
Link to New Access and Key Forms

https://apps.powerapps.com/play/e/default-51cca0e1-2d5a-4d1b-aa9a-ddaaa78aeec2/a/c18b73d4-5ad4-4ace-be8b-69f014409dc3?tenantId=51cca0e1-2d5a-4d1b-aa9a-ddaaa78aeec2&hint=b445c3f8-bfb0-4224-b10c-6718c32ac00a&sourcetime=1760621166714


New Process – One Platform for both Keys and Access
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This request is for me

I am requesting on behalf of..STEP ONE



New Process – One Platform for both Keys and Access
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Choose Building Select Room Key

STEP TWO

Select Room Prox
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Select start date Select End date

STEP THREE



New Process – One Platform for both Keys and Access
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Submit Request Agree to Conditions

STEP FOUR

Continue for additional 
access for same user

Reset Form for New User



Optional Mass Entry Form
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• If you are interested in using a mass entry form – please contact 

OCISBuildingOps@ontariotechu.ca 

Key / Prox Card Request 
Form - to be used only by 
individuals authorized by 
OCIS. 

Submitted By: Name Email (@ontariotechu.ca only) Banner ID

Callan Brown callan.brown@ontariotechu.ca 100599716

On Behalf Of Name On Behalf Of Banner Supervisor Approval Email On Behalf Of Email On Behalf Of Role Building Room Start Date End Date? End Date (blank if 
none)

Prox Card 
Status

Access Card 
(5 Digits)

Access Card 
Active Time

Valid 
Entry

Peter Parker 102000000 callan.brown@ontariotechu.ca peter.parker@ontariotechu.ca Teaching Assistant Campus Corners - CC CC  2101 - KEY 11/17/2025 YES 12/7/2025 Existing Card 12345 6-10 M-F TRUE

Peter Parker 102000001 callan.brown@ontariotechu.ca peter.parker@ontariotechu.ca Teaching Assistant Regent Theatre - REG REG 001 - KEY 11/17/2025 YES 12/7/2025 Existing Card 12345 6-10 M-F TRUE

Peter Parker 102000002 callan.brown@ontariotechu.ca peter.parker@ontariotechu.ca Teaching Assistant Campus Field House  CFH CFH D5 - KEY 11/17/2025 YES 12/8/2025 Existing Card 12345 6-10 M-F TRUE

Peter Parker 102000003 callan.brown@ontariotechu.ca peter.parker@ontariotechu.ca Teaching Assistant Campus Corners - CC CC  2100 - KEY 11/17/2025 YES 12/9/2025 Existing Card 12345 FALSE

Peter Parker 102000004 callan.brown@ontariotechu.ca peter.parker@ontariotechu.ca Teaching Assistant Energy Systems and Nuclear Science Research Centre - ERC CHA 103 - KEY 11/17/2025 YES 12/10/2025 Existing Card 12345 6-10 M-F FALSE

Jane Doe 123456789 clark.kent@ontariotechu.ca jane.doe@ontariotechu.ca Student Assistant Bordessa Hall - BOR
BOR 203 LAB - 
PROX 6/26/2025 YES 12/7/2025 Existing Card 12345 6-10 M-F TRUE
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OCIS Key Request App – New Submission
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OCIS Key Request App – Request Queue
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OCIS Key Request App – Queue Details
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OCIS Key Request App – Approval Process – Microsoft Teams
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OCIS Key Request App – Approval Process – Email
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If approved in Teams, email will 
change to reflect approval is complete
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