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Accessing the GBA Building Access Services System

Via GBA Website

GEORGIAGOV
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Georgia Building Authority Seachwintiasie |
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Policies

Events Tenant

About GBA Services Buildings i Notifications

Custom Links for:

General Public

State Employees

Agency Coordinators

Vendors/Contractors

Latest News

Legislators' Guide to Capitol Hill
January 8, 2013

begins on
Lide to Capitol
n about
ood

vice and public safety

Read More

Setting the Standard in Property Management 209_ Mr:ﬂ'ﬁ'” BBQ comes to
apitol

Welcome to the Georgia Building Authority (GBA). GBA is committed to supporting the
Capitol Hill Complex by providing the highest quality

services for state age

comprehensive faciities management

es, employees and the citizens of Georgia. We invite you

to visit wrew. howsmyservice.gba.ga.gov and tell us how we're doing

More

Today on the Hill

Thursday, January 10, 2013 Quick Links
Time  Event/Link Host Location Parking Services

Emergency Management
1 . Food Services

a. Open a web browser and type http://gba.georgia.gov into the address bar
b. On the right-hand side of the GBA Homepage, under Custom Links For:,
click Agency Coordinators

GEORGIAGOV

Translate | Site Map

Georgia Building AM Searchwithin this site ﬂ

Forms |
Publications | Contact Us
Policies.

Events Tenant
Calendar Notifications

About GBA Services Buildings

Agency Coordinators

GBA Tenants are state government entities who lease office space from
the Georgia Building Authrity. They are one of GBA's largest customer
groups and are represented by groups of Agency Coordinators designated
by each entity. The following resources are provided for designated Agency
Coordinators:

General Public

State Employees

Agency Coordinators

Vendors/Contractors
Bilable Service Requests

The Work Control Center is the central point of contact for designated
Agency Fagcilties Coordinators to request Billable Services from GBA.

ALL Services

Billing Inquiries
Biling Inquiries on services provided to Tenant Agencies can be directed to
the GBA Financial Services Office

The Access Control Office is the point of contact for designated Agency Access Control Coordinators to
manage the issuance of staff identification cards and keys as well as maintain access control information
for their facilities

2 . Emergency Management

On the Agency Coordinators page, click the Building Access Services link
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3.

GEORGIAGOV

Translate | Site Map

Georgia Building Authority —— a|

Forms |
Publications | Contact Us
Policies

Events Tenant
Calendar Notifications

About GBA Services Buildings

Home » Services » Building Access Services for Agency Coordinators

Building Access Services for Agency
Coordinators

General Public

State Employees

Agency Coordinators GBA Building Access Office

1 Martin Luther King, Jr., Drive

Vendors/Contractors Atlanta, Georgia 30334
Hours: 7:30 a.m.-4:30 pm. M-F
ALL Services Phone: 404-656-3251

GBA Building Access Services office is responsible for managing the issuance of
Capitol Hill access cards and keys to GBA facilities

Agency Access Coordinators maintain accurate employee access information
for their facilities and collaborate with the Building Access Office

oint Presentation (8-26-10)

Designation of Agency Building Access Coordinators Form
Building Policy

Designated Agency Building Access Coordinators List
Individuals listed below are authorized to request building access for their employees. Use the form
above to designate new coordinators. Contact sharon.burrow@gba.ga.gov to request that an individual
bs removed from the list

Agency Name Coordinator Name

On the Building Access Services page, click the Building Access Request
System link

Direct URL

1.

)

) EEORGIA BUILDING
AUTHORITY

OFFICES

~ E§S S
mployee access ti apito worl
2 i .

1

ezt Building Access Request System

Training Video

The Georgia Building Authority (GBA) provides employees access to Capitol Hill
workplaces. This system allows authorized Agency Building Access Coordinators to
request building access cards for their employees, to deactivate records, and to
update/edit current employee records.

Building Access
Request Form

Access Reports . .
Please check the box below and enter your login information to access the system.

Change Password
[ As a Designated Agency Building Access Coordinator, I agree to the terms and
conditions outlined in Section IIT of the GBA Building Policy and will inform all

GBA Building Policy 3 n
employees and contractors in my agency of this policy.

GBA Building Access

Resources Login ID
Georgia Building Password Forgot Your Password
Authority Submit

1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gha.ga.gov

Open a web browser and type in: https://access.gba.ga.gov
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Logging into the GBA Building Access Services System

GEORGIA BUILDING
AUTHORITY

User Guide P o .
B g Access ] System

Training Video

The Georgia Building Authority (GBA) provides employees access to Capitol Hill
workplaces. This system allows authorized Agency Building Access Coordinators to
request building access cards for their employees, to deactivate records, and to
update/edit current employee records.

Building Access
Request Form

Access Reports
e Please check the box below and enter your login information to access the system.

Change Password

[J As a Designated Agency Building Access Coordinator, T agree to the terms and
GBA Building Poli conditions outlined in Section II of the GBA Building Policy and will inform all
GBA Building Policy

employees and contractors in my agency of this policy.

GBA Building Access

Resources Login ID
Georgla Building Password Eorgot Your Password
Authority 5
1 1 Martin Luther King, Jr., Drive, Atlanta, CA 20224 | 404-656-3251 | access@gba.ga.gov
.

a. Click the required Terms and Conditions checkbox
b. Enter your Login ID and Password
C. Click the Submit button

Note: Your Login ID is the e-mail address registered with the GBA Agency
Coordinators System
Note: If you are experiencing any problems, you can contact
the GBA Parking & Access Office for assistance
Phone: 404-656-3251
e-Mail: access@gba.ga.gov

Loggut HOUOUL XO0C0OCK Baba.gagov - Building Authority, Georgia - Access
o Conrdinatar
thser Guide

Teoining Video Waelcomel
Bullding Access
Bequest Form
Access Reports
Change Passward
GRA Building Policy

GRA RBuilding Access
Resources

| Georgia Building
Authority

GBA Buldi

mantained in a high quakty,

GRA Building Access Resources - List of designated agency Buldng Access
Coordinatars, 1o sed by 30eAcios L deSgnats w CoAANaters, 3ad Oar
rescurces.

Georgia Building Authority - The Georgsa Buiding Authority (GAA) is responsible
fee all mantenance and sannces assaciatod with the managemant of Buskdings 3nd
various facikties located i the Capital Hil Complax, inchiding the Georgia State
Capital busding and the Govemor's Manion.

The Building Access Services Welcome Page is displayed
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Forgot Password
In the event that you have forgotten your password:

As a Designated Agency Building Access Coordinator, I agree to the terms and

conditions outlined in Section III of the GBA Building Policy and will inform all
employees and contractors in my agency of this policy.

Login ID YourLaginiD|

Password

1,
a. Click Terms and Agreement checkbox
b. Enter your Login ID

c. Click the Forgot Your Password link

Forgot Your Password

Confirm Send Password [x]

This function will send your password to your
login email address.

Click OK to proceed.

5
:

The Confirm Send Password window will appear. Click OK

= | |= GBA Building Access Services Administration - Message (HTML) o B R
Message o @
x y 3 oy} 123 SPC Telecom Billi.. 9% (- (3 Mark Unread a%) A R
- - = (3 To Manager - | J ER categorize - -
& Junk - Delete  Reply Reply Forward ¥+ | — | Move Translate Zoom
pi 27 |4 Team E-mail < - [~ ¥ Followup - - -
Delete Respond Quick Steps Move Tags Editing Zoom

From: Your Login e-Mail Address

To: You

Cc

Subject: GBA Building Access Services Administration
| Message | [¥] File_727556219.jpeq (21 KB}

Sent:Fri 2j21j2012 12;12PM

Please open the attached file. £

Please do not respond to this automatic notification.

3. D sonny.manalii@gba.ga.gov DD N
An e-mail is sent to the address in the login.

Your password is:xoomxoss

Please change this password at your earliest convenience.

4. Please delete this email immediately from all folders, including your inbox or any "trash” or "deleted" folders.

Open the Attachment for password information.

Note: For security purposes, please delete the e-mail message from the Inbox and
Deleted Items

Note: Also for security purposes, please change your password as soon as possible
<See Changing Your Password>
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Building Access Request Form

Accessing Building Access Request Form

Logout

User Guide

Training Video

Building Access|
Request Form

Access Reports
Change Password

GBA Building Policy

GBA Building Access
Resources

Georgia Building
1 Authority

From the Welcome Page, click the Building Access Request Form link the
left-hand menu

ap tol Fritr workplace

sonny. it iy, gia — <

Tnclude Processed Requests L Incliude Denied Requests L
Building Access Request Form

card Type
o card

@ Employce Card (bluc) Start Date:

O Tumporary Card (red) Raquest Agency: | [l
Building: ~1
Firot Nama: Phone:
Middle Name: Street Address:
Last Name: city:
Email: State: Goorgia
peoplesoft 1: zip Code:
Upload Photo
Genel CED itol Hill Access Groups
Acces ar 1: =l
eeeeeeee quest 2: | [~]
Access Request 3: | =l

Special Access Requesl:

Access Admin Notes:

[ Submit Reguest | [ Cancel ] [ Ciearinput |

1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 403-656-3251 | access®@gba.oa-o.

The Building Access Request Form will allow you to:
e Request New Access Cards
e Order Replacement Access Cards
e Deactivate Access Cards
e Reactivate Access Cards
e Update information for an Access Card
e Check the status of your Building Access Requests
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Ordering a New Access Card

Request Type
® New Request
O Replacement
O Deactivate
(O Reactivate
) Update

Under Request Type, select New Request for a first time Capitol Hill Card
Holder. (Never had a previous access account)

Card Type

O No Card

@ Employee Card (blue)
O Temporary Card (red)

Under Card Type, select the type of card that the new employee will need

No Card = used for administrative purposes to register

an customer account (ex. Off-site Agency Coordinator)
Employee Card (blue) = used for State Employees

Note: the PeopleSoft ID number is required
Temporary Card = used for Contractors and/or Temp

Card Holders

Note: Expiration Date is required

3. Selection of the Start and Expiration Dates
a. Blue Card

Start Date:

Request Agency:

Building:

Click Start Date
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Start Date: |

Request Agency:
Building:

4 March, 2012

Su Mo Tu We Th Fr
2% 27 28 29 1 2
4 5 & 7 8 9
1112131415
1B 19 20 21 22 23
25 26 27 2B 29
1 2 3 4 5 6

]
Sa

3
10
17
24
31

Today: February 21, 2012

Select the date

b. Red Card

Start Date:

Card Expire Date:

Request Agency: |

Building: |

Click Start Date

Start Date: |

Request Agency:
Building:

] March, 2012

Su Mo Tu We Th Fr
2% 27 2B 29 1 2
4 5 6 7 8 9
1112131415
18 19 20 21 22 23
25 26 27 28 29 30
1 2 3 4 5 &

Today: February 21, 2012

k
Sa

3
10
17
24
3

Select the date

Start Date: 362012

Card Expire Date:

Request Agency: |

Building: |

Click Card Expire Date

10
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Start Date: 3M6/2012

Card Expire Date: ||

Request Agency: 4 December, 2012 b
Sy Mo Tu We Th Fr 3=a

25 26 27 28 29 30 1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 22
23 24 25 25 27 23 29
30031 1 2 3 4 5

Building:

iV Today: February 21, 2012
Select the date

4. Select Requesting Agency

b.

