Creating and Submitting a Key Request

1. Loginto ARCHIBUS at: https://archibus.uncc.edu/archibus/login.axvw
2. Sign in using your NinerNet username and Password.

3. Select UNCC Custom Modules

4. Next, select Key Customer, Key Request task

7% UNC CHARLOTTE

@ UNCC Custom Modules
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Tasks:

Customer Key Request

B Key Request
[J Manage Key Request

5. The Key Request form will display.
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6. If the key is requested for someone else, select the green ellipse E button located on the Requested field to
display the data list of employees. Enter search criteria in the search fields available and select the down red arrow to
filter the data list.

Eelect Value Requeeted for
Employes Name: A7
Employes Building Room
Employee Name Cod Telephone Code Floor Code Code
dinalld]

H ir ‘3 NATHAN (naaronsol 2700 00 9193583037 0001 o 1008
ARROTT, CHRISTINF (cmannart ) TNSRATANAT
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ARROTT, SHANTI (=ANDAMZ)
ABSUTI-MULLULD, |INA (fabbott
ABUDULLAH, CHRIS1IAN {cabdula)
AEEHNATHY, S5HLEY (aabemTl)
ABERNATHY, DONALD {dabemi0)
ABERMATHY, EMILY (sabernat)
ABERNETHY, JEFFREY (laberni15)
ABERNETHY, SHERAY (shabeme)
ABEMNETY, KM (kobcrnct)
AEIFAKER, ANAHD (aobifaks)
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7. After filtering the data list, select the correct Employee name the key is being requested for.

Employee Name: Bl1] D[2] All[=]

Department Sub-Department Employee Building Floor Room
Employee Name Code Code Telephone Code Code Code
BADMELLI, MEREDTH {mabadine} 1920 22300 T0468756T
DINELLO, RAY {rdinellokn) =il RO0DD 704 -587-4680 5004
DINELLO, RAYMOMND (rdinelio) 1240 13510 7045370551 0055 0z 231

8. The information will auto populate on the Key Request Form.
9. Type in the key request description.
10. Select the Next button located in the upper right corner of the form.

fRenuestRoams
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e Ky for room 232 P by 2nd Foor

11. The policy statement will display for reading and acknowledging.
12. Select the Yes button to accept the terms.

Confirm

2)
\-_'(’
** Mcaac Notc: mizsing information may cauac delay in the timchy proccasing and isauing of koya.

POLICY STATCMLNT

1. lunderstand that by accepting these keys | am accepting full financial rezspongibliity for any cest that may
ne Incurren Aue tn the INSs nr theft nf these keys | alkn uNderstand that these keys are the property nf the
Linversity nt North [Zarnina At Charintte and that these Keys iRt he returned HpON request or upen
termination of employment or enroliment, or Upon transter to ancther department or program.

2. The key holder ie to be the only individual allowsd to pick up their keye and muet bring phote identification. If
there iz somconc other than the key helder picking up koya en the key holder@apes;a behalf, the peraon
picking up thc keya must hawe an original signcd memo frem the department chair/dircctor approving the pick
up.

3. Nu sludenls wil be allvwed e pick up any keys Tun any deparbmenl unless ey are lisled as e reguested
for In the Key request; however, this does not Include student employees. Student employment may be
rherken through the Persanngal OTcs rior in relsase nf keys

4. Keys can be picked up at the front desk of the UNC Charlotte LockShop; located in the Cone Center room
175.

6. Keys not picked up after J weeks will be returned to the Key Shop and destroyed, and at that peint another
requcst will need to be filked if the keys are still needed. If a second request is fied, the need will be reviewed
on a case by casc basis.

6. Anyone leaving employment at UNCC must turn In keys 1o Faciliies Operations—not the Depariment. See
Key Heturn Form

By clicking yes | agree to the terms set forth in the policy statement.
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13. On the Key Request Form - Room List windowpane, select Add New.

e, AL Gbll)

ser: B PANFT & [abal] L}

14. The Select Building window will display. Use the ellipse buttons to add the building and floor.
15. You may use the_Select Drawing button after entering the building and floor to display the floor plan and then click in
the room to select and populate the field, if needed. Select the SAVE below if just the one room key is needed.

