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This guide explains how to create and submit an Export Control Request.

1. From the Dashboard, click Create, and then click Create Export Control.
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Fig  for Lydia Wessel

My Inbox M
- T

My Inbox
~ Export Control erby © |ID
ID
Create Export Control EC00000034
» Facility Management ems returned

2. Selectthe employee responsible for the request. This will default to your own name. To change this, click the three dots
next to your name, and select the name of the employee who be responsible. Click OK. To remove the name of someone,

click the X next to their name.

1. * Select the employee responsible for this request:

Lydia C 0

Select Person

A — [ ] - F
12501 26041 » M

Farst Middie Name Last Organization

1250130041 » W

3. Selectthe type of request. Different pages/smartforms will appear based on the type of request you select; for example,
selecting International Guest will cause the visitor information pages to appear. (For more information about the

different types of requests, see the Request Types job aid.) Enter the Name/Description of the request.

2. * Type of request:

Visa (H1B, J-1, 1-20, etc.)
International Guest
Shipment

Purchasing

3. * Name / Description of Request:

Sponsored Research, Collaborations, and other Agreements

Payment Processing

ltems Controls
Technology and Software Controls

Miscellaneous

[CHORONONCRONONCNCNE!

Travel
Clear
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4. Complete the following pages, note the pages you see will be different depending on the type of request you chosein

question 2. Click Continue to move to the next page.

UAB

The University of
Alabama at Birmingham.
= [B validate &8 Compare

Editing: RS2026-00002

Basic Information

Visit Information Visit Information

Visitor Information * Date(s) of visit:

Supporting

Documents
Start Date End Date
There are no items to display

* Who is the hosting faculty member?

| a

* Hosting department or school:

[ a

* |dentify the campus location(s) to be visited:

+ Add

Facility Parent Facility
There are no items to display

* Type of visit:

Hello, Lydia Wessel

4 Goto forms menu ) Print @ Help

Notes

L

5. Addin any supporting documents on the Supporting Document page by clicking Add. At this time, review the information

that you have filled out in the form. When you are satisfied, click Finish.

Supporting Documents

Attach additional supporting documents:

‘+A,dd

Document Mame Date Medified

There are no items to display

SUPPORTING DOCUMENTS
Wait....
= Ensure responses are accurate and complete.
= Provide sufficient details.
= Upload all supporting documents.
Incomplete submissions will result in a delay and may result in the submission being returned.

Once Complete...

= Click the "Finish" button below.
= From your Workspace, select "Submit” for initial submissions.

= From your Workspace, select "Submit Response” if responding to a reviewer's questions

OExit B Save
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6. Your Export Control request has been completed and is in the Pre-Submission state. The next step is to Submit your
request. From the submission workspace, click Submit.

Root > Export Control > LW Test

bty RS2026-00076: LW Test

Submitted by:  Lydia Wessel Responsible Party: Lydia Wessel Assigned Reviewer: Research Security
Date Submitted: Submission type: International Guest Screening Result:
Date Approved:
Next Steps

Edit Export Control Pre-Submission Expory contrel Review Complete

Printer Version ' Clarification ' ' Clarification l
Requested Reguested
View Differences . i . . . -
History Documents Visitor Information Screening Results Reviews Deliverables

* Submit Filter by © [Acﬁvity 'l I Enter text to search |ﬂ < Add Fiter
&+ Assign Reviewer Activity Author = Activity Date
L&' Update TCP Fields B Submission Created Wessel, Lydia 6712026 11:08 AM

[# Upload or Generate TCP

7. Check the box stating that you agree with the statement. Add any necessary comments or supporting documents, and
when you are ready to submit the request, click OK.

Submission Terms:

This is attestation text for the International Guest (Visitor) Request type

* | agree with the above statement: [J

1. Comments:

2. Supporting Documents:

Document Name Date Modified
There are no items to display

o | canen |

You have successfully completed the process of creating an Export Control request. The submission is now in the pre-review
state and is ready to be reviewed.
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