
Key Request Process for Students and Non-ISU Employees 

Effective July 1, 2009, keys requested for students and non-ISU employees will require a due date.  The 
due date selection is based on the date of issue.  The due date selection will be limited to 3 months, 6 
months, or 1 year.  Keys will require the Department Key Coordinator to renew the keys when they 
become due and/or assist in the retrieval of the key(s).  This will only affect new key requests for 
students.  Prior student key requests that have been processed before July 1, 2009 will not have a due 
date.  
 
Changes made to the Key Request Login Form are located on the bottom tool bar. 

 

The Renew Keys button will provide you with a report of keys coming due within 30 days.  This report 
will be for new key issues issued after July 1, 2009.  Any previously ordered keys for students will not 
have the appropriate information.  If you would like to update the information, please let us know and 
we can work with you to set this up. 
 

 
 



 
Based on the NetID or the ISU number of the student or non-ISU employee, your screen will have a red 
lined box in the middle of the page.   

 

You will be required to select from a drop-down list for you to select, one of the following. 

 
• Three months from date of Issue 
• Six months from date of Issue 
• One year from date of Issue 

 
The Supervisor/Contact field is a free form field.  This is to be used to enter the supervisor’s name or 
contact information for future verification.  Please be sure you are consistent with the spelling of the 



supervisors/contact name.  Enter the last name first, separated by a comma, and the first name, i.e. 
Doe, John. 
 
Renewing Keys 
Click on the Renew Keys tab on the login page. 

 
 
A Report of keys to be renewed will be generated, similar to the report below. 

Keys that are past due show up in red.  All keys due within the next 30 days will have the due date listed.   
  



To renew, select the 3 mo, 6 mo, or 1 yr button.  The screen will refresh, and the name will be dropped 
from the list. 
 
Retrieval Process 
The retrieval process begins at the department level.  If the student should no longer need the key(s), 
the department should contact the student or Supervisor/Contact.  If you submit an email, please cc 
baservices@iastate.edu.  If you need Building Access Services to begin the billing process, we will use 
the email trail to communicate to the student and we will be billing them for the key(s).     
 
Transferring Keys 
Key transfers from one student to another will also require a renewal date.  Click on Transfer Keys tab 

 
 
Enter the University Id or net-ID you wish to transfer FROM. 
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Then enter University Id or net-ID you wish to transfer TO. 
 

 
 
You will need to select the 3 mo, 6 mo, or 1 yr to complete the transfer.  The Supervisor/Contact field is 
optional.   If you use this field, please be sure you are consistent with the spelling of the 
supervisors/contact name.  Enter the last name first, separated by a comma, and the first name, i.e. 
Doe, John. 
 
If you have any questions or need assistance, please contact Building Access Services Key Desk at 4-4211 
or baservices@iastate.edu . 
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