Start Date: 3M6/2012
Request Agency: V
Building: V

Click the Request Agency Section

Start Date: ne202
Request Agency: v
Building:

‘State Agency
State Commission
State Authority

Select the Agency that is responsible for the Access Card Holder
Note: Only the Agencies you are authorized for will be selectable

5. Select the Building

a.

Start Date: 3/M16/2012
Request Agency: |State Agency v
Building: v

Click in the Building section

Start Date: INe2012

Request Agency: State Agency w

Building: 3
I Al

Twin Towers
v i

Select the Card Holder’s primary building
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6. Enter in the personal information for the Card Holder

First Name: Phone:

Middle Name: Street Address:
Last Name: City:
Email: State: Geaorgia A
Peoplesoft ID: Zip Code:
a. Upload Photo

For an Employee Card (blue):

i. First Name

ii. Middle Name

iii. Last Name

iv. Email

v. PeopleSoft ID
Note: If the Card Holder does not have a PeopleSoft Number,
please enter a note in the Special Access Request section
vi. Phone
vii. Street Address
viii. City
ix. State
X. Zip Code

First Name:
Middle Name:
Last Name:

Email:

b. Company:

Phone:

Street Address:

City:

State:

Zip Code:
Upload Photo

For a Temporary Card (red)

i. First Name
ii. Middle Name
iii. Last Name
iv. Email

v. Company

Georgia ~

Vi.
Vil.
viii.

Phone

Street Address
City

State

Zip Code
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7. Upload Photo

Upload Photo Browse...
d.
Click the Browse button
Choose file E]
Lookr: [ (@ Deskop x| e E
LY 3ty Documents
g 4 My Computer
My Reoant | &y Netwerk Places
Documents
Deskiop
=/
My Documents
My Computer
.) < >
-
My ek Fiopame [ | Open
b Files of type: [ Fies 7.9 | Cancel
.

Browse to the location where you saved the Card Holder’s picture
c. Click the picture file and click Open

Photo File Requirements
e JPEG (.jpg) format
e Between 320X240 and 640X480

8. Select General Capitol Hill Access Groups using the drop-down menus

Executive Access
General Capitol Hill _Capitol Hill Commaon

Access Request 1: v
Access Request 2: v
Access Request 3: v

9. Add Special Access Request (Optional)

Special Access Reguest:

Access Admin Notes:

If you require special access, enter in the information in the Special Access
Request section (specific locations, restricted locations, time restrictions, etc.).
Note: Access to other Tenant Spaces will require a Designated Approval.

The Access Admin Notes: section is Read-Only for the Access Requestor.

13
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10. Submit Request

[ Submit Request ] [Cancel] [ Clear Input ]

Once you have completed the form, click Submit Request. Your Building
Access Request will be submitted to the Access Office for approval.

Cancel: This will clear all the entered information and then return you to

the Welcome Screen
Clear Input: This will clear all of the entered information and reset the
Building Access Form

Note: Please make sure to confirm all the information before submitting your
Building Access Request Form.
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Ordering a Replacement Access Card
Replacement Access Card: In the event that you have a Card Holder who has lost or

damaged their Access Card, you can order a replacement Access Card.

1. Under Request Type, select Replacement
Request Type

O New Request
(3 Replacement
() Deactivate
) Reactivate
O Update

2. Select the Card Holder

Adams, April - State Agency -~
Adams, Steven - State Agency
Customer: A [¥] Jackerman, b St o
’; Apple, Sharon - State Agency hdt
Start Date;C
D
Request ACE v
Building: E b
a. z
Click the Letter drop-down box and select the First letter of the Card
Holder’s last name. This will narrow down the list of selectable Card
Holders.
Salt, Yeruca - State Authority .
Sapp, Stephanie - State Commission
. ith, John C. - Load
Customer: S [¥] [smith ohnC -stake sgency
b_ Sumpker, Angela - State Agency hd
Scroll down the list of Customers and select the card holder.
Salt, ¥eruca - State Authority N
Sapp, Stephanie - State Commission
Smith, John C. - State Agency
Smith, Scarlett - State Authority
C. Sumpter. Anaela - State Aagency i

Click the Load button

Note: If you cannot locate a Card Holder in the Customer section, please
contact the Access Office for assistance

15
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First Name: Johin Phone: 404-453-3x

Middle Name: |C Street Address: 200 Piedmont Ave 13th Flo
Last Name: Smith City: Atlanta

Email: john.smith@agency.ga.gov State: Georgia v
Peoplesoft ID: [KHHHHH Zip Code: 30334

Upload Photo

Amano ID: HHHHK

Click the Load button to display the customer information.

4 [ Submit Request l [Cancel] [ Clear Input ]

Verify that the Card Holder’s information and click the Submit Request
Button.

The Replacement Access Card Request will be processed by the GBA Access
Office

16
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Deactivating an Access Card
Deactivate Access Card: When an employee resigns, transfers, or is terminated.

Request Type
O New Request
O Replacement
& Deactivate
(O Reactivate
O Update

Under Request Type, select Deactivate

2. Select the Card Holder

Adams, April - State Agency -~
Adams, Steven - State Agency
. k , - issi
Customer: | A [v] | Acerman, pmy ot Comrern
';‘ Apple, Sharon - State Agency i
Start Date:g
Request Agg hd
Building: (F; v
a. Z
Click in the Letter drop-down box and select the First letter of the Card
Holder’s name. This will narrow down the list of selectable Card Holders
Salt, b‘erucz - State Authority .
Sapp, Stephanie - State Commission
Customer: S [¥] smith John .- Stake Agency
b_ Sumpter, Angela - State Agency i
Scroll down the list of Customers and select the card holder.
Galt, 'b'eruca—f_ntate Authority o -
Sroth o €.~ State Agency
omith, Scarlett - State Authority
C. Sumpter. Anoela - State Agency il
Click the Card Holder you would like to Deactivate and Click the Load
button

Note: If you cannot locate a Card Holder in the Customer section, please
contact the Access Office for Assistance

17
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First Name: John Phone: 404-453-3 K

Middle Name: C Street Address: 200 Piedmont ave 13th Fio
Last Name: Snith City: Atlanta

Email: john.smith@agency. ga.gov State: Georgia v
Peoplesoft ID: MO0 Zip Code: 30334

Upload Photo

Amano ID: KK

Click the Load button to display the customer information.

4 [ Submit Request ] [Cancel] [ Clear Input ]

Verify that the Card Holder’s information is correct and click the Submit
Request Button.

Your Request will be processed by the GBA Access Office

18
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Reactivating an Access Card
Reactivate Access Card: Reactivate a previously Deactivated card.

From the Main Screen
Request Type

O New Request
O Replacement
0 Deactivate
(¥ Reactivate
O Update

Select Reactivate

2. Select the Card Holder

ngams, April - State Agency -~
Adams, Steven - State Agency
Customer: |A ] | Ackerman fem ke o™
"S Apple, Sharon - State Agency hdl
Start Date:g
Request Agg A
Building: E b
a. z
Click in the Letter drop-down box and select the First letter of the Card
Holder’s name. This will narrow down the list of selectable Card Holders
Galt, Uerucz - State Authority ~
Sapp, Stephanie - State Commission
. ith, John C. - Load
Customer: S [] smith Johnc.- State Agency
b. Sumpter, Angela - State Agency W
Scroll down the list of Customers and select the card holder.
Note: When you click in the Customer section, you will be able to start
typing in the last name to narrow your search
oalt, \l'eruca-S_tate Authority o .
Sk, o €. State Agemcy
omith, Scarlett - state Authority
C. Sumpker. Anaela - State Aagency ek

Click the Load button

Note: If you cannot locate a Card Holder in the Customer section, please
contact the Access Office for Assistance

19
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First Name: Johin Phone: 404-453-3x

Middle Name: |C Street Address: 200 Piedmont Ave 13th Flo
Last Name: Smith City: Atlanta

Email: john.smith@agency.ga.gov State: Georgia v
Peoplesoft ID: [KHHHHH Zip Code: 30334

Upload Photo

Amano ID: HHHHK

Click the Load button to display the customer information.

[ Submit Request ] [Cancel] [ Clear Input ]

Verify that the Card Holder’s information is correct and click the Submit
Request Button.

Your Request will be processed by the GBA Access Office

20
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Updating an Access Card

Updating an Access Card: Updating Access Groups, Contact information, or Name Change
Request Type

O New Request

O Replacement

) Deactivate

() Reactivate

® Update

Select Update

2. Select the Card Holder

Adams, April - State Agency Y
Adams, Steven - State Agency
Customer: | A [¥] | Accerman, St Comen™
g‘ Apple, Sharon - State Agency i
Start Date;C
D
Request AgE A
Building: (F; hd
a. z
Click in the Letter drop-down box and select the First letter of the Card
Holder’s name. This will narrow down the list of selectable Card Holders
Salt, Yeruca - State Authority ~
Sapp, Stephanie - State Commission
. ith, John C. - Load
Customer: (S ] [emkh, Jebnc - state gy
b. Sumpter, Angela - State Agency v
Scroll down the list of Customers and select the card holder.
Salt, ¥eruca - State Authority -~
L] h i - i i
omith, John C. - State Agency
Smith, Scarlett - State Authority
C. Sumpter. Anoela - State Agency o

Click the Card Holder you would like to Update and Click the Load button

Note: If you cannot locate a Card Holder in the Customer section, please
contact the Access Office for Assistance

21



Building Access Services User Guide

First Name:

Johin

Middle Name: |C

Last Name:

Email:

Smith
john.smith@agency.ga.gay

Peoplesoft ID: |GGG

Upload Photo

Amano ID:

HOEK

22
Phone: 404-463-30000
Street Address: |200 Piedmont Ave 13th Flo
City: Atlanta
State: Geargia v
Zip Code: 30334

After you click the Load button, the system will automatically load the Card
Holder’s information.

