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SUMMARY: 

The following document will provide details on the process of submitting and reviewing a Grand Master 
Key Initiation Request within ServiceNow. 

Building Access Services (BAS): 

• Repairs and maintains campus locks and produces keys for all locks on campus. Changing locks

or re-keying lock systems for security reasons (i.e., lost or stolen keys) and special equipment

locking devices are chargeable to your department.

• Services ADA access door operators as routine maintenance.

• Provides safe and vault service.

• Installs computer and office equipment security devices.

• Provides security consulting for all campus departments.

• BAS Key Control Policy (revised Feb. 20, 2026).

SERVICENOW PROCESSES: 

After reviewing this document, the user will have an understanding on: 

• Submitting a Grand Master Key Request through ServiceNow

https://in.nau.edu/university-policy-library/wp-content/uploads/sites/395/Key-Control-EXISTING.pdf
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1. Submitting a Grand Master Key Request

This section demonstrates how to submit a Grand Master Key Request through the ServiceNow 
Portal. 

(*) Required Field 

Submitter Information Section: (*) 

Step 1: Click on the link below.  Even if submitter is on campus, you must be logged in within VPN 

Grand Master Key Request Form 

Once CAS authentication credentials are complete, the following page will appear. 

The submitter information will populate based on the CAS credentials 

https://servicenow.nau.edu/esc?id=sc_cat_item&sys_id=5c22a1f23b024f90a1fc130c95e45a11
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Step 2: Read ATTENTION and select the “I confirm that….” Terms. (*) 

Background and Fingerprint Check Attachment Section: 

Step 3: Follow and complete the Background and Fingerprint Check Attachment instructions (*) 
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Employee Information Section: (*) 

Step 4: Within the Employee Information Section: 

4A) Select Same as Submitter 

OR 

4B) Use the Employee you are requesting a Grand Master Key for Lookup 

4A) Select Same as Submitter 

4B) Use the Employee you are requesting a Grand Master Key for Lookup 
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Request Information Section: (*) 

Complete the following section.   

Step 5) Reason/Need for GM Keys: 

• To service the building

• To provide escort

• Other
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Step 6A) Specific areas that the employee needs access 

If the following are selected: 

• To service the building

• To provide escort

Complete the following fields 

Step 6B) Specific areas that the employee needs access 

If the following are selected: 

• Other

Complete the following fields 
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Key Information Section: (*) 

ATTENTION: NO MASTER KEYS MAY BE TAKEN OFF CAMPUS AT ANY TIME. While not in use, 
these keys must be secured in an approved key box or trap 

Complete the following section.   

Step 7) Select Building Type from list 

E-Signature Section: (*)

BAS Policies and Procedures can be found through nau.edu/fs 

**When you are leaving your position, please contact Access Services so they may pick up the set of 
keys, including release key and cores* 

Step 8) Click the following checkbox and select “Submit” 

https://in.nau.edu/facility-services/
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EXAMPLE OF BLANK GRAND MASTER KEY REQUEST FORM: 
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2. Example Emails within Lifecycle of Request

This section details email notifications within the lifecycle of the request   

2A – INTIAL EMAIL SENT TO REQUESTOR ONCE SUBMISSION HAS BEEN SUCCESSFUL 

5B – EMAIL TO THE REVIEWER 

review. 
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2C – FINAL EMAIL SENT TO SUBMITTER – REQUEST “APPROVED OR REJECTED” 

The following email is sent to the submitter once their request has been reviewed and Approved or 

Rejected by the reviewer.  

NOTE: If approved, Lockshop will receive the approval email notification 


