module.
English only.
Training Manuals: Training manuals that can be used as a study tool or as a desktop reference.
Available in multiple languages.
Courseware Extensions: Addendums available for select Courseware titles designed to deliver
content on local functionality within a given country. Available primarily in English, some in
other languages.
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o

o

What’s New Training Manuals/Courseware: Delta training between product versions. Available
in English with a few titles translated into other languages. Always available as a manual with
some product versions available as an e-Course.
Learning Plans: A training roadmap that helps you easily find the training you need. Outlines
every training and certification option available for each module. English only.

If you encounter any problems logging into Customersource or with creating the necessary Windows Live ID
required to do so, please submit your inquiry to the following e-mail address below. As these portals are
maintained by Microsoft, this is the most expedient way to resolve any issues or concerns.
mbsorder@microsoft.com

Dynamics 365 for Operations Help Wiki
https://ax.help.dynamics.com/en/

Page 15

MEET THE TEAM
CFBS Team Logins and Access Request
We have a great team with years of experience and know how. And we all want to be able to help you solve any
issues you may be having as soon as possible, as well as, get your project off to a great start.
Each team member will need a login to your Development, Test, and Production environments during the course
of the implementation.
Mica Mitchell, Dynamics AX Support Specialist
(888) 479Ext. 7155
• Phone:
5667
• Email/Lync mmitchell@clientsfirsttx.com
/Skype:

Mark Skinner, Director of Services
(888) 479Ext. 7140
• Phone:
5667
(817) 691-0424
• Cell:
• Email/Lync mskinner@clientsfirsttx.com
/Skype:

Jeannie Cooper, Associate Application Specialist
(888) 479Ext. 7145
• Phone:
5667
(214) 557-7328
• Cell:
• Email/Lync: jcooper@clientsfirst-tx.com

Kippi Halfin, Senior Application Consultant
(888) 479Ext. 7180
• Phone:
5667
(817) 233-5508
• Cell:
• Email/Lync
khalfin@clientsfirst-tx.com
/Skype:

Joe Hurylovich, Senior Application Specialist
(888) 479Ext. 7260
• Phone:
5667
(570) 236-3460
• Cell:
• Email/Lync: jhurylovich@clientsfirsttx.com

Lisa Swaim, Functional Consultant
(888) 479Ext. 7235
• Phone:
5667
• Email/Lync: lswaim@clientsfirst-tx.com

Don Shields, Application Consultant
(888) 479Ext. 7165
• Phone:
5667
(915) 317-6804
• Cell:
• Email/Lync: dshields@clientsfirst-tx.com

Charan Bhamidi, Senior Application Specialist
(888) 479Ext. 7150
• Phone:
5667
(682) 429-9724
• Cell:
• Email/Lync: sbhamidi@clientsfirsttx.com
Bolun Han, Programmer Analyst
(888) 479Ext. 7250
• Phone:
5667
• Email/Lync: bhan@clientsfirst-tx.com
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NEXT STEPS
Identify your Project Team
A crucial part of a successful software implementation is in selecting the right team and ensuring they have the
availability needed to work on the project. The Project Team should be made up of Subject Matter Experts
(SMEs) covering all areas of the business. Valuable traits include the ability and some authority to make
decisions, open to new ways of doing things, problem solver, team player with good communication skills and
the ability to train and support others.

Define Reporting Requirements
What are your must have GO LIVE reporting requirements?
Gather examples of these reports and submit them to Clients First as early in the project as possible. This
information will be of great use while identifying the initial setups. It will also allow for the planning and
scheduling of any needed development work early in the project which helps protect the project timeline.

