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PURPOSE

This SOP outlines the standardized process for submitting, processing, fulfilling, and closing key
and access card requests using the MetaBIM Key Control Module.

RESPONSIBILITY

Customer
e Submit Key Requests via MetaBIM.
e Submit Chargeback.
e Get or provide approvals
e Await notification for pickup.
Work Control Center (WCC)
e Review submitted key requests.
o Ensure chargeback and approvals are complete.
e Create a Work Order (WO).
o Forward request to Lock Shop.
o Notify the customer of key/access card availability.
e Close Key Request (KR) and process Work Order for billing.
e Coordinate with Finance for WO closure.
Lock Shop
e Review and verify submitted Key Requests.
o Fulfill access request
e Add Key Systems in KR
e Deliver completed requests to WCC.

SCOPE

This procedure applies to all personnel involved in the key/access card request process, including
Customers, Physical Plant Management (PPM), Work Control Center (WCC), and the Lock
Shop.

PROCEDURES

1. Submission and Initial Processing (Customer & WCC)
1.1. Customer submits the Key Request via MetaBIM.
1.2. Upon submission in MetaBIM, requests are automatically placed in the Key Request
Module with the “Approvals Pending” status for intake.
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1.3. WCC Initial Review:
The designated intake coordinator checks for:
1.3.1. Complete requester and key holder information
1.3.2. Proper departmental authorization
1.3.3. Valid room/building identifiers
1.3.4. Justification for access (especially for exterior and master keys), if noted
1.3.5. Chargeback number

1.4. If approvals are pending —, mark them as Approvals Pending.
1.5. If a chargeback is pending —, mark it as Chargeback Pending.
1.6. Once approvals are complete:
1.6.1. WCC creates a Work Order for the request,
1.6.2. Link the Work Order in the KR. The KR # is displayed in the Work Order under
Work Order Outline.
1.6.3. KR status is changed to Lock Shop Processing.
1.6.4. Multiple KRs can be associated with a single chargeback, and WO—ensure
numbers match. Enter KR #s in the description of WO if there is more than one per
WO.

2. Lock Shop Fulfillment
2.1. Lock Shop logs into MetaBIM and locates the KR as noted in the Work Order or under
the Lock Shop Processing phase in the KR module.
2.2. Review:
2.2.1. PERSONA for access.
2.2.2. Omni for access.
2.2.3. Existing access details in MetaBIM.
2.3. Complete request:
2.3.1. Update approval/access as needed.
2.3.2. Fulfill request
2.3.3. Add Keys Systems > click Add next to Key Solutions and search
2.3.3.1.  Update the Sourcing
2.3.3.2. Copy/Card
2.3.3.3.  Start Date
2.3.4. Change KR status to En Route to WCC.
2.3.5. Change WO status to Shop Complete or Shop Verified.
2.3.6. For non-physical pickups, mark KR as Completed.

3. Key/Card Pickup and Request Closure (WCC)
3.1. Upon receiving keys/cards from the Lock Shop:
3.1.1. Change KR status from En Route to Issue Keys > Ready for Pickup.
3.2. The system notifies the Customer for pickup.
3.2.1. When the customer arrives:
3.2.1.1.  Verify the customer is on the contact list of KR.
3.2.1.1.1. Photo ID is required.
3.2.1.1.2. Individuals who can pick up keys are the key holder, the pickup,
the requester, and the approver. They must be added to the contact list
ahead of time.
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3.2.1.2.  Change KR status to Issue Keys > Capture Signature.
3.2.1.3.  Have the customer sign via tablet/iPad using Express Key Pickup

3.2.1.3.1. The customer may search using the four options:
3.2.1.3.1.1. Enter Name
3.2.1.3.1.2. Employee ID
3.2.1.3.1.3. Email Address
3.2.1.3.1.4. Key Request Number
3.2.1.3.2. When signing, the individual selects the Signer and then proceeds

to capture a signature. See Appendix B.
3.2.2. After signature:
3.2.2.1. Mark KR as Complete.
3.2.2.2.  Process the WO for billing.
3.2.2.3.  Finance will close the WO.

NOTES
e All key/card requests must go through the MetaBIM Key Control Module.
e Paper forms (250/251/KLS) are no longer accepted.
e Communication between WCC and Lock Shop is essential for real-time updates and
status changes.

REFERENCES

PPM SOP 18-2006 Lock Key Access Control

PPM-SOP-25-2017 Billable Work Orders Chargebacks

PPM-SOP-25-2013 General MetaBIM

CSU Information Security Policy and Standards: Electronic and Digital Signatures

APPROVED /‘* @”__ 05/27/2025

Jason R. Wang, Senior Director Date
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https://na1.documents.adobe.com/verifier?tx=CBJCHBCAABAAU9kmKXL2RSnPYq4D9NMtxtl6VwuC2zvf

APPENDIX

e A. General Key Request Workflow
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o B. Signature Capture

CSUN

i= @ Home: Key Requests : KR #251

@ Eugene Garcia
Time: un|

] May7,2025 9:09am Printer Logout ¢

KR #251 - Sign for Keys

Capture a signature from the Key Holder PPA IT./ IS PPM Test Account as per the key request KR #2571 Review and confirm the key solutions and copy/card numbers. Enter a signature into the box below. Click the Accept button when finished, o press

Cancel o refum to the Key Request page.

Keys Issued
KS #Proximity - 26 Bit Facility 55 - Access Cards

Select Signer

Eugene Garcia
PPM IT / MIS PPM Test Account

Copy / Gard Start Date End Date Issue Status
0000 05/06/2025 — Checked Out
Job Title Department Organization
Network Analyst PPM Info Technology Svcs - 291 Cal State University, Northridge
PPM Info Technology Sves - 291 California State University, Northridge

Your Name: * | Eugene Garcia

Enter your Signature

24

Terms of Use for Issuance of Keys: | accep custody ofthe above Isted keys and take fesponsibiy fo theif sccurlty and use. | il ot loa these Keys to unautnorized persons. | agree to natiy ey Control prompll in he event the keys are lostor solen. |
also agree to retum each key to Key Control Upon separation from employment or upon request from Human Resourcés or Key Control. | further r Use of keys / Cards 1o access campus faciliies is a

violation of the penal code

o | Accept | cancel
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