
Access Request Form Instructions:

Before you begin:

You will need the following information to complete your Access Request form.


Onsite Access (ID Badge) with or without computer access

◦ Your own valid email address. You cannot use a shared email address or you will be unable to complete this process

◦ The location you will be working. Please check with you Fermilab point of contact (your Fermilab Mentor) if you are unsure

◦ The name, email address, and phone number of your Fermilab point of contact (your Fermilab Mentor)

◦ Your Purchase Order (PO) number (Contractors only) Please check with your point of contact for this information (ignore this)


Notes About Onsite Access


▪ Up to one year of access can be requested — (you will be requesting 6 month access)

▪ If you are planning to come onsite at all during your requested access, select the onsite option on the Access Request form (onsite needed for you)

▪ You are required to present a valid REAL ID in order to come onsite (many driving licences are NOT real ID)


*Notes for onsite foreign nationals…

If you are on a short-term visa (i.e. B-1, VWB, etc.) and will need a long-term badge, you can put the full date range that you need an ID badge for and then we can issue 
multiple badges (if needed) within that timeframe without needing you to re-submit a ticket/form.

https://get-connected.fnal.gov/accessandbadging/instructions/
Access website with some notes for “Vamos a Fermilab” students in red.

Start the process only after the exchange with your mentor, get:  
• contact information 
• work location 
• short work description



Click here to start 
once you have 

all the information.



You need to choose 
“Affiliate or User” as your 

Reason for Access.



you do not need this

pretty standard stuff here



your mentor

chose this program as your 
affiliation

you are a student

ask your mentor for this 
text

continues in next slide



access from June to 
December (unless your 
mentor wants different)

YES!

access from June to 
December (unless your 
mentor wants different)

not every day!

ask mentor about location



For some the home 
institution will be on the list. 



You need to include the 
information for your 
professor at home 

institution.



when home institution is not 
in the list, choose “Other” 

and complete



“Vamos a Fermilab” is NOT 
for robots.