4. Make the appropriate changes to the Card Holders

a. Card Expire Date j. Phone

b. Request Agency k. Street Address

¢. Building [. City

d. First Name m. State

e. Middle Name n. Zip Code

f. Last Name 0. Upload Photo (updated

g. Email photo)

h. Company (if Temporary p. General Capitol Hill Access
Card (red)) Groups

i. PeopleSoft (if Employee g. Special Access Request
Card (blue))

3 [ Submit Request ] [Cancel] [ Clear Input ]

Verify that the Card Holder’s information is correct and click the Submit
Request Button.

Your Request will be processed by the GBA Access Office
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Manage Your Access Requests
Ll melfee et Gwelie el

Edit Delete 5/18/2012 11:06:08 AM 4649 Smith, John  Submit for Approval Replacement

Edit Delete 5/18/2012 11:05:05 AM 4648 Doe, Jane Submit for Approval Deactivate NA
Edit Delet= 5/18/2012 11:03:50 AM 4646 Smith, Jane  Submit for Approval New Request 23452344  janedo=@gba.ga.gov
Edit Delete 5/18/2012 11:02:32 AM 4647 Doe, John Submit for Approval New Request 25233244322 john.doe@gba.ga.gov

Include Processed Requests [] Include Denied Requests []
After you have submitted a request (New Request, Replacement, Deactivate etc.), the
Request Status Grid will appear at the top of the screen. Review the status and
manage your Requests

Edit Update the request

Delete Remove the request

Edit Access Request
| lsstUpdated  RealD Mame  ReavestStatus  RequestType PSoftID Email

1 Edit Delete 2/21/2012 1:52:32 PM 16630 Smith, John Submit for Approval Update Request

Click Edit to modify a request

Building Access Request Form

RecID: Last Updated: Status:
Coordinator: Agency:
Request Type Card Type

OMew Request || ONo Card

O Replacement (@ Employee Card (blue) Start Date: 3/16/2012
O Deactivate O Temporary Card (red) Request Agency: |5t5’tE Agency ["’]
O Reactivate Building:
®Update

First Name: Jane Phone: A404-463-0000

Middle Name: Street Address: 270 Washington 4th Floor

Last Name: Srrith City: Atlanta

Email: jane.smith@agency.ga.gov State: '

Peoplesoft ID: | XOOORNHHK Zip Code: 30334

Upload Photo

Amano ID: SOO00

General Capitol Hill Access Groups

Access Request 1: |

¥

Access Request 2: |

¥

Access Request 3: |

&

Special Access Request:

Change the appropriate information and click the Submit button

23



Building Access Services User Guide

Deleting Access Request

1 Edit Delete 2/21/2012 1:52:22 PM 16621 Doe, Jenny Submit for Approval Update Request

Click Delete to remove the request

2 Delete Cancel 2/21/2012 1:52:32 PM 16630 Smith, John Submit for Approval Update Request

Click Delete to confirm removal or Cancel to keep the request

Edit Delete 2/21/2012 1:52:32 PM 16631 Doe, Jenny Submit for Approval Update Request

Include Processed Requests [ Include Denied Requests

The Request Status Grid will show submitted Requests that are awaiting approval.

To review past requests use the Include Processed Requests and/or Include
Denied Requests checkboxes.

The Filter allows for targeted display of requests. For instance, Last Name, Request
Number, etc.

| lastUpdated  RealD Mame  RequestStatus  ReuestType Coordinator Agemcy

You can also sort the Request Status Grid by Last Updated, ReqID, Name, Request
Status, Request Type, PeopleSoft ID, or Email. Click the appropriate column
heading to sort the requests.
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Building Access System Reports

Several reports are available to Access Coordinators to support Access Card and Usage

audits.

Building Access System Reports:

e Agency Access Card Audit
Report

Agency Tag Holder List

Agency Tag Holders By Group
Agency Access Groups By Door
Agency Location Door Accesses

Agency Location Tag Holders

e Agency Personnel Door
Accesses

e Agency Visitors

Audit status of Agency Card Holders

List of persons associated to the agency
List of card holders in the access group
List of door access groups

History of card accesses to a door location
by date range

Card holders with access to a specific Door
Doors a card holder accessed during a
date range

List of persons that have entered using the
Easy Lobby Visitor Management System
(Twin Towers/2 Peachtree)

Accessing Building Access System Reports
Note: To use the Building Access System Reports, you will need Adobe Reader installed on your PC:
Download Link: http://get.adobe.com/reader/

Please consult with your IT support if you need assistance

Logout
User Guide
Training Video

Building Access
Request Form

Access Reports
Change Password
GBA Building Policy

GBA Building Access
Resources

Georgia Building
1 Authority

Home Logout

a. Click Access Reports in the Menu.

or

b. Click Reports at the top of the Building Access Form
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.
)}GEURG[A BUILDING
T

/
."I
£

uiiihﬂrg '

employee access

HHEHHH.KHHHHNEH @gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: .M@‘ﬂ'ﬂm
Agencias;

o Atlamta, GA 20234 | 404-636-3251 | access@gba.ga.gov

AgencylocationTagHolders
2 AgencyPersonnelDoorAccesses

. Click Report drop-down to display the report menu
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Building Access System Reports: Agency Audit Access Cards

.
GEORGIA BUILDING
AUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyAuditAccessCards -

Agencies:
9 AgencyAuditAccessCards

:, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov

N
GEORGIA BUILDING
AUTHORITY

kS pFW(‘ N

sonny.manalili@gba.ga.gov - Building Authority, gia - Access C

Home Logout

Building Access System Reports

Report: AgencyAuditAccessCards -

Agencies:

2 . Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov
Click on the Agencies drop-down menu and select Your Agency
Note: You will only have access to Agencies that you support

3. You can run the report and/or export the report into a CSV file

A. Run report

-
GEORGIA BUILDING
AUTHORITY

ST \"‘" QTTIF S

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyAuditAccessCards -
Agencies: Building Authority, Georgia ~
[ Submit Report ] l Create CSV

i 1 Martin Luther King, Jr., Drive, Atlanta, GA 20224 | 404-656-3251 | access@gba.ga.gov

Click Submit Report
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=2 Intemnet Explorer

L= ][O ]

Dene

. -
Agency Access Card Audit Report
Building Authority, Georgia
Tuesday, December 21, 2012 4:07:12 PM
Type Status Primary Building
00000 | Cusber, Christine E Active 1 MLK
%000000000¢ | Dos, Jane E Active 2 Peachtree
woooece | Dee, John T Active Qutside of Capital Hill
XHOOOHK | Gazman, Marta E Active Twin Towers
RO Howlett, James T Active Twin Towets
000000002 | Huber, Elizabsth E Active 1 MLK
xiooogoor | Malkett, Josophing T Active Outside of Capitol Hill
H0E000K Morton, Tabitha E Active 1 MLK
00000000 | Nowva, Cassidy T Active Twin Towers.
00000 Fhillips, Lori E Active Twin Towers
00, Rimby, Hally E Active 1 MLK
00000000%C [ Smith, Catherine E Active Twin Towers
300000 Smith, John E Active Twin Towers

A new window will open with the PDF copy of the report

Note: Your browser may prompt you to allow pop-up windows.

Firefox:

Firefox prevented this site from opening a pop-up window,

GEORGIA BUIL

ATTTTIT/AADIT TN

:

Allow pop-ups for access.gba.ga.gov

Edit Pop-up Blocker Options...

Don't show this message when pop-ups are blocked

Select Allow pop-ups for access.gba.ga.gov

Internet Explorer:

Temporarily Allaw Pop-ups
ow Pop-ups From This Site. ..

Mare information

Select Always Allow Pop-ups from This Site

To Print the Report (two options)

Add Text or Signature

v Select Tool
Hand Tool

Marquee Zoom
Rotate Clockwise Shift+Ctrl+Plus

Print... Ctrl+P
Eind Ctrl+F

Document Properties...

Page Display Preferences...

a | Show Mavigation Pane Buttons

Right-click in the report window and click on Print...
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Hover at the bottom half of the report window until the Adobe
Reader bar appears. Click on the Print Icon

B. Export/Save report to CSV File

GEORGIA BUILDING
AUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyAuditAccessCards -
Agencies: Building Authority, Georgia ~

[ Submit Report J [ Create CSV

i 1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov
.

Click on Create CSV

ii. Your browser will prompt you to Open or Save the report

Firefox

Opening AgencyAuditAccessCards.csv @

‘You have chosen to open:
(2] AgencyAuditAccessCards.csv

which is & Microsoft Excel Comma Separated Values File (81.0 KB)
from: http://spo-dev-web02
What should Firefox do with this file?

@ Openwith | Microsoft Excel (default) -

(©) SaveFile

Do this automatically for files like this fram now on.

a. Select Save File
b. Click OK
c. The Report will be saved to your browser’s Download folder

Internet Explorer

Do you want to open or save AgencyAuditAccessCards.csv (83.0 KB) from spo-dev-web02? Open Save - Cancel

a. Select Save
b. Click OK
c. The Report will be saved to your browser’s Download folder
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lz“ =, = AgencyAuditAccessCards [Read-Only] - Microsoft Excel = B =
Home Insert Page Layout Formulas Data Review View & o = P E2
_“"“_}] * Calibri - 11‘ : = General - A %‘ﬂlnsert' - A}? L?a
3- B Z U~ A = G- $-% e ¥ Delete - @-SJK&FG&
Tt e A U ¥ " EFomat+| 2+ Fiterr select+
Clipboard Font £l Alignment Fl MNumber Fl Cells Editing
E11 - fe | Active v
C D E F =
1 Name Type Status Customer Info Primary%
2 Cueber, Christine E Active PS: XX 1 MLK
3 Doe, Jane E Active PSz 2000000 2 Peachti
4 Doe, Joe T Active Doe Inc. Outside
5 Gazman, Marta E Active PS2 OGO Twin Tov
6 Howlett, James T Active Waolverine Industries Qutside
7 Huber, Elizabeth E Active PS: XK Outside
& Mallett, Josophone T Active S&MInc Outside
9 |Morton, Tabitha E Active PS: X000 Outside
10 |Nova, Cassidy T Active Vivid Company Qutside
Ephillips, Lori E A .PS: OGO 1MLK
12 Rimby, Holly E Active P82 XOO00KK Twin Tov
13 Smith, Catherine E Active PS: XK Outside
14 Smith Inhn E Artive DS ¥NNWNYNY Nutsiday ™
W 4 » M| AgencyAuditAccessCards . ¥3 [il4 il 0|
lil Ready | |@]@E| 100% (=) [} (+)
.

