CARDKEY ONLINE ORDERING SYSTEM INSTRUCTION MANUAL
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Cardkey Online Ordering System
Login
The internet address for the Cardkey Online Ordering System is:

https://fortress.wa.gov/ga/apps/CardKey/Login.aspx?ReturnUrl=%2fCardKey%2f
To obtain a Login ID and Password, contact Work Management Services at 360-725-0000.
Or via email at bgmail@des.wa.gov   
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Washington State Department of

Card Key System Enterprise Services

Login

Ifyou have any problems logging in, please contact Customer Service 725-0000
LoginD: [

Password:
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Type your Login ID and Password.  Click on Login

Cardkey Options

There are 5 different options that can be requested through the Cardkey Online Ordering System.  
1. Access Level Change

2. Cancel Card Key

3. Lost or Stolen Card

4. New Card Key

5. Replacement Card

New Card Key
Choose New Cardkey from the drop down box under Action Type.
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Washington State Department of

Card Key System Enterprise Services

Select Card Key Options

© Enter an order © View order status

Actiontype: NEW CARD KEY

Card type: | Select card type -

—Select card type
Work order: | P’ STAFF NO PHOTO (BARCODE)
DES EMPLOYEE (BARCODE)
DES VENDOR BADGE (BARCODE)
TACOMA RHODES L& VISITOR (PHOTO D)
TACOMA RHODES L8I (PHOTO ID)
TACOMA RHODES (PHOTO D)
DES VENDOR BADGE (-CLASS)
STAR PASS (PHOTO ID)
DES EMPLOYEE ID - DOT (PHOTO D)

DES CONTRACTOR BADGE (-CLASS)

DES CONTRACTOR BADGE (BARCODE)

DES CONTRACTOR BADGE (ID ONLY)

DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK)
DES EMPLOYEE (-CLASS)

I TACOMA RHODES COA VISITOR (PHOTO ID)

DES CONTRACTOR BADGE ((I-CLASS)(PHOTO ID)
FORK LIFT LICENSE

DES VOLUNTEER ID -(PHOTO ID Only)
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The Card Type varies for each agency.  The drop down list will show the types available for your agency.  Choose Employee (Barcode) for training purposes.  
Click Next
The entry screen appears.  You can choose a different Action Type or Card Type, if necessary.  

The required fields are denoted by a red asterisk.  

· First Name
· Last Name 
· Access Level
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Jﬁ Card Key System: Badge information ‘ ‘

Order #51760

Actiontype: NEW CARD KEY A gzr: DES EMPLOYEE (BARCODE)

* First name: |John * Last name:

Division: [DES/Facilities ‘Agency Fund code: |F12345

*Access level

Instructions: -

* Select Picture File:

[ Browse... ] | Upload |

equired Fields
Please click "Update/Next Card" after each card. Click "Finish-Review Order” after all cards have been entered.
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Complete the required fields and any additional information requested.
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1. Click the Browse button to attach the photograph.
2. Path out to the file location where your photos are stored.
3. Highlight the photo and click Open.  

With the file location listed in the Select Picture File field, click the View Picture button, then click Upload. This must be done for the file to be attached to the order.
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Order #51760

Actiontype: NEW CARD KEY A gzr: DES EMPLOYEE (BARCODE)

* First name: |John * Last name:

Division: [DES/Facilities ‘Agency Fund code: |F12345

*Access level

Instructions:

* Select Picture File:

G:\Facilities\B&G\Cardkey_DES\Boyer, Dave.JP [ Browse... ] [ Upload |

equired Fields
Please click "Update/Next Card" after each card. Click "Finish-Review Order” after all cards have been entered.
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NOTE:  An error is received when the picture file is too large.  It must be less than 200KB.  

At this point, you will need to re-size the photograph and re-attach it to the order.
With the correctly sized photograph attached, your screen will look like this:
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Order #51760

Actiontype: NEW CARD KEY A gzr: DES EMPLOYEE (BARCODE)

* First name: |John * Last name:

Division: [DES/Facilities ‘Agency Fund code: |F12345

*Access level

Instructions: -

* Select Picture File Browse_ ] [ Upload |

(Current Selection = G:\Facilties\B&G\Cardkey_DES\Thompson Jennifer (2)jpg)

Please click "Update/Next Card" after each card. Click "Finish-Review Order" after all cards have been entered.
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You have 4 options:
1. Cancel Order & Logout – This will cancel your order and log you out of the system.

