
NEXT 

Discover the Subscription Advantage 

Managing Subscription 
Contracts 
Autodesk Subscription offers you a broad range of benefits to help you get the most 
out of your Autodesk software. 

This tutorial shows you how to use the contract administration tools available on 
Subscription Center.  

Clem Kuns, Autodesk Subscription Customer 



NEXT 

Contract Administration Tools 
Subscription Center offers a variety of contract administration tools to help you 
keep your Subscription contracts and software licenses both current and organized.  
These include: 

•   Renewal Reports 
•   Coverage Reports 
•   Group Names 
•   And more 

Clem Kuns, Autodesk Subscription Customer 
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Managing 
Subscription Contracts 

To access and use the 
contract administration 
tools on Subscription 
Center, sign in at: 

www.autodesk.com/ 
subscriptionlogin 
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On the Subscription Center 
home page, click Contract 
Administration. 

You must be signed in as the 
Contract Manager or 
Software Coordinator to 
access the Contract 
Administration page. If you 
are not signed in as the 
Contract Manager or 
Software Coordinator, you 
will not see this link. 
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The Contract Administration 
page gives you access to a 
variety of reports and tools, 
including the Renewal Report. 

Click the Renewal Report link. 
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Managing 
Subscription Contracts 

Only the Contract Manager 
can view the renewal report. 
This report lists any 
contracts that are coming 
up for renewal in the next 
90 days.  
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Managing 
Subscription Contracts 

In addition to the Renewal 
Report, a Coverage Report is 
also available on the 
Contract Administration 
page. 

Both Software Coordinators 
and Contract Managers can 
view Coverage Reports for 
the contracts they manage. 
Click the Coverage Report 
link.  
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Managing 
Subscription Contracts 

Next, click the contract 
number for which you‘d like 
to see a coverage report. 
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Managing 
Subscription Contracts 

On the coverage report, you 
will see a variety of helpful 
details for the contract you 
selected. 

For example, the Contract 
Number is listed here. This 
number will come in handy 
whenever you contact the 
Autodesk Business Center, 
or when you contact your 
reseller to renew your 
Subscription contract. 
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Managing 
Subscription Contracts 

You will also see the Start 
and End Dates for the 
contract. You‘ll want to keep 
track of the end date, in 
particular, to avoid renewal 
late fees, and to ensure 
continued access to your 
Subscription benefits. 
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Managing 
Subscription Contracts 

You will also see a list of the 
products covered under the 
Subscription contract. For 
each product, you can see its 
serial number, product key, 
the level of support you have, 
the number of seats you 
have, and more. For some 
products, you might also see 
a Group Name listed. 
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Managing 
Subscription Contracts 

Group names are controlled 
by the Contract Manager. 
They allow you to group 
multiple product serial 
numbers together and easily 
identify who is using the 
products by giving them a 
name you will recognize. For 
example, you might want to 
associate certain serial 
numbers with the name of a 
specific office location, team 
of users, or project. You can 
name selected serial numbers 
however you choose. 
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Managing 
Subscription Contracts 

To set up Group Names, you 
will need to go back to the 
Contract Administration 
page.  

Click Manage Software 
Coordinators. Only Contract 
Managers will be able to 
view this link and access this 
feature. 
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Managing 
Subscription Contracts 

Next, select the contract for 
which you would like to set 
up groups and/or 
personalized names.   

Click the Products tab. Now, 
select the Serial Numbers 
you would like to group 
together and name.  A group 
can consist of just one serial 
number—or multiple serial 
numbers.  
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Managing 
Subscription Contracts 

Next, click Rename Group. 
Enter the name you would 
like to use.  

When you have finished, 
click Apply to All. Now you‘ll 
be able to return to the 
coverage report at any time, 
and quickly see your product 
serial numbers organized by 
the group names you 
created. 
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Managing 
Subscription Contracts 

Contract Managers can also 
designate Software 
Coordinator(s) to help you 
manage your Subscription 
account.  

Software Coordinators can 
give other users access to 
Subscription Center and act 
as a first line of contact for 
your end users.  
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Software Coordinators can 
also set your delivery 
preference for future 
upgrades, and will be 
notified when/if any 
software upgrades are 
released.  

You can designate one 
Software Coordinator for 
each product or for a group 
of products.  
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On the Contract 
Administration page, click 
Manage Software 
Coordinators. Only Contract 
Managers will be able to 
view this link and access this 
feature. 



Managing 
Subscription Contracts 

Select a contract. 
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Managing 
Subscription Contracts 

Now click the Products tab. 
Check the boxes next to the 
product serial numbers for 
which you would like to 
designate a Software 
Coordinator. Then click 
Assign. 
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Managing 
Subscription Contracts 

A list of Software 
Coordinators already 
assigned to other product 
serial numbers will be 
displayed in a new window. 
You can select any of them 
by clicking the arrow icon 
next to the name. Or, to 
designate another user as 
your Software Coordinator, 
click Add to select from your 
current list of Subscription 
Center users.  
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Managing 
Subscription Contracts 

If the person you wish to 
designate is not a current 
user, you will need to add 
him/her as a user first. You 
can do this under Invite New 
Users on the Contract 
Administration page.  

Once you have selected or 
added a Software 
Coordinator, click Assign, 
and you‘re done.  
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Managing 
Subscription Contracts 

To learn more about 
Autodesk Subscription, 
check out the Program 
Guide, as well as Frequently 
Asked Questions in the 
Program Information section 
of Subscription Center. 
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START OVER 

Discover the Subscription Advantage  
Visit Autodesk Subscription Center Today 
www.autodesk.com/subscriptionlogin 
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