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SUNY FREDONIA – FACILITIES SERVICES 

BUILDING AND DOOR ACCESS INSTRUCTIONS 
 

Note: Only one Building per submission 

 
Go to this web site on the Internet 

http://forms.fredonia.edu/facilities/default.aspx 

 

Click on  “Select Employee”  
 

 
 

 

Click on the  “First Letter” of the Last Name 
 

 
 

http://forms.fredonia.edu/facilities/default.aspx
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Click on drop down list arrow to see name choices 
 

 
 

 

1 - Click on a Name 
2 - Click on “Submit” 
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The Form Will Open Pre-Populated with Information 
 

Select “Building” from drop down list and the appropriate door 
choices will appear.  
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1 – Check each box for required “Door(s)”  
2 - Indicate Dates and Times 
3 – Enter any Special Notes  
4 – “Submit” 
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 The supervisor (or designee) of the selected employee will 
receive an e-mail with a link to this completed form.  

 After reviewing the request, the supervisor can make 
changes, if necessary, and then either approve or reject 
the request.  

 If the supervisor approves the request, an e-mail will be 
sent to Michael Jackino for programming the door(s). 