The Agency Audit Access Card Report displays the following fields:
Name
Type
Status
Customer Info
Primary Building
Audit Notes
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Building Access System Reports: Agency Tag Holders

E}EO RGIA BUILDING
AUTHORITY

OFFICES

gﬂum Hm workp.ra

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Home Logout

Building Access System Reports

Report: AgencyAuditAccessCards -

A
GENCIES! | pgencyAuditAccessCards

AgencyTagHoldersBmeup

AgencyAccessGroupsByDoor

AgencyLocationDoorAccesses , Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov
AgencyLocationTagHalders

1 . AgencyPersonnelDoorAccesses

GEORGIA BUILDING
AUTHORITY

XXX XN NN @gba.ga.gov - Building Authority, Georgia - Access Coordinator
Building Access System Reports

Report: | AgencyTagHolders
Agencias:

2 . : g J i Drive, Atlanta, CA T0234 | 404-656-2251 | accessBgba.ga.gov
Click the Agencies drop-down menu and select the report
Note: You will only have access to Agencies that you support

3. You can run the report and/or export the report into a CSV file
A. Run the report

\Jos
GEORGIA BUILDING
AUTHORITY

OFFICES

aplto Hﬂf workpta

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report:  AgencyTagHolders -
Agencies: Building Authority, Georgia v
[ Submit Report | [ Create CSV

I 1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.go

Click Submit Report
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/2 Internet Explorer =R R
Agency Tag Holders B

Building Authority, Georgia
Tuesday, December 11, 2012 1:34:27 PM

Name Customer Type Tag Code Tag Start Tag Expire Tag Status Access Group
Doe, Jane Employee
KOOOGX | 11/04/08 nfa Active Capitol Hill
Common
KXKXKXX | 11/04/08 nfa Active OO0
Administrative
Division
KXKXXKX | 11/04/08 nfa Active KKK
HR Records
Doe, John Employee
JOOOXXKX | 11/04/08 nfa Active Twin Towers
Perimeter 24/7
UK | 11/04/08 nfa Active 100000
Facilities
‘Gazman, Marta
I oz | osno
Huber, Elizabeth
JOUOUKKX | 04/20/12 | 04/09/13 |Temporary | TEMPID _Capitol
Hill Common

I I Done
.

A new window will open with the PDF copy of the report

B. Export/Save report to CVS Report
L Y

JGEORGIA BUILDING
AUTHORITY

Home Logeut

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report:  AgencyTagHolders -
Agencies: Building Authority, Geargia ~
Submit Report | [ Create CSV ]

1Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gha.ga.gov

i. Click on Create CSV

i. Open or Save the report
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®| (=, R R AgencyTagHolders - Microsoft Excel = B OR
Home | Insert  Pagelayout  Formulas Data Review  View a@oF =
3 % Calibri - 11A : = ceneral  ~ A %‘ﬂlnsert' z - 5’7 Lﬁ
Ba- B I U~ A A - 8- % e I Delete - | [g]- &
g me BrA- EE e WS “ Bromat- | 2+ Fiter- od-
Clipboard & Font Fl Alignment £l Number Fl Cells Editing
F25 - fr| Executive Access A
A B c D E | F =
1 Name Customer Type TagCode TagStart Tagexpire Access Group %
2 Doe, lane Employee KHHHKNK 11/4/08 n/a Capitol Hill Common
3 Doe, lane Employee KUXXKNK 11/4/08 n/a XXXXX Administrative Division
4 Doe, lane Employee KHXHHKHX 11/4/08 nfa XXXXX HR Records
5 Doe, John Employee KHHHKKK 11/4/08 n/a Twin Towers Perimeter 24/7
6 |Doe, lohn Employee KUXXKNK 11/4/08 n/a KXXXX Facilities
7 Gazman, Marta Temporary KHXHHKHX 4/30f12 4/18/13 Twin Towers Perimeter 24/7
8 |Huber, Elizabeth Temporary KHHHKKK 4/20{12 4/9/12 TEMPID Capitol Hill Common
9 Kueber, Christine Employee XXXXXXX  12/16/11 n/a Capitol Hill Common
10 Marton, Tabitha Employee KHXHHKHX 8/1/01 nfa Capitol Hill Common
11 |Morton, Tabitha Employee KHHHKKK 8/1/01 n/a KXXXX Facilities
12 |Morton, Tabitha Employee KNXNKKK 8/1/01 n/a Twin Towers Perimeter 24/7
13 Xavier, Charles Employee KXHHHHX 1/11/11 nfa Capitol Hill Common
14 |Xavier, Charles Employee KHHHKNK 1/11/11 n/a Twin Towers Perimeter 24/7 -
4 4 » »| AgencyTagHolders ~¥3 [a n] ] 20|
Ready | |[Eo @ 100% (=) 0 (+)

The Agency Audit Access Cards report displays the following

fields:
Agency
CustomerID
Name

Type

Status
Customer Info
Primary Building
Audit Notes
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Building Access System Reports: Agency Tag Holders By Group

)

éEO RGIA BUILDING
AUTHORITY

SIATE “OFFICES

Ifg
apitol Hill workpla:
1 . s

sonny.manalili@gba.ga.gov - Building Authority, G

Home Logout

gia - Access Ci

Building Access System Reports

Report: AgencyAuditAccessCards -

Agencies:

AgencyAuditAccessCards
AgencyTagHolders

L)

JGEORGIA BUILDING
JAUTHORITY

sonny.manalili@gba.ga.gov - Building Authority,

Building Access System Reports

Report: | AgencyTagHoldersByGroup E

2.
Click the Agencies drop-down menu and select the report
Note: You will only have access to Agencies that you support
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3. You can run the report or export the report into a CSV file
A. Run the Report

GEORGIA BUILDING
AUTHORITY

gress Servi

ga.gov - Building Authority, Georgia - Access Coordinator

Home Logout

Building Access System Reports

Report: AgencyTagHoldersByGroup A
Agencies: Building Authority, Georgia =
| SubmitReport | | Create CSV

I 1 Martin Luther King, Jr., Drive, Atlanta, GA 20334 | 404-656-3251 | access@gba.ga.gov
.

Click Submit Report

(@) AccessReportViewer.aspx (application/pdf Object) - Mozilla Firefox == e ==
@ spo-dev-web02/accessrequest/AccessReportViewer.aspx?Output=PDF&Email=sonny.manalili@gba.ga.gov&Report Type= Agency&Repo ‘
-
L4
Agency Tag Holders by Group
Building Authority, Georgia
Tuesday, December 18, 2012 9:52:31 AM
Access Group Site Name Tag Code Tag Expire COO0000
_Capitol Hill Building
Common
Baker, Amald XOOO000X nfa
Castle, Frank JOOC0X nfa
Doe, Jane JOO0CO00XK nfa
Doe, John nfa
Franks, Eleanor KRGO nfa
GHaul, Peter JOOGOO0C nfa
Gazman, Marta WOO0COK nfa
Howllet, James 000000 nfa
Parr, Maxwell YOOO000 nfa
Phair, Heather 300000 nfa
Rimby, Holly HOOCCOOHK nfa
Rogers, Steve JOO0CO00X nfa
Stevens, Sally pevvied nfa
il Wunderlin, Alison JO0000000 N’H il
.

A new window will open W|th the PDF copy of the report
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B. Export/Save report to CSV

GEORGIA BUILDING
AUTHORITY

IBUIldir
Providing socure &

Home Logout

OFFICES:

-“e*S's-S

o]

aprtol Hi ih‘ workplace
[

ba.ga.gov - Building Authority, Georgia - Access Ci
Building Access System Reports

Report: AgencyTagHoldersByGroup -
Agencies: Building Authority. Georgia ~
[ Subm\tRapnn] [ Create CSV

I 1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov
.

Click on Create CSV

ii. Open or Save the report

\z“ H9a-c = AgencyTagHoldersByGroup - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View (=] e o @ R
j Calibri 1. = = General - A Selnsert - E - W Cﬁ
“— E@a-| B I U-|[AN B $-% > s 3% Delete ~ | [@]~ e e
g | m- &-A- U T - [gromat~ | 2 Fiter- et
Clipboard Font Fl Alignment Fl MNumber Fl Cells Editing
818 - £ | Building v
A B c D E =
1 |Access Group Building Name Tag Code Tagexpire %
2 |_Capitol Hill Common Building Baker, Arnold AXXKXX nfa
3 _Capitol Hill Common Building Castle, Frank KXXXXX  nfa
4 | _Capitol Hill Common Building Doe, Jane KXXKXX  nfa
5 |_Capitol Hill Common Building Doe, John QOGN nfa
6 |_Capitol Hill Common Building Franks, Eleanor DK nfa
7 |_Capitol Hill Common Building Gaul, Peter XXXKXK nfa
8 |_capitol Hill Common Building Gazman, Marta XXXXXXX  nfa
9 |_Capitol Hill Common Building Howllet, James XXXXXX  n/a
10 |_Capitol Hill Common Building Parr, Maxwell XXXXXXX  nfa L
4 4 ¥ ¥ AgencyTagHold oup AT T T A i T
”| Ready | |[ElE @ 100% (=) [] (+)
.

