
Tutorial Index

Key/Card/Alarm Requests
• View Access Request
• Change Access Request 

Status (PI/Supervisor)
• Set Access Request Expiry 

Date (PI/Supervisor)

Approval Groups
• View/Edit Approval Groups



1. Click 
Dashboard in 
the Menu.

2. Search for the request 
and locate the desired 
request in the table.

View Access Request (PI/Supervisor)
3. Click View in the 
Details col. to open the 
Request Details popup.

4. The Selected Rooms tab shows all 
requested rooms and whether the room 
has been fully approved (Approved? col.)

5. The Form Details tab displays all the 
information provided by the user and 
the expiry date set by the supervisor.
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6. The Training Records tab lists all 
required trainings for all requested 
rooms. A green checkmark         
indicates the applicant has the training.



1. Click 
Dashboard in 
the Menu.

2. Search for the request and locate 
the desired request in the table.

Change Access Request Status (PI/Supervisor)
3. Select an approval option from 
the drop-down menu and click 
Update to update a single request.

The approval options 
are Approved, Declined, 
and Insufficient Info.

4. To update multiple requests to the 
same approval status, select the 
checkbox of each of the desired request.

5. Click Update All. This will open 
the Update All popup.

6. Select the 
desired approval 
option from the 
drop-down menu 
and click Confirm 
to update all to 
update all 
selected requests.

INFO

Each request has an 
Approval Role. If the role 
is Individual, only the PI 
or an admin can change 
the status. If the role is 
Group, then the request 
can be altered by any of 
the approval group 
members (or an admin).



1. Click 
Dashboard in 
the Menu.

2. Search for the request and locate 
the desired request in the table.

Set Access Request Expiry Date (PI/Supervisor)

3. Locate the Expiry 
Date col.

4. Set the desired expiry 
date and click Update to 
update the expiry date.

5. Once updated, the table will 
indicate how many days are left 
for the request.



1. Click Approval Group 
in the Menu.

2. Search group by name, or a member’s name.

DEFINITION

Approval Group: a group of users 
granted permission to review and 
approve requests within a room. 
Approval by any single group 
member acts as authorization for 
the full group.

View/Edit Approval Groups

3. Users with the Coordinator role can edit the group, 
including removing or adding members, and altering 
member roles.

Click Edit in the Actions col. to locate the Approval 
Group edit page.

4. Add new members by CWL and select 
their role. Click the Add button to submit.

5. Alter the role of an existing 
member by selecting a role from the 
dropdown and clicking Update.

6. Remove an existing member by clicking the Remove 
button. A confirmation popup will appear, which must be 
accepted to complete the action.
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