
Savvas License Allocation System
Allocate Licenses

Welcome to the Savvas License Allocation System. This training document will review the steps
to allocate licenses in the system.

1. From the Home page, click the down arrow and select the “View current license pools &
allocations” option:

2. Next select the appropriate discipline(s) then click Continue:



3. The next screen will display the current license pools for the discipline(s) you select.
Click on the PO you want to allocate the license from:

4. Next, click the down arrow to view your school list and then select the school you want to
allocate the license to:

5. After selecting the school you will see the allocation screen. Enter the allocation quantity
for the appropriate line items:



6. Next:
● verify the school start and end date (note there is a 15 month limit between the

start and end dates)
● enter the School Reference ID (if you have one)
● then click “Add to Cart”

7. You will see a pop up window confirming that your allocation request has been saved.
Click close to close the pop up window:

8. The next screen will display your saved allocations. From here you can either “Place
More Requests” or “View Cart & Submit Requests”.



Clicking “Place More Requests” will take you back to the “Select Your Discipline” page to
view the current license pool and start the allocation process.

9. When you click to “View Cart & Submit Requests” you will see the “Allocate Licenses -
Confirmation” page which confirms that the license allocation request(s) have been
submitted. Note that the licenses will be provisioned and available to your customer
within 3 business days.



10. You will also receive an email confirmation with OASIS tracking information:

You now know how to allocate licenses in the Savvas License Allocation System. Please use

the option in the system if you still have questions.