The Agency Tag Holders By Group Report displays the following

fields:
Access Group
Building
Name
Tag Code
Tag Expire
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Building Access System Reports: Agency Access Groups By Door

JGEORGIA BUILDING
AUTHORITY

STATE "OFFICES

gﬂum m workp

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Home Logout

Building Access System Reports

Report: AgencyAccessGroupsByDoor |L]

Agencies: AgencyAuditAccessCards

AgancyTagHulders
AgencyTagHoldersByGroup |Atlanta, GA 20224 | 404-656-3251 |

access@gba.ga.gov

3 D
AgencyLucauunDuurAccesses
AgencylocationTagHolders

1 AgencyPersonnelDoorAccesses

Click the Reports drop-down menu and select AgencyAccessGroupByDoor

fuifle] g gTA

employee access

HHHHH.HHHKEHHR @gba.ga.gov - Building Authority, Georgia - Access Coordinator
Building Access System Reports

Report: | AgencyAccessGroupsByDoos j
Agencies: EuﬂumgMnmty.Geﬂga-:]

Click the Agencies drop-down menu and select the report
Note: You will only have access to Agencies that you support

3. You can run the report or export the report into a CSV file
A. Run the report

-
GEORGIA BUILDING
AUTHORITY

ST \'” OFFICES
zess-Serv,
aplto ill workpﬁ

- )

Home Logout

sonny. ili .ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyAccessGroupsByDoor -
Agencies: Building Authority, Georgia ~
Submit Report ] [ Creats CSV

I 1 Martin Luther King, Jr., Drive, Atlanta, GA 30224 | 404-656-3251 | access@gba.ga

Click Submit Report
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(@) AccessReportViewer.aspx (application/pdf Object) - Mozilla Firefox

@ spo-dev-web02/accessrequest/AccessReportiewer aspx?Output=PDF&Email-sonny

Agency Access Groups by Door

Building Authority, Georgia
Tuesday, December 18, 2012 10:42:47 AM

Door Name Access Group
1010110 Main Offce
Capitol Police All
GBA Facilities
TEMPID Facilities Contractors
e TEMPID IT Contractors p

A new window will open with the PDF copy of the report

B. Export/Save report to CSV File

GEORGIA BUILDING
AUTHORITY

| 1
apitol Hill workplace
I . )
Home Logout

ga.gov - Buildi

Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyAccessGroupsByDoor -

Agencies: Building Authority, Georgia ~

Submit Report ] [ Create CSV

1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov

Click Create CVS

ii. Open or Save the report

@| H9-~wm- = AgencyAccessGroupsByDoor [Read-Only] - Microsoft Excel = = 2
Home Insert Page Layout Formulas Data Review View & e o B ER
=0 % Calibri -1 - == =S¢  General - S=lnset~ X - W Eﬁ
;j - A A CERNEE BT Syles F*Delete - [g~ & )
g P~ 8 5% - | ElFormat~ 2~ =
Clipboard Fl Alignment Fl Mumber Fl Cells Editing
B12 - 5 | TEMPID Executive Access v
A B | ¢ S
1 Door Access Group @
2 1010110 Main Office Capitol Police All
3 1010110 Main Office GBA Facilities
4 1010110 Main Office TEMPID Facilities Contractors
5 1010110 Main Office TEMPID IT Contractors
6 (1110011 IT Storage Capitol Police All
7 1110011 IT Storage GBA Facilities
& 1110011 1T Storage GBAIT
9 1110011 IT Storase TEMPID T Contractors ol
M 4 ¢ M| AgencyAccessGroupsByDoor ¥ [« i | N
jii, L= BRI —v—

The Agency Access Group By Door Report

Door

Access Group

Displays the following fields
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Building Access System Reports: Agency Location Door Accesses

JGEORGIA BUILDING
AUTHORITY

STATE “OFFICES:

L ( Esv
(q e =
B JI‘l1 kpla
ess t apitol Hill workp. 5
1 . e

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access C

Home Logout

Building Access System Reports

Report: AgencylLocationDoorAccesses H

AgencyAudithccessCards
AgencyTagHolders
AgencyTagHo\dersByGroup
AgencyAccessGroupsByDoor
AgencylLocationDoorAccesses
AgencylocationTagHolders
AgencyPersonnelDoorAccesses

e, Atlanta, GA 20324 | 404-656-3251 | access@gba.ga.gov

Home Logout
HHHRH.HHHHHHEK Bgba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: | AgencylocationDoceccesses z|

Drive, Atlanta, GA 30334 | 404-636-3251 | sccnss@gba.ga.gov

Click the AgenC|es drop-down menu and select the report
Note: You will only have access to Agencies that you support

JGEORGIA BUILDING
AUTHORITY

OFFICES

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Home Logout

Building Access System Reports

Report: AgencylocationDoorAccesses  »
Agencies: Building Autharity. Georgia «
Door Locations: |L]

1010110 Main Office w
1010155 HR 1| 404-656-3251 | access@gba.ga.gov
3 1110010 Telecom Room
. 44400441 1T O,

Select the Door to be reported
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)

JGEORGIA BUILDING
AUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, G ia - Access Ci

Building Access System Reports

Report: AgencylocationDoorAccesses  ~
Agencies: m

Door Locations: 1010155 HR . M
Begin Date: |7

End Date: ) December, 2012
Su Mo Tu We Th

| Atianta, GA 30334 | 404-656-3251 | access@gha.ga.gov

N

JGEORGIA BUILDING
AUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Buildii ity, gia - Access C

Building Access System Reports

Report: AgencylocationDoorAccesses =
Agencies: Wm(}ecrglav

Door Locations: 1010155 HR h
Begin Date: W

End Date: |

4 December, 2012
Su Mo Tu We

| Atlanta, GA 20324 | 404-656-3251 | access@gba.ga.gov

Today: December 18, 2012

Click End Date: to select the end date of the report

6. You can run the report or export the report into a CSV file
A. Run the report
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GEORGIA BUILDING
AUTHORITY

FICES T

gJAGEESS Serv,

Providing secure employee access t ap:tol Hill workplace

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencylocationDoorAccesses -
Agencies: Building Authority, Georgia ~

Door Locations: 1010155 HR A
Begin Date: 12/3/2012

End Date: 12/21/2012

[ Subm\tRepon] [ Create CSV ]

1 Martin Luther King, Jr., Drive, Atlanta, GA 30324 | 404-656-3251 | access@gba.ga.gov

Click Submit Report

(@) AccessReportViewer.aspx (application/pdf Object) - Mozilla Firefox oo =)

& spo-dev-web02/accessrequest/AccessReportViewer.aspx?0utput=PDF&Email=sonny.manalili@gba.ga.gov&Report Type=LocationDateRange&Report!

ER=NEd=R=1=]

9] (

| lz‘ i Tools Sign Comment ‘

Location Accesses

101 0101
Tuesday, December 18, 2012 1:26:48 PM
Start: 12/3/2012
End: 12/21/2012

Date Time Event Tag Code Tagholder Agency
12/3/2012 | 00:08:32 |Allowed Normal In KOOCOKK Smart, Maxwell Public Safety, Department of
12/3/2012 | 02:38:56 |Allowed Normal Out 00000 Calahan, James Public Safety, Department of
12/3/2012 | 06:20:02 |Allowed Normal In 00000 Gazman, Marta Georgia Building Autharity
12/3/2012 | 06:28:57 (Allowed Normal In OGO Doe, Jane Georgia Building Authority
12/3/2012 17:00:13  |Allowed Normal Out KO Castle, Frank Georgia Building Authority
12/3/2012 17:02:26  |Allowed Normal Out KOO0 Wunderlin, Alison Georgia Building Authority
8501100 in 4 | m ] s

A new window will open with the PDF copy of the report
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B. Export Report to CSV

GEORGIA BUILDING
AUTHORITY

Home Logout

Report:
Agencies:

Door Locations:
Begin Date:
End Date:

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

AgencylocationDoorAccesses -
Building Authority, Georgia ~

1010155 HR. ~
12/3j2012

12/21/2012

[ Subm\tReponl [ Create CSV

1 Martin Luther King, Jr., Drive, Atlanta,

GA 20324 | 404-656-3251 | access@gba.ga.gov

Click Create CSV

Open or Save the report

9= AgencylocationDoorAccesses - Microsoft Excel o B s
Home Insert Page Layout Formulas Data Review View a@ o @@ R
=5 X Catibri = S General - [EcConditional Formatting v S=lnsert~ X~ ﬁ [ﬁ
B EFRe E3- $§ - % » @ErFomatasTable- 3% Delete - [~ *
Past: = . Sort & Find &
e B LU = B 8 5% (55 cell Styles - B rormat - | G~ Fﬁmv ;;,'m.
Clipboard 1 Font | Alignment 3| Number & Styles Cells Editing
AB h I ‘ 1010101 EMLK 1 - Zone 5 Exit 9
A B c D E -
1 location Customer Name TagCode Agency Event E
2 1010101 Smart, Maxwell XXXXXXXX Public Safety, Department of Allowed Normal In
3 1010101 Calahan, James OO Public Safety, Department of Allowed Normal Out
4 1010101 Gazman, Marta XXXXXXXX Georgia Building Authority Allowed Normal In
5 1010101 Doe, Jane XXXXXXXX Georgia Building Authority Allowed Normal In
i +"¥T “AgencyLocationDoorAccesses < F T T 4l i [ |
||| Ready | [EEEREEEYS v C)
.

