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Instructions to Request a Microsoft License Upgrade to 
View Power BI Dashboards 

If you are unable to view our redesigned Power BI dashboards despite being logged in 
using your single sign on (SSO), it is likely that you do not have the right Microsoft 
license. This is typically the case for adjunct faculty and NANCE employees. Please 
follow the instructions below to request a license upgrade. 
 
1. Log in to IT Service Desk with your SSO credentials. 

 
2. Type “Microsoft license” in the search box. 
 

 
 

3. Select “Microsoft License Upgrade or Additional” under Service Items results. 
 

 

https://help.sdccd.edu/support/home
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4. Complete and submit the online form. In the justification section, explain that you 

need a license upgrade to view Power BI dashboards and include any pertinent 
details. 

 

 


