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Accessing the Door Access Request Form

Door access requests are processed through the KSU Door Access site. The following describes how to access
the door access request form:

1. Navigate to https://dooraccess.kennesaw.edu.
2. The Door AccesBome page will appear. Under Door Access Requestick the Submit a Request link.

Door Access Requests

> Submit a Request

Figure 1 - Click the Submit a Request Link

3. A description of the door access request process will appear for your review. When you are ready to
begin your request, click Submit a Request.

SUBMIT A REQUEST

Figure 2 - Click Submit a Request
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4. The KiSSFLOWIign Invindow will appear. Under Usernameenter your KSU primary email address

(e.g., scrappyl@kennesaw.edu) (See Figure 3).

5. Click Sign in with Single sign-on (See Figure 3).
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6. The Sign Inwindow will appear. Enter your KSU Email Address and Password (See Figure 4).

7. Click Sign in (See Figure 4).

Figure 3 - KiSSFLOW Sign In

Sign in with your organizational account

scrappy1@kennesaw.edu

-----------------

Please use your primary E-mail address to login.
Students: [Netid]@students.kennesaw.edu
Faculty/Staff: [NetlD]@kennesaw.edu

To change or reset your password, please visit Net|D.
For help with KSUmail, please visit KSUmail Help.

Figure 4 - New Session
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8. You will be directed to the Duo Authenticatiorwindow to verify your identity. Follow the appropriate

steps to provide verification.

Note: To access instructions for Duo setup and verification, please visit the UITS Documentation Center.

For security reasons, we require additional information
to verify your account (I ™ “'@kennesaw.edu)

% = Settings

Device: | android poo-x-" ) .

Send Me a Push

Call Me

Figure 5 - Duo Verification

9. The KiISSFLOWobme page will appear.
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Figure 6 - KiSSFLOW Home Page
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Completing the Door Access Request Form

The following describes how to complete the Door AccesdRequestFormto submit a request for yourself
selecting specific doors:

1. To create a new request, click the Add (+) button.
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Figure 7 - Click Add

2. The Create Newvindow will appear. To the right of DoorAccess Requestick Initiate.

Create New Q. X
Door Access Request )

NITIATE
Access Group Administration e
Lock Administration ]

NITIATI

Figure 8 - Click Initiate
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3. The Door Access Request Fomifl open. In the This Request is fofi2ld, click the drop-down arrow

(See Figure 9).

4. Inthe drop-down menuselect Self (See Figure 9).
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5. This will populate the Single Requestformation section with your name and email address.
6. To select specific doors, under Request accesg/txlick the checkbox next to Door.

Figure 9 - Select Self

Door Access Re

This request is for

Self

quest Form

?

Request access by

Door

D Access Group

Figure 10 - Click the Checkbox

7. The Request by doatelection box will appear below the Single Reque$tformation section. To add a

single row, click Add New Row.

Request by door

]

Campus

ADD NEW ROW

Building

Mo rows have been added

Room

Figure 11 - Add New Row
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8. Arow is added to the table. Under Campusclick the drop-down arrow (See Figure 12).

9.

In the drop-down menuiclick to select the appropriate campus (See Figure 12).

Request by door

O

Campus

Choose one or both

Building

O

ADD NEW ROW

Marietta

Kennesaw

Room

Figure 12 - Select Campus

10. Under Building click the search button to display a drop-down menu to select the desired building.

Request by door

Campus
d
Choose one or both
O Marietta
ADD NEW ROW -
Event Access
Is this access associated with a registered event?

Cabinet/Desk access

Decal Numbers

Access Justification

Building

“|

BuildingName

Academic Bldg

Administration Bldg
Architecture Bldg

Atrium Bldg

Central Receiving

Civil Engineering & Technology

Civil Engineering & Technology-Survey
Building

Crawford Lab Bldg

Room

Buildinglnitial

H
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N
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11.

Figure 13 - Select Building

Scroll to locate the desired building or begin typing in the Filter results..field to narrow the search
results to locate the desired building.

Building
Atrium By 1
BuildingName Buildinglnitial
Atrium Bldg J

Figure 14 - Narrow Search Results
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12. In the drop-down menu, click the desired building.

