Electronic Card Access for College of Agricultural Sciences
To start the process for obtaining building card access, contact your departmental Access Coordinator and have a card access only request submitted for the building(s) to which you need access. Once submitted, you will receive a confirmation email like this:
[image: ]
Click on the link at the bottom of the email from any computer or mobile device to access the signature page. It will bring you to the following page:
[image: ]
Type your name in the box under your preprinted name just as if you were signing with pen and paper and click on Create. Your generated signature will appear in the box like this:
[image: ]
Click on the box that says Accept Signature. This will bring you to a review screen like this:
[image: ]

Click on Sign and you are done! The Keys and Parking Office will receive your signed request and will grant the requested building card access within 24 hours.
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Action Needed - COAS - Card Swipe Access Request

CAS - Key Request System <caskeys@psu.edu>
To @ Story, CraigR
Cc O Story, CraigR
A request has been made, on your behalf, for Card Swipe Access to the follow area(s):

Ag Admin Rm 424

To sign for and accept this access, please follow the link below.

Keys and Parking Office Staff

ign?uuid=99900BBS-D72E-E44F-B486-07027BD4067E
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Please create an electronic signature to sign your
Card Swipe Access Agreement.

ame Herdy Firdygirdy

Name for

Enter Name for Signature then click Create
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Please create an electronic signature to sign your
Card Swipe Access Agreement.

Name Herdy Firdygirdy

Name for Signature ( Hergy L. Firdygirdy

Hexvdy L. Fudygurdy

Herdy L. Furdygirdy Accept Signature
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Card Swipe Building Access Signature Request

Key/Card Swipe Request Information

Request ID 8581 Last Name Firdygirdy

Date 12/14/2020 First Name Herdy

Requestor ID | crs3 Classification STN

Status Approved Access ID CRS3
Email Address | CRS3@psu.edu
Contact Phone

Card Swipe Access
Ag Admin Rm 424

Key Request Signature Agreement

As specified in Policy AD68, all keys and access credential devices (ACDs) requested are the property of
Penn State and may not be duplicated by any faculty, staff, student or non-employee. Duplication of
keys/ACDs, or possession of duplicate keys/ACDs, will result in referral to the Office of Student Conduct
(students) or the Office of Human Resources (all others) for the appropriate sanctions. When
appropriate, criminal sanctions under fraud and counterfeiting statutes may also result. In the event that
anindividual's access requirements change, the individual will be required to notify their area Access
Coordinator and make the appropriate changes, including the return of their keys/ACDs, and/or changes
to their access credential clearances, as applicable. These circumstances can include, but are not
limited to: (1) access changes in their current area of employment (2) leaving the University, or (3)
accepting employment n a different area of the University. Lost keys/ACDs will be reported to the
University Access Controller as defined in Procedure SY2001.Recovery costs will be charged to an
individual's department for each lost or unreturned key (including keys to leased properties) and/or
access credential devices issued by the University. In addition, recoring costs may also be charged as
defined in Procedure SY2001. The Access Coordinator, University Access Controller and responsible
budget executive will assess the vulnerability of area(s) compromised by the lost key/ACD, and
determine whether the area(s) need new cores/access devices installed.

< Sign Herdy L. Furdggindy

Signature

Date Signed




