
Requesting Keys and Card Access Form: Quick Start Guide

1. Visit 

https://ww1.odu.edu/facilities/services/keys


4.  From the “Select Key Type” drop down select:
a. “Building Master” if your roles and responsibilities here at ODU requires 

access to buildings and office spaces within those buildings,
b. “Individual Room” if you need general access to a single door or localized 

access group/suite.



For the “Supervisor” Requester Type

7b.  When selecting the “Supervisor” Requester Type, enter in the employee’s UIN or 
Midas ID, and the system with auto populate the employee and your supervisor 
information.

7c.  Then select “Submit” and the request will be forwarded to your Banner Web Time 
Entry Approver/supervisor for authorization and processing.





7f.  Then select “Submit” and the request will be forwarded to your Banner Web Time 
Entry Approver/supervisor for authorization and processing.

For help and assistance please contact us at 757-683-3192 or dooraccess@odu.edu 

mailto:dooraccess@odu.edu