=]

Select Building » Load rooms of selected building | @

Building Code:* |[][155
Facilities Management & Police &
Floor Code: |02

Room Code: IZ3Z'I

Select Drawing

» Save | @

Room List

Room

|:| Primary Dept. Key
Code

Approver

Alternate Dept. Key

Department Approver

16. The key request form overview will display. Select Submit Request to submit the key request or select SAVE to
save the request for later review and submission. Note: you may access it later under the Manage Key Request task.

17. Multiple Room Keys: If more than one room key is needed, select the Load Rooms of selected building after
entering the Building and Floor code.
18. You may open and use the mini search console to locate specific rooms as needed.

19. Select the Check box to select all rooms needed and then select SAVE to add the rooms to the key request.

Select Building

| ®

» Load rooms of selected building

Buildiny Cude:~

[noss
Facilitics Managcement & MPolice & Pu...

Floor Code: [02

=
Roem Code: | -] Sclact Drawing

Room LISt

Hoom
(| Code

Floor

Primary Dept. Rey Alternate vept. Hey

Facilities Management AVC
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DINELLO, RAYMOND (rdinello)

Code Department Approver Approwver
| |
(=N S S 01 Unassigned Space (Sub-Department) DUFF, PAMELA (pduff) IBRAHIM, NADER [nibrahi1)
(] 01 ITS-Telecommunications BRILLANTE, FREDRICK (fjbrilla) IBRAHIM, NADER [nibrahil)
Ll 100C 01 Facilities Management AVC DINELLO, RAYMOMND (rdinello) IBRAHIM, NADER {nibrahil)
100D o1 Facilities Management AVC DINELLO, RAYMOND (rdinello) IBRAHIM, NADER {nibrahil)
L] 101 o1 Unassigned Space (Sub-Department) DUFF, PAMELA (pduff) IBRAHIM, NADER [(nibrahil)
I_'I i01C o1 Facilities Management AVC DINELLO, RAYMOMND (rdinello) IBRAHIM. NADER [nibrahil)

IBRAHIM, NADER {nibrahi1)

1048 Faciliies Management AWVC DINELLO, RAYMOND (rdinello) IBRAHIM, NADER {mbrahili)
D 1046 01 Facilities Management AVC DINELLO, RAYMOND (rdinello) IBRAHIM, NADER {nibrahii)
(] ios o1 Facilities Management AVC DINELLO, RAYMOND (rdinello) IBRAHIM, NMADER [{nibrahii)
(] 107 01 Facilities Management AVC DINELLO, RAYMOND (rdinello) IBRAHIM, NADER [nibrahii)
(] 108 01 Facilities Management AVC DINELLO, RAYMOND (rdinello) IBRAHIM, NADER [nibrahil)




20. The key request form overview page will display. Select Submit Request to submit the key request for review and
approval or select SAVE to save the request for later review and submission. Note: You may access the key request
later under the Manage Key Request task.

[P —— ssave |3 SubmitRequest | | @

nl: 10372002
by DUIFF, PAMALA (julull)
|DUFF, PAMELA (peuf B
d Commen
Commerts: Room key for bidg 0055
The following rooms could not be added because DUFF, PAMELA {pduff) already has keys that can gpen those doors.
Systcm Hook Senals Building Roam

MRS 6004 Faciliies Marzpzmers & Pefiee & ol Sefzry L5

TF DUFF, PAMELA {pduff) r in possession of thess kevs, tlease corfiact the key shop o update their information so that
thaee rooms can be added to thic key requast.

Room List

O Hoom Lode Hoor Lode Building Name Building Code
Ll C 0: Tacilities Management & Folice B Public... 0055
Ll 100D 01 Tadlities Management & Police & Public... 0055
Ll 01 Tacilities Management & Folice B Public... 0055

21. Example of the email notification sent to the Approvers:
Key Request 1143 has been submitted by: DUFF, PAMELA (pduff).

Please log into Archibus and review this request under Key Management - Department Key

Manager - Process Key Request/s (Dept).
Room key for bldg 0055

The following rooms could not be added because DUFF, PAMELA (pduff) already has keys that can open
those doors.

System Hook Serial# Building Room

FM/PS 6004 234242234 Facilities Management & Police & Public Safety 101

If DUFF, PAMELA (pduff) is no longer in possession of these keys, please contact the key shop to update
their information so that these rooms can be added to this key request.

Archibus auto generated email; please do not reply.
email identification number: 601-0.
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