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Avaya Store Agent Guide for ACO
Canada 
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Avaya Store: ACO, CCaaS, Spaces all in one tool

Shop, track activity

Single sign-on

Embedded Sales tools

Quick Links

partners.avayacloudoffice.com

partners.avayacloudoffice.com
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Deal Registration 

All Registered 
Deals will be 
listed and 
searchable.

Deals can be registered as New Deal or 
New (On behalf of) if registering under a 
Partner contact. 

Be sure to select the correct Master Agent 
when choosing a partner with multiple PIDs. 
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Deal Registration - Select Partner

To register a deal “On behalf of” a partner
Select Partner at the top left.

Search partner contact by keyword, select the 
partner and finish registering deal. 
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Lead Conversion

Leads for companies under 100 employees 
are automatically converted to an 
Opportunity within 15 minutes.

For larger deals, complete the Strategy call 
and select “Request Lead Conversion”

Approved Registered Deals will progress to 
Leads tab.

Search Leads by keyword or sort by status.
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Opportunities  

Leads must be converted to an Opportunity to 
begin building a quote.

To start creating the quote, open the Opportunity 
and select “Create Quote” in the middle of the 
page.
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Building the Quote

Select Monthly or 
Yearly pricing 

Input quantity of 
licenses – defaults 
to 50

Pick a Package 
*cannot mix 
package types
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Quote - Pick Your Numbers

Pick your type of 
number – main local 
or Toll-free

Main local fax and 
Toll-free fax can be 
added

For additional fee:
True 800 Number
Vanity Number
Additional local or 
toll free numbers
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Quote - Add Products 

Digital Basic has 
limited functionality. 
This is ideal for 
common areas (lobby) 
or with an ATA. 

Grayed out boxes 
cannot be discounted. 
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Add Products – Devices 

Each purchase option has an 
expandable dropdown menu 
of selectable phones.
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Add Products – Add-Ons, Bundles

Add on Live 
Reports, 
more local 
and Toll-free 
numbers

Add bundles 
of minutes 
or calling 
credit



12

Add Products – International 

Add international 
local number and 
toll-free numbers

Add Global Office license 
by region 
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Select Implementation

Add implementation:

- Engage ProServ: Select for Avaya Professional Services

- Basic: included in the seat price (remote, <100 seats, 1-2 sites)

- Engage Avaya: Storefront option for Avaya Professional services

Google form to provide details for 
Avaya Professional Services
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Review Your Quote

Prior to requesting a 
discount or submitting 
order, review your quote is 
correct. 
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Sales Proposal 

Taxes and Shipping charges are not 
included on the budgetary quote or order 
form.  They will be detailed on the invoice

Save the quote with term and start date, select 
Quote PDF to generate budgetary quote to share 
to customer.
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Non-Standard Requests

Promotion: Slide the bar if you have a promo 
code, enter it, add promo details in justification  

Special Bid: If pricing assistance is needed, input the 
requested discount % and business justification

All promotion and discount requests are submitted via 
Non Standard Request under Order Details.

Submit for review.  Promotional pricing will be applied.  
If special pricing is approved, discounts will be added. 
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Order Details - Contract 

If you have special 
contract requirements, 
type them in the box 
below, and click Save

Note - If there are multiple quotes 
on an opportunity, advance the 
one marked “Primary”

Select MSA agreement:
Commercial > 250 seats
Enterprise  < 251 seats
Click Save to confirm 
contract details

To submit an order, both the Contract and Ready to 
Order sections must be completed.
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Order Details - Ready to Order Indicate if the customer 
is tax exempt and upload 
their certificate

Choose payment method

Shipping details for handsets 
are required, add locations as 
needed

Note preferred area code for 
the digital lines
Save to submit the order

After Contract type is saved, select 
Ready to Order to provide required 
information and submit the order. 
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Deal Status



20

Customer Change Order 

To submit a change order, go to the 
Customer tab 
Ensure the Customer’s account 
status is “Paid”.
Click on Customer to open and view 
details. 

Click New
under 
Customer 
Opportunities

Input change 
details, Submit
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Customer Account Change Requests 

Additional contacts can be 
added to customer account.

Submit Account Changes 
such as updating primary 
contact, address. 


