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To begin, Key Holders will navigate to: 
https://www.securityrecords.com/srdigitalkeyholder/mainsite/Login.aspx

then select the “Register New User” link at the bottom of the page. 
Users with SecurityRecords.com credentials may log in without registering.

https://www.securityrecords.com/srdigitalkeyholder/mainsite/Login.aspx
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An email verification page will ask for First Name, Last Name and email 
address. User must input their work email.  Any email address must be from a 

verified domain or an error message will appear.   
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A verification email will be sent.  It’s important to note that if your IT 
department has not white listed InstaKey.com, this email may end up in your 

junk folder.  Click on the link provided.   
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Enter the store number to begin assigning keys 
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Select a Key(s).  Keys are ordered by serial number and display who currently owns the key.
The default Assignment Action is Search Employees, where only keys assigned to employees of 
the store/branch will show in the initial dropdown. By typing in a name it will search the entire 
company directory (or those the User has access to if restrictions are in place). 
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Search by Employee ID allows quick access by ID.  Upon hitting 
search, the employee name with ID will appear below.  
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To Assign a Key back to the location, select “Assign to Location”.
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If collecting a signature from the current key holder, no reassignment is necessary.  
Simply select Sign Receipt for Current User to proceed.
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Once an Assignment Action has been selected, choose either Sign Key Receipt to collect a 
signature in person, or Request E-Signature to send an email or text request.
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Once signed, the signing Key Holder may either select to Preview to review the Receipt or click 
Save Without Preview to save their signed receipt to their name in SecurityRecords.
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Once all keys are signed for, press Submit Key Log email to see a list of newly assigned keys & all keys 
belonging to this store/branch as well as having a digital copy emailed to you.  

Log Out if complete, or start back at the Select Keys dropdown for another assignment. 


