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KEY MANAGEMENT

This document has been structured by the key topic(s) and process(es) involved in the management of building equipment assets. Please view the table below to 
locate a specific topic or process contained within the document.
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KEY MANAGEMENT

 Introduction to FC Keys 

▼  G E T T I N G  S T A R T E D

  P R O C E S S

UNDERSTANDING SPECIFICATIONS AND ASSETS

BENEFITS 

Increased Security - Know exactly who has access to mechanical 

keys, what and where they have access to, which keys are 

expiring

Complete oversight and transparency- Up-to-date key system 

information, audit trails, secured access, agreement forms, etc., 

Improved Productivity - Quick access, complex queries, detailed 

reports, reminders, automatic email notifications, search tools, 

more.

Reduced costs - minimize lost or non-returned keys

Improved Efficiency - Enhanced operational efficiency, 

standardized key control process and workflow, elimination of 

PDF forms, and self-service functions for key authorizers within 

the departments.

CAPABILITIES 

Key Request (New/ Lost) Workflow

Key Transfers

Key Issuance & Returns

Master Key Systems and Keys Management

 Key Blank Management

Key Cutting Information

N E W  K E Y  M A N A G E M E N T  S Y S T E M :  F C  K E Y S  W I T H  S I M P L E K
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KEY MANAGEMENT

 Legacy process vs. FC Keys 

▼  G E T T I N G  S T A R T E D

  P R O C E S S

WHAT IS CHANGING? 

1. Paper authorization form is completely 

gone.  Everything will be 

online/paperless

2. The ability for any employee to enter a 

key request is going away.  Only key 

authorizers can enter requests.  

3. Lock shop will no longer manage the 

master document of key authorizers.  

Each department will now self manage 

the key authorizers. 

NOW VIEWING  HOMEPAGE

WHAT IS NOT CHANGING? 

1. Financial process:

1. No change to billing

2. All done in Facilities Connect 

3. Cost of keys or labor 

2. Key holders still have the responsibility 

of accepting the Terms &Conditions.

3. Still pick up keys at Customer Service.

4. Delivery still available with charge.  

NEW FEATURES 

1. Online site to submit, view,  and track 

requests throughout the process – 

increased transparency.

2. Series of email notifications 

3. “Copy Request” functionality 

4. One place for key reporting 
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KEY MANAGEMENT

 Access SimpleK systems to perform 
specific actions  

 Website 

 Mobile 

 Desktop

▼  G E T T I N G  S T A R T E D

  P R O C E S S

DESKTOP 

o Administrative version 

o Used by Lockshop and Customer Service to 

manage requests 

o Key Authorizers and Key Holders do not 

have access to this version

NOW VIEWING  HOMEPAGE

WEBSITE 

o Employee facing version to enter key 

requests and manage keys  

o Can be used by Customer Service to search 

for Key Authorizers 

MOBILE 

o Used only by Lockshop and Customer 

Service for Key Pick up or Delivery to get 

Customer signature 
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  I N F O R M A T I O N

HOME SCREEN

Process 1.1
View Key Authorizers 

From the SimpleK website, 

1) Hover over or click on the Reports button 

<<Upon clicking, the Report Menu will appear in the 
main window>>

2) Click on the report titled Authorizer by 
Room 

▼  P R O C E S S 1

2 2
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  I N F O R M A T I O N

HOME SCREEN

Process 1.1
View Key Authorizers 

(continued)

3) Scroll through the Authorizer list 

4) Use the Search button to search for building 
name, room number, or authorizer name. 

▼  P R O C E S S

4

3
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  I N F O R M A T I O N

Process 2.1
Key Pick Up Process 

On the iPad home scree,  

1) Tap on the SimpleK Mobile App icon 

 

<<Upon tapping, the SimpleK app will open>>

▼  P R O C E S S

1
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  I N F O R M A T I O N

Process 2.1
Key Pick Up Process 

Once on the SimpleK Mobile App,   

2) The completed Key Requests will appear on 
the home screen 

▼  P R O C E S S

2
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  I N F O R M A T I O N

HOME SCREEN

Process 2.1
Key Pick Up Process 

To open the complete Key Request,    

3) Locate the Key Holder in the list OR 

Use the search bar to locate the Key Holder  

4) Tap on the name Key Holder 

<<Upon tapping, the signature page will open>>

▼  P R O C E S S

3

4
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It is very important to scroll the page all the way 
up in order to see the Confirm button. 

If you cannot see the button, you have not 
scrolled down far enough.  

▼  I M P O R T A N T

Process 2.1
Key Pick Up Process 

On the Signature page,     

5) The Key Holder will sign in the gray signature 
box

6) The Key Holder will tap Confirm save their 
signature and re-accept the key policy 

<<Upon tapping, the signature page will 
automatically close, and you will be returned to 
the home screen>>

▼  P R O C E S S

5

6
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  I N F O R M A T I O N

HOME SCREEN

Process 2.1
Key Pick Up Process 

The completed Key Request will automatically 
disappear from the list.

