
Card Access Requests

•	 The best way to request card access is to fill out the Card Access Request Form which is located 
on the COEN website under Faculty and Staff  Resources. (See Fig. 1)

•	 Only Faculty or Staff  are to fill out the form. (See Fig. 2)

•	 If  you have multiple access requests for a room (ex. ENGR 111) you can attach an Excel 
Spreadsheet.

•	 You can have multiple rooms/buildings on a request. (ex. ENGR 111, MEC 301)

•	 When the form is submitted it creates a ticket in Spiceworks and is an easy way to keep track of  
all requests. (See Fig. 3)

•	 Contact Michele Armstrong at marmstro@boisestate.edu first before calling facilities.

•	 This handout will be available at https://coen.boisestate.edu/coen-administrative-processes/ 
and also at http://coen.boisestate.edu/wds/documentation/
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