The Agency Location Door Access Report displays the following fields

Location
Customer Name
Tag Code
Agency

Event

Start Date
End Date
Access Date
Access Time



Building Access Services User Guide 43

Building Access System Reports: Agency Location Tag Holders

-
GEORGIA BUILDING
"AUTHORITY

STATE SOFFICES

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, gia - Access C

Building Access System Reports

Report: AgencylocationTagHolders IL]
Agencies: AgencyAuditAccessCards
AgencyTagHolders
AgencyTagHoldersByGroup Atlanta, GA 30324 | 404-656-2251 | access@gba.ga.gov
AgencyAccessGroupsByDoor
AgencylLocationDoorAccesses
AgencylocationTag
1 AgencyPersonnelDoorAccesses

Click the Reports drop-down menu and select AgencyLocationTagHolders

L)

JGEORGIA BUILDING
JAUTHORITY

Sgba.ga.gov - g Authority, Georgia - Access Coordinator
Building Access System Reports

Report: | AgencylLocationTagHolders 3

Agancies; |

2 . F ] d Drive, Atlanta, CA 0334 | 404-656-2251 | accessPgba.ga.gov
Click the Agencies drop-down menu and select the report
Note: You will only have access to Agencies that you support

HHHHH.HEHHHHKHH @gba.ga.gov - Building Authority, Georgia - Access Coordinator
Building Access System Reports

Report: AgencylocationTagHolders ﬂ
Agencies: Building Autharty, Georgia i
Door Locations:

|

999 0999 Internal IT Server Room 4 | 404-636-3251 | sccessiBgba.ga.gov
@99 1999 External Agency Entrance
999 2099 Mail Room

3 993 3579 HR Storage Room

Select the Door to be reported
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4. you can run the report or export the report into a CSV file
A. Run the report

GEORGIA BUILDING
AUTHORITY

& -
mployee access t apitol Hill workpla
o . il

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencylLocationTagHolders A
Agencies: Building Authority. Georgia ~
Door Locations: 9991999 External Agency Access -

[ Submthepon] [ Create CSV

1 Martin Luther King, Jr., Drive, Atlanta, GA 20224 | 404-656-3251 | access@gba.ga.gov

Click Submit Report

(@) AccessReportViewer.aspx (application/pdf Object) - Mozilla Firefox = =R

@ spo-dev-webl2/accessrequest/AccessReportViewer.zspx?Output=PDF&Email=sonny.manalili@gba.ga.gov&Report Type=LocationReportR 1 7 |

Iil
Location Tag Holders

101 0101 E MLK 1 - Zone 5 Entry
Tuesday, December 18, 2012 4:04:48 PM

Abbott, Angel Employee Financing And Investment Commission,
GA
London, Eleanor Employee Financing And Invﬁnem:cammissinn,
Corbin, Mark Employee Georgia Vocational Rehabilitation Agency
Culbert, Catherine Employee Council Of Superior Court Judges.
Moore, Kate Employee Council OF Superior Court Judges
Falls, Robert Temporary Technology Authority, Georgia
Kilburn, Diane Employee Financing And Investment Commission,
GA
Langston, Eric Employee Road and Tolway Authority, State
Black, Claudia Employee Early Care & Learning, Department of
Dungee, Clarence Employes Community Health, Department of
Borden, Elizabeth Employee Community Health, Department of
Bowman, Rebecca Employze Community Health, Department of
Lyda, Scarlett Employee Public Health, Department of
Emolovee MNatural Resources. Department of A2

A new window will open with the PDF copy of the report
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B. Export Report to CSV

GEORGIA BUILDING
AUTHORITY

P

.

ile)

BT

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencylocationTagHolders -

Agencies: Building Authority. Geargia ~

Door Locations: 9991999 External Agency Access -

[ SubmwlRepon] [ Create CSV

1 Martin Luther King, Jr., Drive, Atlanta, GA 20224 | 404-656-2251 | access@gba.ga.gov

Click the Create CSV

ii. Open or Save the report

A9 AgencyLocationTagHolders [Read-Only] - Microsoft Excel - ® =
Home | Insert  Pagelayout  Formulas  Data  Review  View 2@ o=@ =
o = = - B © Seamsert - .
B & canon oA S ceneral [ conattional Formatting 5= Insert bt W [ﬁ
= By~ E- $-% » [EromatasTable~ B Detete - | @~ &
Paste o || B o - A . | . Sort & Find &
Mty |BIU B &-A L4 %o 5% [ cell styles Ml Format © | 2~ Filter+ Select -
Clipboard 1 Font Alignment Number Styles Cells Editing
818 - fe | Abdul- Salaam, Kimnese H. v
A [ B c D E %I
1 |Location Customer Name Customer Type TagCode Agency =
2 1010101EMLK 1-Zone5Entry Abbott, Angel Employee XXXXXXXX Financing And Investment
3 1010101EMLK1-Zone5Exit London, Eleanor Employee XXXXXX  Financing And Investment
4 1010101EMLK 1-Zone5Entry Corbin, Mark Employee XXXXXXXX Georgia Vocational Rehabi
5 1010101EMLK1-Zone5Exit Cubert, Catherine Employee XXXXXX  Council Of Superior Court J
6 1010101EMLK1-Zone5Entry Moore, Kate Employee XXXXXX  Council Of Superior CourtJ
W «'3"V1 "Agencyl ocationTagHolders %3 ~ - 0Kl M R 3 1
"I Ready | [EEERES =0
.

The Agency Location Tag Holders Report displays the following
fields

Location
Customer Name
Customer Type
Tag Code
Agency
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Building Access System Reports: Agency Personnel Door Accesses

) aEORGIA BUILDING
AUTHORITY

STATE “OFFICES

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access C

Building Access System Reports

Report: AgencyPersonnelDoorAccesses |L]
Agencies: AgencyAuditAccessCards
AgencyTagHolders
AgencyTagHoldersByGroup |Atlanta, GA 30334 | 404-656-3251 | accessi@gba.ga.gov
AgencyAccessGroupsByDoor
AgencylLocationDoorAccesses
AgencylLocationTagHolders
1 | AgencyPersonnelDoorAccesses

Click the Reports drop-down menu and select
AgencyPersonnelDoorAccesses

HEHHH. HHH LXK @ gba.ga.gov - Building Authority, Georgia - Access Coordinator
Building Access System Reports
Report: | AgencyPersonnelDoordccesses E
Agencies: b
2 . (Building Autharity, Geargia RS P e —

Click the Agencies drop-down menu and select the report
Note: You will only have access to Agencies that you support

‘@gba.ga.gov - Authority, Georgla - Access Coordinator

Building Access System Reports

Report; AgencyPersonnedDocrccesses 3
Agencies: Building Authanity, Georgia El
Tag Holders B

3 Doe, Tara

Click Tag Holders: select the Card Holder to be reported

r

R afta, CA 20334 | 404-6506-2251 | atcess@gba.ga gov
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‘Q*‘!
GEORGIA BUILDING
JAUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyPersonnelDoorAccesses ~

Agencies: Building Autharity, Georgia -

Tag Holders: Doe. Jane -
Begin Date: |

End Date: December, 2012
Mo Tu We Th

Today: December 15, 2012

Click Begin Date: to select the begin date.

()

C(?}EORGIA BUILDING
AUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Buildil hority, G

ia - Access C

Building Access System Reports

Report: AgencyPersonnelDocrAccesses

Agencies: Building Authority, Georgia ~

Tag Holders: Doe, Jane -
Begin Date: 12/3/2012
End Date: \

4 December, 2012
Su Mo Tu We Th

ive, Atianta, GA 30334 | 404-656-3251 | access@gba.ga.gov

Today: December 18, 2012

Click End Date: to select the end date.
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6. You can run the report or export the report into a CSV file
A. Run the report

GEORGIA BUILDING
AUTHORITY

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyPersonnelDoorAccesses -
Agencies: Building Authority, Georgia ~
Tag Holders: Doe, Jane -
Begin Date: 12/3/2012
End Date: 12/21/2012

[ Submit Report ] [ Create CSV

I 1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov
.

Click the Submit Report button

(@) AccessReportViewer.aspx (application/ pdf Object) - Mozilla Firefox o e ==
@ spo-dev-webl2/accessrequest/AccessReportViewer aspx?Output=PDF&Email=sonny.manalili@gba.ga.govBReport Type=CustomerDateRan |
Agency Personnel Door Accesses
Building Authority, Georgia I
Tuesday, December 18, 2012 4:43:31 PM
Tagholder: Doe, Jane Type: Employee Start: 12/3/2012
1D: 2144 End: 1222112012
Date Time Event Tag Code Tag Expire Door
12/3/2012 | 07:41:27 |Allowed Normal In | XCOO00KK nfa 1050101 E - MLK
12/3/2012 | 07:42:24 |Allowed Normal In | X:Q0GKK nfa 105 0201 R - MLK
12/3/2012 | 08:57:27 |Allowed Normal In | X0000000C nfa 105 0201 R - MLK.
12/3/2012 | 11:53:27 |Allowed Normal In | 300GG00K nfa 103 0105 G - Freight Depot

12/3/2012 | 11:59:01 |Allowed Normal In | x0000000¢ nfa 105 0101 E - MLK
12/3/2012 | 12:07:02 |Allowed Normal In | 30000000 nfa 105 0201 R - MLK
12/3/2012 | 14:16:56 |Allowed Normal In | 300000000 nfa 105 0101 E - MLK
12/3/2012 | 15:00:29 |Allowed Normal In | 30000000 nfa 105 0201 R - MLK
12/3/2012 | 15:58:52 gl:lr;wﬁd Normal J0000000C nfa 105 0101 E - MLK
12/4/2012 | 07:34:29 |Allowed Normal In | 00000 n/a 105 0101 E - MLK
12/4/2012 | 07:35:24 |Allowed Normal In | X0000000¢ nfa 105 0201 R - MLK.
12/4/2012 | 08:30:00 |Allowed Normal In | 3000000CC nfa 1050201 R - MLK

" FEYPTE YN B IE= P PSR ——" . e 1AE A B e 52

.

A new window will open with the PDF copy of the report
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B. Export Report to CSV

GEORGIA BUILDING
AUTHORITY

STATE OFFICES

Home Logout

sonny.manalili@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report: AgencyPersonnelDoorAccesses +
Agencies: Building Authority, Georgia ~
Tag Holders: Doe, Jane -
Begin Date: 12/3/2012
End Date:  12/21/2012

[ Submit Report ] [ Create CSV ]

I 1 Martin Luther King, Jr., Drive, Atlanta, GA 30324 | 404-656-3251 | access@gba.ga.gov
.

Click the Create CSV

ii. Open or Save the report

@| Hw-o- = AgencyPersonnelDoorAccesses [Read-Only] - Microsoft Excel o @3 52
Home Insert Page Layout Formulas Data Review View [~} o =
=% = . *j : 1 Gelnset- I v Aﬁ
SRR L Eeasra
Paste B I U-~ | § = % 9 | %800 Condtional Format Cell |, Sort & Find &
- 4 & ° A0 rmatting - as Table = Styles - | el Format = | (27 Fiiter - Select -
Clipboard Font 5 Alignment 5 Number . Styles Cells Editing
H3 - fe | xnx v
A B C D E F G H 1 J b
1 Name Customer Type Start Date End Date  Access Date Access Time Event Tag Code Tag expire Door @
2 Doe, Jane Employee 12/1/2012 12/21/2012 12/3f2012 7:41:27 Allowed Normal In ~ XXXXXX n/fa 105 0101 E - MLK
3 |Doe, Jane Employee 12/1/2012 12/21/2012 12/3f2012 7:42:24 Allowed NormalIn  [XXXXXX [nfa 105 0201 R - MLK
4 Doe, Jane Employee 12/1/2012 12/21/2012 12/3f2012 8:57:27 Allowed Normal In  [XXXXXX |n/a 1050201 R - MLK
5 Doe, Jane Employee 12/1/2012 12/21/2012 12/3f2012 11:53:27 Allowed Normal In  |[XXXXXX [n/a 103 0105 G - Freight Depot
6 |Doe, Jane Employee 12/1/2012 12/21/2012 12/3f2012 11:59:01 Allowed Normal In  |[XXXXXX |n/a 105 0101 E - MLK
7 |Doe, Jane Employee 12/1/2012 12/21/2012 12/3f2012 12:07:02 Allowed Mormal In  |[XXXXXX |n/a 1050201 R - MLK 5
W 4 » »| Agency DoorA <¥ T ” (KNI il ] » [
lil Ready | Count: 21 |@|§IE 100% (=} [} (1)
.

