UPD Key Request Workflow Instructions

Important: Do not select or submit the generic "Use Workflow" template. Requests must be
submitted using the appropriate University Police Department (UPD) workflow from the
Adobe Sign Library.

Step 1
Log in to Adobe Sign at esign.sdsu.edu.

Step 2
From the Adobe Sign home page, select Start from Library.

Home Sl Mansge  Werfows  Beports  Gromp  Sesowe B3

Welcome, Access Control JO8 M GRES A0 WOATING FOR YOU B EVENTS A AT

Catch the replay - Sign for Healthcare

Send a document for signature e £ chmnces
Beiprril o sippratune v i v agrrerreesd, o alar | o s by Srrnpdite Him b i coceligrare g o bloalfta rm, Life
. [ e i FO st Bt practine.
(stmary ) GG s
Step 3
Select the Workflows tab.
Step 4
Search for 'UPD' to display all available University Police Department workflows.
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Step 5
Select the appropriate workflow for your request.

Step 6
Enter the email addresses for the department's authorized signer and the access recipient.
Select Send Now.
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These recipients will receive a copy of the completed agreement.

Separate email addresses with a comma, semicolon or space

Step 7
Complete the Key Issue information on the following page and submit the request.



SAN DIEGO STATE UNIVERSITY POLICE DEPARTMENT

Authorization for Campus Access

* *

Name: Red ID:
Email: Department:
Status: Select.. Term (Students Only): Select...

Is authorized to receive access for the following areas:

Physical Keys:

Bldg: Room: Key: Issue:
Bldg: - Room: Key: Issue:
Bldg: - Room: Key: Issue:
Bldg: Room: Key: Issue:
Bldg: Room: Key: Issue:
Bldg: Room: Key: Issue:
Bldg: - Room: Key: Issue:
Card Access:

Access Level: Access Level:



