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HOME SCREEN

 In order to create, transfer, and manage keys 
as outlined in this job guide, the user must:

a) Possess the Key Authorizer or Delegate 
role and responsibilities.

 To begin, access the FC Keys website:

https://nwu.simplekcloud.com/

 Login Details: 

• Username: 
NetID@ads.northwestern.edu 

• Password:  NetID Password 

▼  G E T T I N G  S T A R T E D

  P R O C E S S
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HOME SCREEN

Once on the Homepage,  

1) The Menu buttons are located across the 
top.

  

2) The Settings can be found by clicking the 
name button.  

▼  G E T T I N G  S T A R T E D

  P R O C E S S

21
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HOME SCREEN

Click on Configuration to adjust:   

3) Language 

  

4) Quantity of lines per page in lists 

▼  G E T T I N G  S T A R T E D

  P R O C E S S

3

4
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1

  I N F O R M A T I O N

Process 1.1
Requests and Orders: Create a New Key 
Request 

To begin a new Key Request,  

1) Click on Requests and Orders menu button

<<Upon clicking, the Requests and Orders screen 
will open in the main window>>

▼  P R O C E S S
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REQUESTS & ORDERS

2

  I N F O R M A T I O N

Process 1.1
 

From the Requests and Orders screen,   

2) Click on New Key Request 

<<Upon clicking, the New Key Request screen will 
open in a new pop up window>>

▼  P R O C E S S
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NEW KEY REQUEST

3

  I N F O R M A T I O N

Process 1.1
 

Begin typing the Key Recipient's name and a drop 
down will appear, 

3) Click on the Key Recipient's name when it 
appears 

▼  P R O C E S S
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NEW KEY REQUEST

4

  I N F O R M A T I O N

Process 1.1
 

Optional information, 

4) Click on the Key Return Date to choose a 
date the Recipient will return the key(s)  

▼  P R O C E S S
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NEW KEY REQUEST

5

  I N F O R M A T I O N

Process 1.1
 

5) Click on the drop-down arrow to select the 
Reason for the Key Request.

▼  P R O C E S S
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NEW KEY REQUEST

6

  I N F O R M A T I O N

Process 1.1
 

If you reason is Lost or Stolen Key: 

6) You must enter the NUPD report number 

▼  P R O C E S S
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7

  I N F O R M A T I O N

Process 1.1
 

Optional information, 

7) If the pick-up person is anyone other than 
the Requestor or the Recipient, enter the 
name of the Pickup Delegate 

▼  P R O C E S S
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NEW KEY REQUEST

8

  I N F O R M A T I O N

Process 1.1
 

Optional information, 

8) If you want the keys delivered to the Key 
Recipient, for an additional charge, check 
the Optional Delivery box 

▼  P R O C E S S
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9

  I N F O R M A T I O N

Process 1.1
 

Begin typing the Chart String and a drop down 
will appear, 

9) Click on the Chart String when it appears 

▼  P R O C E S S



Version 1.0 © 2019 Northwestern University Page 15 of 36

NOW VIEWING

Version 1.0 © 2025 Northwestern University Page 15 of 68

KEY MANAGEMENT

NEW KEY REQUEST

10

  I N F O R M A T I O N

Process 1.1
 

10) Click on the Campus where the keys will be 
picked up or delivered  

▼  P R O C E S S
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11

  I N F O R M A T I O N

Process 1.1
 

There are two way to select keys,   

11) First, type in the key number and the keys 
will appear below   

12) Click on the desired key 

▼  P R O C E S S

12
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13

  I N F O R M A T I O N

Process 1.1
 

There are two way to select keys,   

13) Second, use the drop-down menu to search 
the buildings

14) Click on the desired building

▼  P R O C E S S

14
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15

  I N F O R M A T I O N

Process 1.1
 

Once the building is selected,    

15) Use the second drop-down menu to select 
room

▼  P R O C E S S
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16

  I N F O R M A T I O N

Process 1.1
 

Optional information,    

16) You have the ability to add any notes to the 
Key Request. 