The Agency Access Group By Door Report displays the following
fields

Door

Access Group
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Building Access System Reports: Agency Visitors
For Agencies residing in buildings with the Easy Lobby visitor management system.

-
GEORGIA BUILDING
"AUTHORITY

Home Logout AgencyAuditAccessCards

AgencyTagHolders
AgencyTagHoldersByGraup
AgencyAccessGroupsByDoor

AgencyLocationDoorAccesses  h rrags Svstem Reports
AgencyLocationTagHolders Yy P

AgencyPersonnelDoorAccesses
Report: AgencyVisitors
Agencies: | Education, Department of v|

Begin Date: |1/1/2013
End Date: |1/1/2014

| Submit Report | | Create CSV |

ding Authority, Georgia -

1 1 Martin Luther King, Jr., Drive, Atlanta, GA 30334 | 404-656-3251 | access@gba.ga.gov

Click the Reports drop-down menu and select AgencyVisitors

\

JGEORGIA BUILDING
/JAUTHORITY

w Gharter Schools Commission, Ga
| Children and Families, Govemnor's Office
Commission On Equal Oppostunity
Community Affairs, Depanment of

mmunity Health, Department of
Corectional Industries Administration
Comections, Department of
Council of Superior Court Clerks of GA
Council Of Supeniar Court Judges wity, Georgia -
Court of Appeals, Georgia
Criminal Justice Coordinating Council L.
Defense, Department of o system Reports
Drver Senices, Department of

2 Early Care & Learning, Depatment of

Peport Economic Development. Dept. of
Agencies:
: Emergency Management Agency, Georgia
Begin Date: Emplgyee:' Reﬂlregmem S\:g:m 4 T
Emdronmaental Finance Authority, Geoegia
Emaronmental Protection
Financing And Imestment Commission, GA
Firefighters Pension Fund, Georgia
Forestry Commission, State
GA Soil & Water Consenation Commission 0334 | 304-658-3171 | accessoba.ge.gov
Games Commission, State
General Assembly, Geargia
Geargia Bureau of Imeshigation

End Date:

Geargia Child Fatality Review Panel
Geaorgia Public Broadcasting
2 Geargia Public Defender Standards Col
.

Click the Agencies drop-down menu and select the report
Note: You will only have access to Agencies that you support
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»

JGEORGIA BUILDING
AUTHORITY

- Building Authority, Georgia

Building Access System Reports

Report: |Agenc'y’\-fisitm v|
Agencies: | Education, Department of ~|

Begin Date: |1/1/2013 x

End Date: | 1 January, 2013 "

Mo Tu We Th
ngz 2 s SR

Fr
4
7 8 5101
1415 % B
%

i

-

- -]
2 X% ¥
4 § &

Su
0

]
13
o
m

3

3 Today: Mardh 12, 2014

)

JGEORGIA BUILDING
AUTHORITY

Building Access System Reports

Report: | Agency\Visitors vl

Agencies: |Elhca[ic|n Department of v|
Begin Date: 1J’1.|'Zﬂ-13_ ]

End Date:

1

January, 2014
Mo Tu We Th

E 2 3 4
6 7 & 9 10 11
13 14 15 16 17 18
-]
b3)

frrive, Atlania, GA 30334 | 404-656-3351 | acee

e dE

S~ - R ]
X X 30 3
4 & & 7 8

w BB

Today: March 12, 2014

Click End Date: to select the end date of the report
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5. You can run the report or export the report into a CSV file
A. Run the report

]

JGEORGIA BUILDING
/AUTHO

RITY

Building Authority, Georgia -
Building Access System Reports

Report: | AgencyVisitors V:

Agencies: |Educ91mn, Department of v|
Begin Date: [11/2013 |

End Date: [1/1/2014 ]

| SubmitRepor | | Createcsv |

i 1 Martin Luther King, Jr., Drive, Atlanta, GA 30324 | 404-658-3251 | access@gba.ga.gov

Click Submit Report

Agency Visitors
Education, Department of
Tuesday, March 11, 2014 9:15:43 AM

Stan: 112014
Endd: 117714
Entry Location Visited Party Date Tifise
brameweitz, Ann WVisitor Towsers Eaxst Deslkc  |Educalion, Georgia 116/2004 | 09:29:52
Deepaartrment Of
aremadani, Visihor Towers Exst Desk  [Educalion, Georgia 1S/0n4 | 123308
Muhammad Dexpartment OF
ilemndar, Melbem Wisihor Towers East Desk  [Educalion, Georga 114/2004 | 13:52:48
Department Of
leander, Wisitor Towers East Desk  [Education, Georgla 116/2004 | 12:26:51
Brendamare Department Of
Blexander, Deanna Wisitod Towwers East Desk  [Educabon, Georgia 1i0fa0ns | 15:35:13
Department Of
ranchi, Dednna Visiter | Towers East Desk  |Education, Georgia 13204 | 15:48:36
Departrment Of
emcaneder, Deanna Visitor | Towers East etk |Education, Georgia 4/2004 | 14:43:02
Departrment Of
eander, Deanna Visitor Towers East Desk  |Educalion, Georgia IS/2004 | 154737
[wepartmsirit Of

A new window will open with the PDF copy of the report Building
Access Services User Guide 41
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B. Export Report to CSV

]

JGEORGIA BUILDING
AUTHORITY

Building Authority, Georgia

Building Access System Reports

1 Martin Luther King, Jr., Drive, Atlanta, GA 30224 | 404-656-2231 | access@gba.ga.gov

Click Create CSV

Open or Save the report

& EH9-¢-gaklil= Bookl - Microsoft Excel
Home | Inset  Pagelayout  Formulas Data  Review  View
i ]
& ot Calibri <8 v A A B | Siwrap Text General - j’i‘ ﬁj? ||
—~—' 3 Copy ~ Esi| = 5
Paste Bl 7 U-| 5~ S A~ Merge & Center = | $ = % 3 | %8 ;8 | Conditional Format G
= - Format Painter D = = - Hmerg ° O 0 e imatting + as Table * Styl
Clipboard 5 Font 5 Alignment 5 Humber 5 Styles
| Al - ia | Name
[ A [ 8 c D E F G H
1 |Mame Jvisitorype  visitpate  wisitTime  visitea party Entry Location StartDate  EndDate
2 Abramowitz, Ann Visitor 1/16/2014 9:29:52 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
3 Ahmadani, Muhammad Visitor 1/15/2014 12:33:08 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
4 Alemdar, Meltem Visitor 1/14/2014 13:52:48 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
5 Alexander, Brendamarie  Visitor 1/16/2014 12:26:51 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
6 |Alexander, Deanna Visitor  1/10/2014 15:35:13 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
7 |Alexander, Deanna Visitor ~ 1/13/2014 15:48:36 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
8 Alexander, Deanna Visitor 1/14/2014 14:43:02 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014
9 Alexander, Deanna Visitor 1/15/2014 15:47:37 Education, Georgia Department Of  Towers East Desk  1/1/2014 1/17/2014

The Agency Visitor Report displays the following fields
Name
Visitor Type
Visit Date
Visit Time
Visited Party
Entry Location
Start Date
End Date
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Access Card Audit

Access Card Procedural Summary
1. Review the Access Card Grid
a. Make sure that the Type (E or T) is correct
b. Change the Status from Uncertified to Active, Terminated, or Wrong
Agency
c. Change the Building if necessary
d. Add Notes if necessary
e. Confirm Other Information is correct
2. After changes are made click on the Save button or the Save link
3. Review the Access Card Report to make sure that all Access Cards have been
Audited
4. When all Access Cards are validated, click Certify

Accessing the Access Card Audit

After logging into the Online Building Access System, click Access Card Audit on
the left side menu.
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HKRHXKXXKXKRR Dgha.ga.gov - Bullding Authority, Georgia - Access Coordinator

Agency: | Building Authority, Gaorgia | [ << ] ([ Rsfresh Gne
Filter Uncertified only: 1 |[[___Save ] [ View Regort Ext

Bullding  Notes ‘Other Information

2Peachiree ) PS: 111008765432

] FS1111220933444

] PS: 123456780101

Trnity Washington || P51 2460101214161

Outside of Capital Hill[v] PS: Acme Conracor Services

Access Card Audit Features
Agency and Filter

Agency: | Building Authority, Georgia V

Filter: Uncertified only: []

Agency: If you are responsible for more than one Agency/Organization, you will be to
select the appropriate Agency with the Agency drop-down menu

Filter: Filter by Card Holder name or name of contract company
Enter in the term you would like to filter and hit the Enter key or click Refresh
Screen

Clear the Filter:
Clear the Filter field and hit Enter key to return to the full list
_Or_
Clear the Filter filed and hit Refresh Grid

Uncertified Only:
[“IChecked: (Default) Card Holders that have not been certified will only be
displayed

[] Unchecked: All Card Holders will be displayed
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Grid Navigation

[ e ] [ Refresh Grid ] [ =5 ]
[ Save ] [ View Report ] [ Exit ]
[ e

]: Previous Page

_Refresh Grid_|. The current page will be refreshed

[ ==

]: Next Page

[ S | save any changes that you have made to the Access Card Grid

[ ViewRepott | vy entire Access Card Audit Report <See Access Card Audit

Report>
[ Exit | Exit the Access Card Audit and return to the Building Access System
homepage
Certify

You are confirming that all "active” employees and
contractors are authorized by your agency to have a
Capitol Hill Access Card.

| Centify

]: All changes that made to the entire Agency will be submitted to the
GBA Parking and Access Office for processing.
e If Access Card is Active: the Access Card will be verified as Active
e If Access Card is Terminated: a Deactivate Request will be generated
e All Access Coordinators for your Agency/Organization will receive an e-mail
informing them that all Access Cards statuses have been certified
Warning: Use Certify only when all of the Access Cards have been verified for
your entire agency

Confirm Certification

(]

By selecting Certify | acknowledge that | am
responsible for the accuracy of the Status
and Building information for this agency.

