
Project Online Access Request Process
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DSR REQUEST SOFTWARE CENTER REQUEST

Start End
Submit DSR for Project Online 

access

Determine type of license needed. 

Assigns appropriate Active 
Directory security group to person 

who needs access

Update DSR for type of license 
needed

Assigns license to person needing 
access

Approve DSR

Approved?

Approve/reject 
software request

Send notification to download 
and install software

Requested 
correct type of 

Project software?

Yes

Yes

Send notification for rejection 
reason

No

Send notification to download 
correct type of Project software

No

Download and install MS Project 
software

Request MS Project
2016 software in Software 

Center
(Note: Only PMs or 

Schedulers)

Yes

INSTRUCTIONS:
1 - On the ‘Add/Modify or 
Remove Employee/
Consultant Access’ screen, 
select Other ‘(CatchAll)’ and 
in the ‘Special Instructions’ 
enter “Please grant access to 
Project Online and assign 
license. Assign request to 
Charlene. I am a <insert your 
position>.”
2- Forward the email 
received from the IT Service 
Desk to Charlene Vinson 
(cvinson@ameren.com). In 
the subject line enter 
“Requesting Project Online 
Access”

Project Online 
Access is granted

No

For PMs who will maintain 
project schedules: MS Project 
Professional

Any other role: MS Project 
Standard or web app

Reassigns the IT 
Service Ticket in 

ServiceNow to the 
Office 365 Team

 Project Online Professional for PMS

 Project Online Premium without a 

Project Client for IT Sups

 Project Online Essentials for others

 PROJ_PROJMGRS for PMs

 PROJ_RESMGRS for IT Supervisors

 PROJ_TEAMMEMBERS for others
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