Note: Information added to the notes section 
will NOT be seen by the recipient and are for 
the requestors uses only.

▼  P R O C E S S
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NEW KEY REQUEST

17

  I N F O R M A T I O N

Process 1.1
 

Once all the information has been entered,    

17) Click Submit to complete the request 

▼  P R O C E S S
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KEY MANAGEMENT

NEW KEY REQUEST

18

  I N F O R M A T I O N

Process 1.1
 

After submission,  

18) The confirmation message will appear with 
the Key Request Number

▼  P R O C E S S
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You can only Copy a Request immediately after 
its creation.  You cannot copy a historical request 
from the Issuance Requests list.  

NEW KEY REQUEST

1

Process 1.2
Requests and Orders: Copy a New Key 
Request 

After the request has been submitted, you can 
copy the request with all the information pre-
entered:     

1) Click Copy Request to open a new request 
window  

<<Upon clicking, a new New Key Request pop out 
window will open >>

▼  P R O C E S S

▼  I M P O R T A N T
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COPY OF NEW KEY REQUEST

2

  I N F O R M A T I O N

Process 1.2
 

To update the Recipient,  

2) Click Key Holder and type the name of the 
new recipient 

▼  P R O C E S S
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COPY OF NEW KEY REQUEST

3

  I N F O R M A T I O N

Process 1.2
 

To update the Chart String,  

3) Click Chart String and type the new Chart 
String number

▼  P R O C E S S
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COPY OF NEW KEY REQUEST

4

  I N F O R M A T I O N

Process 1.2
 

To update the location,  

4) Click the red X button next to key 
information to CLEAR OUT the existing key 
location 

▼  P R O C E S S
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COPY OF NEW KEY REQUEST

5

  I N F O R M A T I O N

Process 1.2
 

To update the location,  

5) Enter the Key Number OR Building and 
Room information  

▼  P R O C E S S
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COPY OF NEW KEY REQUEST

6

  I N F O R M A T I O N

Process 1.2
 

Once all the necessary information has been 
updated,   

6) Click the Submit button to save the request 

▼  P R O C E S S



Version 1.0 © 2019 Northwestern University Page 28 of 36

NOW VIEWING

Version 1.0 © 2025 Northwestern University Page 28 of 68
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COPY OF NEW KEY REQUEST

7

  I N F O R M A T I O N

Process 1.2
 

After submission,  

7) The confirmation message will appear with 
the Key Request Number

▼  P R O C E S S
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REQUESTS & ORDERS

7

  I N F O R M A T I O N

Process 1.3
Requests and Orders: Issuance Requests 

From the main Requests & Orders screen,   

1) The Issuance Request List will list requests in 
chronological order

▼  P R O C E S S
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REQUESTS & ORDERS

3

  I N F O R M A T I O N

Process 1.3
Requests and Orders: Issuance Requests 

While the default view is all Current Requests, to 
see Historical Requests,    

2) Click the drop-down menu 

3) Select All 

▼  P R O C E S S

2
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REQUESTS & ORDERS

4

  I N F O R M A T I O N

Process 1.3
Requests and Orders: Issuance Requests 

Other report abilities include,    

4) Click Download to download an Excel file 

5) Click Print to send this view to your printer

▼  P R O C E S S

5
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REQUESTS & ORDERS

6

  I N F O R M A T I O N

Process 1.3
Requests and Orders: Issuance Requests 

To open a current request,     

6) Click any of the highlighted columns

<<Upon clicking, the Key Request pop out window 
will open >>

▼  P R O C E S S
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You cannot Copy a Key Request from the Request 
Details screen.  This can only be done at the time 
of the New Key Request entry.  