The Key Holder will get a copy of their signature 
and the key policy in an email confirmation.  

▼  P R O C E S S

7
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.1
View the Status of a Key Request 

On the SimpleK Desktop, to view the list of Key 
Requests or Issuance Requests, 

1) From the Desktop homepage, click on the 
Issuance Report button. 

 

<<Upon clicking, the Issuance Request List will 
open in the main window>>

▼  P R O C E S S

1
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.1
View the Status of a Key Request 

2) View the list of requests to view details such 
as, 

a) Request Number 

b) Authorizer

c) Key Holder

d) Request Date

 

▼  P R O C E S S

a b c d
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.1
View the Status of a Key Request 

2) View the list of requests to view details such 
as (continued), 

e) Optional Delivery 

f) Status 

g) Pickup Delegate 

h) Chartstring 

 

▼  P R O C E S S

e f g h
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.2
Edit a Key Request 

To Edit the Key Request or Issuance Request, 

1) Double click anywhere on the line item you 
want to edit

 

<<Upon clicking, the Key Request Record  will 
open in a new window>>

▼  P R O C E S S

1
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.2
Edit a Key Request 

Edit such fields as,  

2) Key Holder 

a) Click the drop-down menu to 
expand the Key Holder list 

b) Or type the name of the new Key 
Holder if known 

 

▼  P R O C E S S

4

2
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.2
Edit a Key Request 

Edit such fields as (continued),  

3) Key Return Date  

a) Click the calendar icon to choose a 
key return date 

▼  P R O C E S S

3
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.2
Edit a Key Request 

Edit such fields as (continued),  

4) Chartstring:

a) Click the drop-down menu to 
expand the Chartstring list 

b) Or type the new Chartstring if 
known

5) Campus: use the drop-down menu to 
choose between Evanston and Chicago 
campus 

▼  P R O C E S S

4

5
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.2
Edit a Key Request 

Edit such fields as (continued),  

Type in any of the following fields:

6) NUPD# 

7) Pickup Delegate

▼  P R O C E S S

6

7
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.2
Edit a Key Request 

Once you make any changes on the Key Request, 
the following buttons will be available:  

8) Save: save progress and continue to edit  

9) Cancel: undo your last change 

10) Save and Close: save your progress and close 
the Key Request window 

▼  P R O C E S S 8 9 10
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.3
View Full History of a Key Request 

To view the complete history of a Key Request, 

1) Click on the History button on the left side of 
the window 

 

<<Upon clicking, the History details will appear in 
the same window>>

▼  P R O C E S S

1
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BUILDING EQUIPMENT SPECIFICATION SCREEN

  I N F O R M A T I O N

Process 3.3
View Full History of a Key Request 

(continued) 

2) The History will include the original request 
date at the top  

3) And the date/timestamp of the 
modifications made and by whom.  

▼  P R O C E S S

2

3
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4.1 Appendix 
Notification List 

This lists contains the current notification types 
and who receives them.  

The following pages will detail the content of 
each notification.   

  I N F O R M A T I O N

NOTIFICATIONS  & ORDERS

Notification Type Key 
Authorizer

Key 
Holder 

Request Creation X
T&C Confirmation X
Ready for Pick Up X X
Completion Confirmation X
Key Policy Recurring Reminders X
Pick Up Recurring Reminder X X
Key Expiration Recurring Reminder X X

  P R O C E S S

▼  I N F O R M A T I O N
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BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List 

Key Policy Acceptance 

• Key Request has been created on your 
behalf. 

• Request to sign the Terms and Conditions.  

  P R O C E S S

▼  I N F O R M A T I O N
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BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List 

Key Policy Acceptance Confirmation  

• Confirmationn that the Terms and 
Conditions agreement has been signed by 
the Key Holder 

• Copy of the signed Terms and Conditions 
for your records.  

  P R O C E S S

▼  I N F O R M A T I O N
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BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List 

Key Request Complete 

• Keys are ready for pickup 

• Will include Location and Times key can 
be picked up 

• Key Pick up Requirements 

  P R O C E S S

▼  I N F O R M A T I O N
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BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List 

Confirmation of Key Receipt 

• Confirmation the keys were picked up and 
by whom.  

• Copy of signature 

• Copy of Key Agreement 

  P R O C E S S

▼  I N F O R M A T I O N
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BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List

Recurring Reminders 

• Key Policy Required: Sent every 3 days 
from Request Submitted Date  

  P R O C E S S

▼  I N F O R M A T I O N



Version 1.0 © 2025 Northwestern University Page 30 of 31

BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List

Recurring Reminders 

• Keys ready to pick up: Sent every 7 days 
from when request is ready for pickup

  P R O C E S S

▼  I N F O R M A T I O N
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BUILDING EQUIPMENT ASSET RECORD

4.1 Appendix 
Notification List

Recurring Reminders 

• Overdue Key Copies: Sent every 7 days, 
starting one month before keys expire 

  P R O C E S S

▼  I N F O R M A T I O N
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