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PROFESSIONAL DEVELOPMENT OPPORTUNITY FOR SDCCD EMPLOYEES

s §Yp SAN DIEGO .;En Traing

Community College District Institute

Y N -

MICROSOFT APPLICATIONS

Hyf&x: Attend in-person* or online
*In-person participants must bring their own laptop

Fridays, 2/28/25 -5/2/25
9:00am-12:00pm
SDCCE North City Campus (Room 212)* Online

Weekly Topics:
2/28: SharePoint Foundations Class
T and OneD ahoration anc Descriptions

Listed on the
Following
Pages

ive Data Management
and Phone

Reserve your spot today!

*North City Campus Location: 8355 Aero Dr, San Diego, CA 92123 Scan Me




QUICK GUIDE - CHECKING SPEED DIAL TO SDCCD DISPATCH

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.



https://help.sdccd.edu/

KEY REQUESTS

APPROVAL PROCESS

# Key Request Form

First*

Phone e SUBMIT REQUEST
= MANAGER APPROVAL
e OPERATIONS APPROVAL
e COLLEGE POLICE FORWARD
REQUEST TO DISPATCH
e DISPATCH CREATES/ENTERS
ALARM CODE INTO PANEL

Employee Id* Last 4 Digits of Social® | ?)

Supervisor/Manager™® Supervisor/Manager Email

et isnagsrsusensor < PLEASE NOTE THAT FROM THE TIME THAT
OPERATIONS APPROVES YOUR REQUEST, IT

TAKES A MINIMUM OF THREE WEEKS FOR
CODE.



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

EVENT & RESERVATION REQUESTS

WELCOME TO THE

EVENTS &
RESERVATIONS
PORTAL

This will guide yvou through submitting your event reguest.

Create Event

CREATE REQUEST

ALL EVENT AND RES

ERVATIONS MUST BE ENTERED

INTO THE PORTAL AT LEAST THREE WEEKS IN

ADVANCE.

EVENTS ARE DEFINE
IS NOT A SCHEDULE
RESOURCES , INCLU

THE FOLLOWING SLI

D AS ANY COLLEGE ACTIVITY THAT
D CLASS AND REQUIRES COLLEGE

DING SPACE.

DE INCLUDES A GUIDE FOR

SUBMITTING REQUESTS THROUGH THE PORTAL. MORE
INFORMATION CAN BE FOUND HERE, IN THE FAQS.



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

EVENT & RESERVATION REQUESTS

»Check details:
e S gy pa—— date,time,
.-_,.--'.- '--\._HR .-..--___-_.-' "-.___H -"erur Dean WI“ .-.-___.--" -,\_H . .-.-...__.--' h..-"'-\.,_\ |Dca_tan.
0, y A receivean £ A heck locati £ », *No changes
At least three (3) ' eFacilities " emailwitha | Eventlocation | "= ok location P
' weeks prior to «Audio/Video Request i link to .' i i swhatyou [ gvent confirmed | loreservation
| | approved by . confirmed via requested ' - : through the
event submit | «Parkin I | approve your | i | - via email from | U8
g PP Y - email from .
- _ . your Department . ' «You can now Portal.
\ request through »Catering/Refresh | D | request. \ system ; i \ system '
5 Portal /' -ments san - »You will ad”ﬁ?'ﬂe your / =Contact
. ; s ; \ y . ;
’ «\IPs A " automatically " /  event. . 4 College Events
5 / b s o < ’ . ’ & Operations
A o be notified 0 e via email if
—_— e once event is = T you need to
Lolesl make any
changeas
- Roomy/Space -
/5p - Projector & - Parking Permit - Requestor is
- A-Frames Computer (Individual) - Requestor is responsible for
- Tables (set-up) - Laptop(s) - Parking Permit Lifjﬁa?r?ﬁ!ﬁgf?r:ith Eunr_ﬂnaEE%P
_ . ~ CMA Group 10+ resiaen 5
Chairs (set-up) R (Group 10+) _ the caterer/ participation in the
- Tents (set-up) - Videographer - Group Permit vendar, avent.
- Trash cans - Show Film - Reserved - Include form and - Include request
- Recycle bins - Podium Spots(s) any set-up and any set-up
- Reserve Lot documents as part documents as part
- HVAC - Power Source/ of set up. of set up

Cables




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:

e THURSDAY, FEBRUARY 20
 FRIDAY, FEBRUARY 21




FACILTIES MAINTENANCE REQUESTS

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

e HVAC

e | eaks

Restrooms and related
supplies

Landscaping Check Here for Auto Email Updates
Minor Repairs
Insects or Pests
Lighting Issues

New Work Order

DIRECT

New Work Order

*Alt. Contact

*Alt. Contact Phone No
*Alt. Contact E-Mail
*Date

*|s this Equipment?

A WORK ORDER CAN BE

*Is this for AV equipment at

COMPLETED HERE, OR THEY CAN Miremer College?

BE CONTACTED AT
619-388-2814



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

PARKING PERMITS

PARK
ENTE
PARK

NG PERMITS CAN BE REQUESTED VIA THE EVENTS
RED AT LEAST THREE WEEKS IN ADVANCE. IF YOUR

NG ONLY, AND NO SPACE OR RESOURCES ARE NEE

“PARKING ONLY” IN THE EVENT TITLE.

PORTAL, AND MUST BE
REQUEST IS FOR

DED, PLEASE INCLUDE

FYOUR 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.



