
INSTRUCTIONS TO SUBMIT AN 
ADDITIONAL SECURITY REQUEST (ASR) 

 

1. Click the following to open the ONLINE ASR SYSTEM. 
2. Log in to Quickbase using the DC GOV Email address and password. 

 

3. From the Dashboard, click on the 
Create My ASR Profile or if you 
already have a profile, click on Add 
ASR 

4. Enter last name, first name, email, 
and agency 

5. From the dashboard, click on Add 
ASR 
 



 

6. Enter Signatory information 
7. Enter Request Details in Step 1 through Step 5. 

 



 

8. Add any supporting documents

 
9. Click on Start Adding Sites  

 

10.  “Save this record?” message will pop up, click SAVE 
11. Search and click on the address 

 

 

12.  Add security details for site 1 



 

13. If more sites need to be added, continue to select sites 
14. Continue to Add security details for each of the sites 

 

15. Once all the sites have been added, click on the Calculate Cost button 
 
 
 
 
 



16. If Errors were found in the submission, they will be highlighted in red. 

 

 If there are errors found in the security detail, the calculation will be set 
to $0.00 

 Security details with the error will highlight in red and the error will be 
displayed on the status field. 

 Correct or delete and click on Calculate Cost to proceed. 
 

17.  Click on the Agency Approvals tab and enter the Funding Attributes 
18. Review ASR request and click Save & Close. 
19.  Application will send out notifications to the requestor and DGS Reviewers. 



 

20. DGS will review the request and contact requestor if any changes were 
made.  

21. Once DGS Reviewers approve the ASR request, the AFO will be notified via 
email to approve with their signature. 

22.  The requestor will be notified when the AFO signature is received. 
23. The requestor returns to the ASR via dashboard or email link. 
24. Navigate to the Generate LOI tab and click on Generate LOI 

 

25. Application will send out the PDF of the generated and digitally signed LOI 
to the requestor and Agency AFO, as well as notify COTR. 



26. Once requestor received the notification that PSD Associate Director has 
approved and provided their signature, requestor could log back to the ASR 
Application. 

27. From the Dashboard, click on a row from ALL Pending ASR report 
28. Scroll down and go to Generate ASR Document tab 
29. To generate the ASR Document, click on Generate ASR button 
30. A PDF version of the document will be saved on the record and emailed to 

the requestor. 
 

 


