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O365 Purchasing Process
Each State Agency will continue to maintain their own Enterprise Agreement (EA) with Microsoft and be responsible for maintaining the correct number of licenses for their agency.
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1. Managing Request
1.1. Purchase O365 Licenses
Each agency decides which reseller to purchase from.

	
	
	

	
	Participants
[image: image1.png]



Agency

.

	

	
	
	


2. Managing Validation & Processing
2.1. Receive Activation Email
The agency receives an activation email from Microsoft triggering them to open a Service Request in Cherwell.
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2.2. Submit Cherwell Ticket
Agency submits a Cherwell Support Ticket and attaches the Activation Email to the ticket.

 

CI Opportunity:

 

1.  Include details of Cherwell requirements with this request to the agencies.  For instance, they should be instructed ahead of time what type of Cherwell request this needs to be and what priority level to use. 
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3. Managing Approvals
3.1. Apply Licenses to State Tenant
DET will apply licenses to State Tenant.
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4. Managing Reporting & Maintenance
4.1. Close Ticket
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