
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. 

 

Step 3 
Select the Workflows tab. 

Step 4 
Search for 'UPD' to display all available University Police Department workflows. 

 



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. 

 

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



 