REQUESTS DETAILS 

7

  I N F O R M A T I O N

Process 1.3
Requests and Orders: Issuance Requests 

7) View the Request details 

▼  P R O C E S S
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  I N F O R M A T I O N

Process 2
Transfer Keys  

To Transfer an existing key ,  

1) Click on Key Tracking menu button

<<Upon clicking, the Key Tracking screen will 
open in the main window>>

HOME SCREEN 

1

▼  P R O C E S S

Process 2
Transfer Keys  

On the Key Tracking screen, you will see all the 
keys that you have Authorization or Delegate 
responsibilities over.   
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▼  P R O C E S S

Process 2

Locate the Key Copy you want to transfer from 
the list, OR 

2) Use the Search Bar to narrow down your list 

KEY TRACKING

2

  I N F O R M A T I O N
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▼  P R O C E S S

Process 2

Once you have located the Key Copy, 

3) Click on the Chart Icon to open the key 
information 

<<Upon clicking, the Selected Key 
Information will appear at the top of the Key 
Tracking screen >>

KEY TRACKING

3

  I N F O R M A T I O N

3
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▼  P R O C E S S

Process 2

From the Selected Keys section at the top of the 
screen,  

4) Click the Modify button

<<Upon clicking, a Key Tracking pop up window 
will  appear >>

KEY TRACKING

4

  I N F O R M A T I O N
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KEY MANAGEMENT

▼  P R O C E S S

Process 2

To update the Key information,  

5) Begin typing the name of the person to 
which you want to transfer the key into the 
Holder section 

KEY TRACKING

  I N F O R M A T I O N

5
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▼  P R O C E S S

Process 2

(cont.) To update the Key information,  

6) The Issue Date will AUTO-POPULATE to the 
current date

KEY TRACKING

  I N F O R M A T I O N

6
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KEY MANAGEMENT

▼  P R O C E S S

Process 2

(cont.) To update the Key information,  

7) The Due Date is optional

KEY TRACKING

  I N F O R M A T I O N

7
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▼  P R O C E S S

Process 2

(cont.) To update the Key information,  

8) The Note section is optional

Note: Information added to the notes section 
will NOT be seen by the recipient and are for 
the requestors uses only.

KEY TRACKING

  I N F O R M A T I O N

8
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▼  P R O C E S S

Process 2

(cont.) To update the Key information,  

9) Click the OK button to save the transfer

<<Upon clicking, the Key Tracking pop up window 
will close >>

KEY TRACKING

  I N F O R M A T I O N

9
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▼  P R O C E S S

Process 2

(cont.) To update the Key information,  

10) The new key information will appear at the 
top of the screen

KEY TRACKING

  I N F O R M A T I O N

10
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REQUESTS & ORDERS

1

  I N F O R M A T I O N

Process 3.1
Manage Key Authorizers: View Delegates

 

To view Delegates,   

1) Click the Delegates menu button

<<Upon clicking, the Delegates screen will appear 
in the current window >>

▼  P R O C E S S
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REQUESTS & ORDERS

2

  I N F O R M A T I O N

Process 3.1
 

(cont.) To view Delegates,   

2) The active Delegates will appear on the 
screen 

▼  P R O C E S S
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REQUESTS & ORDERS

1

  I N F O R M A T I O N

Process 3.2
Manage Key Authorizers: Add Delegates

To add a new Delegate,   

1) Type in the name of the new Delegate into 
the search bar at the top of the screen 

2) Click on the name of the new Delegate 

▼  P R O C E S S

2
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Click each room number button individually to 
add the new Delegate to each space.  

REQUESTS & ORDERS

3

Process 3.2

Upon clicking the new Delegate’s name, the 
room numbers will appear below the name.

The room number list will include all rooms the 
user has authority over.    

3) Click the room number button

▼  P R O C E S S

▼  I M P O R T A N T
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REQUESTS & ORDERS

Process 3.2

Upon clicking the room number(s), the new 
Delegate’s name will automatically appear below 
the Space section.

