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How to Submit an Access ID Badge Request




Should | put In a request?

The work order Access ID Badge request option is for current employees only. All new
employee requests must be processed through Personnel.

Please only submit a badge request if a current employee:
has lost their ID
has a broken ID
IS switching locations
needs additional building access

* Each department has authorized users who can submit requests. All requests require supervisor approval. *




https://edu.quecentre.com/ocmboces/Login
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If you do not have an account, and have been designated as the user for your
department, please have your supervisor contact Andrea Facciponte at:



mailto:afacciponte@ocmboces.org
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— Work Order Contact

Contact [ Support, Q Ware B

Information:

r—Details

Work Order Details | Inventory

Service Area:
Campus:
Building/Location:
Area/Location:
Room/Program:

Location:

[ Employee ID/Access Card

[ Main Campus

I All Locations

lAII Locations

[AII Locations

© Assets

Description:

Jane Doe lost her badge and needs a replacement.

Words: 0 Characters: 0

Status:

Name: Last, First:
Position:
Division:
Supervisor:
Employee Type:
OCM Employee

Number or Other

Employer Name:

— Additional Information

| Doe, Jane

[a

| Student Services

[ John Smitn

I Select

[12345

1-Bldg/Days/Hours: | Main Campus/M-F/6a-Tp

2-Bldg/Days/Hours: | Henry A CTE/M-F/6a-5p

3-Bldg/Days/Hours: I

ID Badge Status: | Lost

If Status Change- |

Reason:

Attach employee .jpg | Select ﬁ
photo as needed: =

Version: 2.1.3.10

A new photo is not
required.




CONTACT

Facilities - Operations & Maintenance
6820 Thompson Road
Bldg. C
Syracuse, NY 13221

P:(315) 433-2644
F: (315) 433-2633