Kick Off Meeting
A beginning is always the optimal and most critical time for assuring that expectations are set properly and that
all the participants in the project have at least a high level understanding of what is to be done and how.
The Clients First project manager will contact you to schedule the kick-off meeting. It is ideal for all of the
project team members on the clients’ side to be present in this meeting.
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CRUCIAL IMPLEMENTATION STEPS FOR THE PROTECTION OF YOUR
BUSINESS
•

•

•

Set a feasible timeline
o Are there any conflicting objectives? A software implementation should be your company’s only
objective other than normal operations.
o Due to the risk involved if the timeline appears unreasonable or if there are conflicting
objectives, a sign off is required by executives representing both companies.
Data Migration
o If ALL data isn’t proven good and repeatable within a timely manner, the project is in serious
danger of failure.
o Must have completed one ‘dress rehearsal’ data migration before going live with no issues.
o The data migration ‘dress rehearsal’ occurs just before User Acceptance Testing.
o After User Acceptance Testing, the customer must accept data “as is” for going live. No changes
are allowed.
o If changes are required, another round of User Acceptance Testing will need to be performed.
o This cycle will need to be repeated until customer accepts data.
o All data to be migrated must be included in this rehearsal, including historical or transactional
data if required.
o Due to the risk involved, if the decision is made to proceed with the implementation without the
completion of a successful dress rehearsal, a sign off is required by executives representing both
companies.
User Acceptance Testing
o If the combination of data, setups, processes and training is not proven good, the project is in
serious danger of failure. At least one day’s transactions entered by USERS & validated all the
way through to GL entries is required.
o Costing, inventory, reporting requirements, everything!
o Due to the risk involved, if the decision is made to proceed with the implementation without the
completion of successful User Acceptance Testing, a sign off is required by executives
representing both companies.
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ONGOING SUPPORT AFTER GO-LIVE
Service Tickets
Service Tickets are individual tickets that usually deal with one issue and may take as little as a few moments or
as long as several months to resolve depending on the complexity of the issue. Service tickets are allocated
based on the best resource for the job and the timeframe expectation. We do not usually provide a quote for
Service Tickets so if you require a quote please let us know when you submit your ticket and we will be happy to
provide an estimate. Please note that estimates are based on what we know, once we begin to work on an issue
we may discover complexities that change the way we have to approach the issue and the estimate can change.
We will do our best to notify you in a timely manner but when a consultant is in the middle of researching
and/or making updates, it is best to let them finish. Please note, estimating also adds to the time it takes to
resolve a ticket since they have to go through the quote and approval processes. A good rule of thumb is to
request estimates for reports or items that need development work if estimates are required.
If your company requires a purchase order number be linked to service tickets, please let us know this
information as soon as possible so that your invoices are correct.

Things to Consider when Submitting a Support Ticket
There are three ways to submit a support ticket:
•
•
•

Email: Send a mail to cfbssupport@clientsfirst-tx.com
Web: Log in to our portal and create a new ticket: https://support.clientsfirst-tx.com/support
Emergency: IM or email the CFBS employee that you commonly work with and we’ll create the ticket
for you.

When submitting a service ticket please provide as much detail as possible, including screen shots and examples.
The more information you provide up front the easier it will be to assign the correct resource and get the issue
resolved in a timely manner. Sometimes it takes a team to resolve a Service Ticket and sometimes it is as simple
as giving you a link to instructions.
Please note the best way to avoid costly, complex issues is to reach out to us as soon as you have an issue. We
all have good intentions but sometimes continuing to try to work around or guess at how to fix an issue causes
bigger problems which makes it harder for us to track down the original cause and/or to rectify it.
Following are some specifics to consider when submitting a ticket:
•
•
•
•
•
•

Did you receive an error message?
o If so, please send us a copy of the ENTIRE error message
▪ Make sure to expand the error message window to show the entire message
What were you trying to accomplish when you received the error?
Has this issue happened more than once?
Has it happened to a particular user or a group of users?
Does it seem to happen at any particular time of day?
Always include screen shots and details for any relevant information:
o Reference numbers such as sales order number, purchase order number, item number, etc.
o Selection Criteria
o Path to the specific area
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•
•

Have you been able to replicate the error in the test environment?
o Try utilizing the Task Recorder to record the steps and send us this detail
If you are requesting development work, a report for example, then let us know your vision.
o What should the report look like? Give an example.
o Is there already a report that is similar and just needs some tweaking? If so what is that report?
And what needs to be tweaked?
o What fields need to be included?
o What criteria do you need?
o Are there any required calculations?
o What is the overall goal of the development work?

If you have an emergency, please let us know when submitting the ticket by entering ***EMERGENCY*** in the
ticket heading. We respectfully request that this only be done in true emergencies.
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