▼  P R O C E S S

  I N F O R M A T I O N
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REQUESTS & ORDERS

  I N F O R M A T I O N

Process 3.3
Manage Key Authorizers: Remove Delegates

To remove an existing Delegate,   

1) Locate the name of the Delegate to remove

2) Click the Dismiss button to the right of the 
name  

▼  P R O C E S S

1 2
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REQUESTS & ORDERS

Process 3.3

Upon clicking, the existing Delegate’s name will 
automatically be removed from below the Space 
section.

▼  P R O C E S S

  I N F O R M A T I O N
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REQUESTS & ORDERS

1

  I N F O R M A T I O N

Process 4
Key Pick Up 

Once a Key Request has been submitted, the 
Recipient will receive a Creation Notification.  

They must accept the University Key Policy,  

1) Click on the link to open SimpleK website

<<Upon clicking, the SimpleK site will open in a 
new browser window >>

 

▼  P R O C E S S
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REQUESTS & ORDERS

2

  I N F O R M A T I O N

Process 4

Once on the SimpleK site, to accept the 
University Key Policy,  

2) Check the box to confirm that you have read 
and accept the key issuance policy 

3) Click the Agree button to save your 
acceptance

▼  P R O C E S S

3
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REQUESTS & ORDERS

4

  I N F O R M A T I O N

Process 4

After the Key Holder has accepted the Key Policy, 
they will receive the Key Policy Acceptance 
Confirmation,    

4) It will include the date and time of 
acceptance.   

Note: A downloadable copy of the Key Policy 
will be attached to the email.  

▼  P R O C E S S
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REQUESTS & ORDERS

5

  I N F O R M A T I O N

Process 4

Once the keys are ready for pick up, both the Key 
Requestor and the Key Holder will receive the 
Key Request Complete notification.  

Information will include:

5) The location and times keys can be picked 
up 

6) The key pick up requirements 

▼  P R O C E S S

6
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REQUESTS & ORDERS

7

  I N F O R M A T I O N

Process 4

At the time of pick up, 

7) The Key Holder must provide a signature of 
acceptance 

Note: A copy of the signature and Key Policy 
will be emailed to the Key Holder after 
completion.  

▼  P R O C E S S
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HOME SCREEN 

  I N F O R M A T I O N

Process 5.1
Reports: Access Key Reports 

 

There are two ways to access the Key Reports.  

First,   

1) Hover over the Reports menu button

2) Click on either report name when the drop-
down menu appears 

▼  P R O C E S S

1

2
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KEY MANAGEMENT

HOME SCREEN 

  I N F O R M A T I O N

Process 5.1
 

 Second,   

3) Click on Reports menu button

<<Upon clicking, the Reports list will open in the 
existing window >>

▼  P R O C E S S

1
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KEY MANAGEMENT

REPORTS

  I N F O R M A T I O N

Process 5.1
 

 After the report menu opens below,   

4) Click on the Report Name to open the report 

<<Upon clicking, each individual Report will open 
in the existing window >>

▼  P R O C E S S

4
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Process 5.2
Reports: Authorizer by Room 

 

The Authorizer by Room report is available to 
every Northwestern employee with Facilities 
Connect access.  

This report is used to determine who an 
authorizer is for a specific space.  An individual 
can then contact that authorizer to request a 
key. 

Users can search by building name, room 
number, or authorizer name. 

REPORTS

▼  P R O C E S S

4

▼  I N F O R M A T I O N
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KEY MANAGEMENT

Process 5.3
Reports: Key Holders by Space  

 

The Key Holders by Space report is available Key 
Authorizers ONLY.  

This report details all the keys that the user is 
authorized for and to whom those keys are 
assigned.  

REPORTS

▼  P R O C E S S

▼  I N F O R M A T I O N
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Process 6
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

Process 6
 

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

Process 6
 

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

Process 6
 

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

Process 6
 

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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Process 6

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
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BUILDING EQUIPMENT ASSET RECORD

Process 6

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



Version 1.0 © 2025 Northwestern University Page 68 of 68
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Process 6

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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