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Submit SBC Request 
1) Search for the Security Systems Building Coordinator request type with a keyword or Select from 

the Request icons. 

2) Populate the fields throughout 
the form. 

a. The contact information will 
default to your profile. It is not 

editable. 
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3) Select the Property. This should be the primary building associated with the Security Systems 
Building Coordinator change. 

a. Click the dropdown and begin to type the building name or number. 

b. When complete, Click the Next button. 

4) Continue to fill out the 

Request Form 

a. Select the type of access 

request 

b. Enter the full name(s) of 

the employee(s) in the 

field provided. 

c. Enter NCID(s) in the field 
provided 

d. Enter any additional 

details 
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e. Click the link to 
download the request 

form. 

f. Click and download 

the SOP and fill out 
the Request form to 

the SOP specifications. 

g. Once the form is 

complete. Drag or 

browse to attach the 
file in the Attachment 

box. 

h. Click Next to continue. 

5) Review the remaining information and click the Review button to continue. 
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6) Review the full 

request one last 
time and Click 

Submit. 

7) The process is 
complete. 
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