
PCAB Update
Administrative Services



PROFESSIONAL DEVELOPMENT OPPORTUNITY FOR SDCCD EMPLOYEES



To ensure quick access to SDCCD Dispatch, please take a moment to check your phone for the pre-set
speed dial option. (Scan QR code for directions)

Having this option readily available can save critical time in an emergency. 

 
Our ITS technicians are available to help if you require additional assistance. Please submit a Service

Desk request at help.sdccd.edu, and a technician will assist you.

QUICK GUIDE - CHECKING SPEED DIAL TO SDCCD DISPATCH 

https://help.sdccd.edu/


KEY REQUESTS 

APPROVAL PROCESS

SUBMIT REQUEST
MANAGER APPROVAL

OPERATIONS APPROVAL
COLLEGE POLICE FORWARD
REQUEST TO DISPATCH
DISPATCH CREATES/ENTERS
ALARM CODE INTO PANEL

PLEASE NOTE THAT FROM THE TIME THAT
OPERATIONS APPROVES YOUR REQUEST, IT
TAKES A MINIMUM OF THREE WEEKS FOR
COLLEGE POLICE TO ISSUE A KEY/ALARM
CODE.

KEY REQUEST

https://www.sdmesa.edu/about-mesa/admin-services/facilities-operations/key-request-form.shtml
https://www.sdmesa.edu/about-mesa/admin-services/facilities-operations/key-request-form.shtml


ALL EVENT AND RESERVATIONS MUST BE ENTERED
INTO THE PORTAL AT LEAST THREE WEEKS IN
ADVANCE.

EVENTS ARE DEFINED AS ANY COLLEGE ACTIVITY THAT
IS NOT A SCHEDULED CLASS AND REQUIRES COLLEGE
RESOURCES , INCLUDING SPACE.

THE FOLLOWING SLIDE INCLUDES A GUIDE FOR
SUBMITTING REQUESTS THROUGH THE PORTAL. MORE
INFORMATION CAN BE FOUND HERE, IN THE FAQS.

EVENT & RESERVATION REQUESTS

CREATE REQUEST

https://www.sdmesa.edu/about-mesa/admin-services/facilities-operations/index.shtml#events
https://c2eib679.caspio.com/dp.asp?AppKey=78aa40006e129f60fe2d4a439227


EVENT & RESERVATION REQUESTS



CASPIO WILL BE UPGRADING THEIR SYSTEMS
THIS WEEK, AND THE EVENTS PORTAL MAY
BE INTERMITTENTLY UNAVAILABLE BETWEEN
6:00 A.M. AND 1:00 P.M. ON THE FOLLOWING
DAYS:

THURSDAY, FEBRUARY 20
FRIDAY, FEBRUARY 21

EVENT & RESERVATION REQUESTS



FACILTIES MAINTENANCE REQUESTS

HVAC
Leaks
Restrooms and related
supplies
Landscaping
Minor Repairs
Insects or Pests
Lighting Issues

FACILITIES SERVICES CAN ASSIST WITH REQUESTS, SUCH AS THOSE LISTED BELOW:

A WORK ORDER CAN BE
COMPLETED HERE, OR THEY CAN
BE CONTACTED AT 
619-388-2814

https://dlweb.megamation.com/sdccd/DLWEB.php/O4W_WO_NEW


PARKING PERMITS 

PARKING PERMITS CAN BE REQUESTED VIA THE EVENTS PORTAL, AND MUST BE
ENTERED AT LEAST THREE WEEKS IN ADVANCE. IF YOUR REQUEST IS FOR
PARKING ONLY, AND NO SPACE OR RESOURCES ARE NEEDED, PLEASE INCLUDE
“PARKING ONLY” IN THE EVENT TITLE.

IF YOUR NEED IS WITHIN THREE WEEKS, PLEASE CONTACT THE COLLEGE
POLICE OFFICE ON CAMPUS AT 619-388-2749, AND THEY CAN PREPARE A
PERMIT FOR YOU OR YOUR GUEST(S) TO PICK UP.

  