After you have clicked Certify, click Accept
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Access Card Grid

Name Photo Type Status Building Notes Other Information

QO uncertified O Terminated

Save adams, Scarlett E 2 Peachtree w PS: 111098765432
@ Active ) Wrong Agency
@ Uncertified O Terminated

Save Bowman, Rebecca E . Twin Towers b PS5 11223344
O Active O Wrong Agency
QO uncertified O Terminated

Save Cooper, Kristy E ) 1 MLK ~ PS:123456739101
@ Active O wrong Agency

Save: Save changes that you have made to the current row
Name (view-only): Name of the Access Card Holder
Photo (view-only): Photo of the Access Card Holder (if available)

Type (view-only): Type of Access Card

E = Employee
T = Temporary
Status:
Uncertified: Access Card has not been Certified. Select one of the other
statuses

Active: The Access Card is currently in use
Terminated: The Access Card is no longer in use and needs to be deactivated
Wrong Agency: The Access Card Holder is not working in your Agency

Building: Primary Building that the Access Card Holder is located
Use the drop-down menu to select the correct building

Notes: Notes for Agency Coordinator use.
Notes will be included to a Deactivate OBAS Request with a Terminated status
changes.

Other Information (view-only):
Type E = PeopleSoft Number (if applicable/available)
Type T = Company of Temporary Access Card holder

Sort Access Card Grid

Name Photo Type Status Building Notes Other Information
You can sort by Name, Photo, Type, Status, Building, Notes, and Other
Information

Click the appropriate link at the top of the Access Card Grid to sort
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Access Card Audit Report
The Access Card Report is available to track the progress of the Access Card Audit. The
report will display a list of Access Card Holders.

View the Access Card Audit Report

[ << ] [ Refresh Grid | | >> |

[ Save ] [ View Report ] [ Exit ]

Click View Report in the Grid Navigation section

GEORGIA BUILDING
AUTHORITY

ess St

<
ot o

Capitol Hill workplace
|- [

KRR KKKKXRKX@gba.ga.gov - Building Authority, Georgia - Access Coordinator

Building Access System Reports

Report
Agencies:

Submit Report Return to Audit Export: | CSV ||
W41 Jofo p v [100%  [v Fnd Nt @ &

Agency Access Card Audit Report

Building Autherity, Georgia
Wednesday, May 02, 2012 10:10:32 AW

16074 | Adams, Scarlett E Uncertified 2 Peachiree

s623 | Baker, Richare € | Uncertiied Twin Towers

2392 |Bo T | uncerts ed Twin Towers

Sau3 € | Uncertified 1 MK

43621 | Cony T | uncertfied Twin Towers

42563 | Cooper, Krist T | uncertfied 1M

5269 E | Uncerti fied | Outside of Capitol Hill

26345 |Rallis, Laura E | Uncertified | Outside of Capitol Hil

18763 | Smith, Joshua T Uncertified Trinity Washington

6234 | Smit, Phillip E | Uncertfied clop

23461 | Stark, Jake E | Uncert ified 2 Peachtres

5132 |Stratus, Stefan T | Uncertfied | Outside of Capitol Hill vl
< >

Print Access Card Audit Report
[4 4 |1 |of20 b Pl 100% [~ Find | next [@ [ S |

Click the Print icon on the Report toolbar

Footnote: If Agency Access Card Audit Report does not appear within a reasonable

time, click for the report to appear as a CSV file.
Note: If saving data into a Pivot Table, save the data as an Excel file first
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Export Access Card Audit Report
Export: | CSV V
1. Click on Export

File Download

Do you want to open or save this file?

\-‘_—,E Name: AgencyfuditiccessCards.csv
)

Type: Microsoft Excel Comma Separated Yalues Fie, 83.3K6

From: spo-ati-devivs

Open Save Cancel

() Whiefies from the Intemet can be useful, some fils can polentialy
d harm your computer, If you do not trust the source, da et open of
= save this e, What's the k7

Click on Save

Flepre m
S ol ek £ ) -

Browse to the location you would like to save the report
Save as Type: Excel Wookbook (*.xlsx or *.xIs)
Click Save

@E9-¢-0 AgencyAuditaccessCards[1].csv - Microsoft Excel o B
IR o | et oot comoms ows i viw c@-sx
% cawn u - Generat A7 &
G B ZU- An IR -
P g w2 A “ - B S
Cipboara Fort Number cating
7 - v
A 0 < o] € F s " E
1 Agency CustomeriD Name Type Status Customer nfo Primary Building Audit Notes
2 Georgia 1697 Adams,Scarlett E  Uncert PS: 1109876543 2 Peachtree
3 Georgia 5623 Baker, Richard £ Uncert PS: 1177733344 Twin Towers
4 Georgia 2342 Bowman, Rebecca £ Uncert PS: 1122233344 Twin Towers
5 Georgia 9493 Castle, Frank £ Uncert PS: 2146211874 1MLK
6 Georgia 43621 Cooper, Elizabeth T Uncert Acme Accounti Twin Towers
7 Georgia 42563 Cooper,Kristy  E  Uncert PS: 1234567851 1MLK
s Georgia 5269 hillips, Lori £ Uncert PS: 6974561323 Outside Capitol Hill
9 Georga  26MSRollins,laura  E Uncert PS: 7754569646 Outside Capitol Hill
10 Georgia 16763 Smith, Joshua  E  Uncert PS: 2468101214 Trinity Washington
11 Georgia 234 smith, phillip £ Uncertified cos
12 Georgia 23461 stark,Jake £ Uncert ps: 658464623 2 Peachtree
13 Georgia 5132 stratus, Stefan T Uncert Acme ContractcOutside Capitol Hill
1
15
16 5
3 7 AgencyAuditaccesscards(1) /73 1 |
Reswy | 73 | [Eo@ %0, U @

Return to Audit

When you are finished with the Access Card Audit Report, click Return to Audit.



Building Access Services User Guide

Change Your Password
For security purposes you can change your password

Logout
User Guide
Training Video

Building Access
Request Form

Access Reports
GBA Building Policy

GBA Building Access
Resources

Georgia Building
1 Authority

Click Change Password

GEORGIA BUILDING
AUTHORITY

Logout 0000 X00000CCCEgha.ga.gov - Building Authority, Georgia - Access
Coordinator
User Guide
Training video Change Password
Bgilllﬂlngl ME £ess Plaase enter your new password below and click the “Change Password® button.
Access Reports Password:
Hew Password:
Change Password
Confirm New Password:
GBA Building Policy
[__Change Password | [ Cancel
GBA Building Access
Resources
Georgin Building
Authority
2 1 Martin Luther King, Ir., Drive, Atlants, GA 30334 | 404-656-3351 | sccess@gba.ga.gov
.

In the Password section, type in your current password

In the New Password section, type in the new password

In the Confirm New Password section, re-type the new password
Click Save Password

a.
b.
(ol
d.

Note: Passwords are case sensitive
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Logging out of the Access Services System
After you have completed your Access Request, you can log out of the system by
clicking Logout

Logout

User Guide

Training Video

Building Access
Request Form

Access Reports
Change Password
GBA Building Policy

GBA Building Access
Resources

Georgia Buildin

Authority

For security reasons, do not leave your screen unattended without logging out of the
system.

61
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Questions & Answers
Q: How do I order a new Access Tag?
A: Use the following steps

1.

NouhwnN

Log into the Building Access Request System
Go to the Building Access Request Form
Under Request Type, select New Request
Fill out the necessary information
Click Submit
Your request will be reviewed by GBA Parking & Access
You will receive an e-mail
a. if your request requires more information
b. if your request has been approved

Q: What do I do if I have an employee who recently lost their card?
A: Use the following steps

1.

Log into the Building Access Request System

2. Go to the Building Access Request Form

No v AW

Under Request Type, select Replacement
Select the Employee from the Employee List
Click Submit
Your request will be reviewed by GBA Parking & Access
You will receive an e-mail
a. if your request requires more information
b. if your request has been approved

Q: I have an employee that has recently changed their last name. How can I get a new
card with their new last name?
A: Use the following steps

1.

Log into the Building Access Request System

2. Go to the Building Access Request Form

XN AW

Under Request Type, select Update
Select the Employee from the Employee List
Enter in the Employee’s updated information
Click Submit
Your request will be reviewed by GBA Parking & Access
You will receive an e-mail
a. if your request requires more information
b. if your request has been approved
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Q: Someone wants to update their picture their Access Card. What would be the
best way to get this done?
A: Use the following steps

1.

“uihwn

N o

Log into the Building Access Request System
Go to the Building Access Request Form
Under Request Type, select Update
Select the Employee from the Employee List
In the Update Photo section, click the Browse button and upload the
updated Employee picture
Click Submit
Your request will be reviewed by GBA Parking & Access
You will receive an e-mail
a. if your request requires more information
b. if your request has been approved

Q: We have a contractor who has a temporary badge and we had to extend his
contract. How can I get a get an extension for the Temporary Card?
A: Use the following steps

1.

Log into the Building Access Request System

2. Go to the Building Access Request Form

XN AW

Under Request Type, select Update
Select the Contractor from the Employee List
In the Card Expire Date, Select the new date
Click Submit
Your request will be reviewed by GBA Parking & Access
You will receive an e-mail
a. if your request requires more information
b. If your request has been approved
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Q: I have a temporary employee that we have hired as a permanent employee. Can I
get their Access Card changed?

A: To change an Access Card from a Temporary (red) to an Employee (blue) or vice-
versa, use the following steps

1.

vl

Log into the Building Access Request System

2. Go to the Building Access Request Form
3.
4. Under Card Type, change the selection from Temporary (Red) to Employee

Under Request Type, select Update

(Blue) or Employee (Blue) to Temporary (Red)
Click Submit
Your request will be reviewed by GBA Parking & Access
You will receive an e-mail
a. if your request requires more information
b. If your request has been approved
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