Key Request
 Issuing keys is now done on-line: https://www.keydesk.ubc.ca/
Login with CWL account
 To create a new record, click on New Key Request. 
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[image: http://www.cs.ubc.ca/%7Evwkleung/Key%20Request/Keys.h2.jpg] Type in the recipient information and then click Add Recipient before going to the next stage

 
 


Choose the key, click Add Key
[image: http://www.cs.ubc.ca/%7Evwkleung/Key%20Request/Keys.h3.gif]
 
Click Approve and Submit button[image: http://www.cs.ubc.ca/%7Evwkleung/Key%20Request/Keys.h4.gif]
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REQUESTROUTING

You are Authorized to Approve Key Requests for Standard Keys.
Please forward Requests to Dean/Dept Head if this Request includes Master Keys.
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