Building
Atrium 2
BuildingName Buildinglnitial
Atrium Bldg J

Figure 15 - Select Building

13. Under Room) click the search button to display a drop-down menu of available doors (See Figure 16).

14. Scroll to locate the desired door or begin typing in the Flter resuls...field to narrow the field

(See Figure 16).

15. Click the desired door (See Figure 16).

Request by door

Campus
O

Choose ane or both

O Marietta

ADD NEW ROW -

Event Access

Is this access associated with a registered event?

Cabinet/Desk access

Decal Numbers

Access Justification

Access Justification

Building

X Atrium Bldg X‘

Room

Rooms

J:01"-AMechanica

J:011-BMechanical

J:012IDF

J:013Electrica

J:100astair

J:100Mechanica

J:-101VisualizationLab

J102A

J:102Subwayback

J:106CL

Figure 16 - Select Door
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16. After you have made your selection, you may add a new row or add multiple rows to request access to
additional doors. To add multiple rows, click the drop-down arrow next to Add New Rowou may
select between Add 5 rows and Add 10 rows at a time.

Request by door

Campus
D Building Room

Chaose one or both

O Marietta > Atrium Bldg > | J102A X ]

Add 5 rows

Add 10 rows

Figure 17 - Add Multiple Rows

Note: To delete a single row, click the delete icon to the right of the row.

Request by door .

Ca
\:‘ s Building Room
Choose one or both
a Marietta > Atrium Bldg < J102A X |0}
O Kennesaw > 3205 - Campus Services X House3205:04(MDF) X ]

Figure 18 - Delete Row

Note: To delete multiple rows, click the checkbox to the left of the row(s); then click Delete Rows(s).

Request by door

Campus

D Choose one or both HLEE Foom

Marietta > Atrium Bldg X J102A X 1]
O Kennesaw > 3205 - Campus Services > House3205:04(MDF) X |0}
Kennesaw > 3205 - Campus Services > House3205:04(MDF) X W

ADD NEW ROW - | DELETE ROW(S)

Figure 19 - Delete Multiple Rows

17. When door selection is complete, you must specify a reason for the access request. If it is associated
with a specific event, toggle the Event Access button to Yes Otherwise, do not make any changes to
the Event Accessction (See Figure 20).

18. If cabinet or desk access is also being requested, enter the decal numbers in the Cabinet /Desk access
section (See Figure 20).
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19. In the Access Justificatiarction, enter the reason for the access request (See Figure 20).
Note: The asterisk indicates that this is a required field. You may not submit the request without entering text
in this field.

20. In the Commentdield, enter any additional information you deem necessary for those reviewing for
approval (See Figure 20).

Event Access

Is this access associated with a registered event?

£ (17

Cabinet/Desk access

Decal Numbers

Access Justification

Access Justification

This is my justification for making this request.

Comments

Figure 20 - Event Justification & Details

21. When you are ready to submit the request for approval, click Submit.

DELETE SAVE - SUBMIT

Figure 21 - Click Submit

22. Your request will be routed to the appropriate party for review.

Note: If you are not ready to submit the request, but would like to save for later completion, click Save.

DELETE SAVE - SUBMIT

Figure 22 - Click Save
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23. This will store to Drafts on the Homepage. When ready to retrieve, click Drafts (See Figure 23).
24. Click the appropriate Door Access Request to review, make any necessary changes, and either submit,
or delete (See Figure 23).

REPORTS

Drafts

®
U E.)c;orﬂccess Request - Request from @kennesaw.edu 24 e 1115 am
=

w

Figure 23 - Access Drafts

25. To save the form as a template, click the drop-down arrow next to Save(See Figure 24).
26. Click Save as Template (See Figure 24).

DELETE SAVE ' SUBMIT

SAVE AS TEMPLATE @

Figure 24 - Save as Template

27. This will copy the form to Drafts with a Use as Templateutton.

Drafts

2 Door Access Request - Req
@kennesaw.edu, Tr

t from USE THIS TEMPLATE Start ) "
ng Number : DA-00000 an

Figure 25 - Use as Template Button
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