2. Update/Next Card – This will add your new card request to your order and allow you to order additional cards or request other actions on your order.

3. Finish- Review Order – This takes you to the review screen to submit your order.  You must update your request before you can review the order.
4. Each action request must be updated before you can review the order and submit it for processing at the Cardkey office.  Press Update/Next Card.
Review Order
Once all actions have been inserted, you must submit the order.  This is done through the Review Order section.   All actions requested will be shown on the Review screen.  
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Card Key System

Washington State Department of

Enterprise Services

Review Request #51760

Type: NEW CARD KEY -

WO # W140000
Name: John Doe

Division: DES/Facilities

Access Level: Thisis a test onlyll!
Card Fee: $7 00 each

Additional comments:

DES EMPLOYEE (BARCODE)
Picture File: 51760-John-Doejpg
Title: NA

Agency Fund

F12345
Code:

a: 1
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You will have 3 options:

1. Delete or Edit any card request

2. Add More Items

3. Submit Order

Review your request for accuracy.  You may delete or edit any part or all of the order.  Once you’re certain the request is complete, click on the Submit Order button.
You will receive a confirmation on the screen.  This has your order number on it.  If you do not receive this confirmation screen your order has not been submitted.  If you exit the system before submitting your order, any information you had typed into the system is gone.  You would need to submit your request again.
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Washington State Department of

Card Key System Enterprise Services

Confirmation

Thank you, your order # 51760 has been submitted for processing

Enter new item
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You will receive an order confirmation email from the system summarizing your request.
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From: Cardkey@des.wa.gov Sent: Wed 4/16/2014 9:18 AM
To: ‘Santos, Jennifer R. (DES)
e
Subject:  Card Key Order #51760 - DIV OF BULDINGS & GROUNDS
=)

Agency: DIV OF BUILDINGS & GROUNDS K

Submitted By: Jennifer Santos

Email: jennifer.santos@des.wa.gov

Phone: (360) 7250012

Mail Stop: 41004

Action Type: NEW CARD KEY Card Type: DES EMPLOYEE (BARCODE)

‘WO #: W140000 Picture File: 51760-John-Doe.jpg

Name: John Doe Title:

Qty: 1

Division: DES/Facilities Agency Fund Code: F12345

Access Level: This is a test only!!!

Card Fee: $7.00

Additional Comments:

@ see more about: CardKey@des.wa.gov.





Check the Progress of an Order

Log into the Cardkey Online Ordering System
Select View Order Status.  
Enter the 
· date range 
· click the View button.

A listing of your orders will be displayed.
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Card Key System

Washington State Department of

Enterprise Services

Review Status

From: |4/1/14

To: 4/16/14

Request#

Order date

Completion date

‘Submitter

Status

51540

04-01-2014

Jennifer Santos

Complete

51548

04-01-2014

Jennifer Santos

Complete

Done
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Click on View on the Detail column to view a certain order.  
The details of your order will be displayed.
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Review Order #51540

Type: NEW CARD KEY - DES EMPLOYEE (I-CLASS)
WO # W140000 Picture File: 51540-Brent-Chapman.jpg
Name: Brent Chapman Title:
Division: Buildings & Grounds Agency Fund Code: 16793
Access Level: same as building managers
Card Fee: $20.00 ay: 1
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You will not be able to make changes to the order once it has been submitted.  If you need to make any changes, please email Capitol Security at DESAccessControl@des.wa.gov or call them at 360-902-3560.
Additional Card Key Options

Access Level Change 
Use this action type to change building/room access days and times.
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Washington State Department of

Card Key System Enterprise Services

Select Card Key Options

© Enter an order © View order status

Adtiontype: " ACCESS LEVEL CHANGE ~

Cardtype: DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK) v
Work order: W140000
Next
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Required fields are 
· First Name
· Last Name 
· Access Level
· Card Number, if you know it.  
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Card Key System - Order #51761

Actiontype: ACCESS LEVEL CHANGE v  Cardtype: DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK) v

Card number: 123456

* First name: * Last name:

Division Agency Fund code: 12345

*Access level: \new time frame: M-F 10 pm to 6 am, B&G building room 204

Instructions: -

Required Fields
Please click "Update/Next Card" after each card. Click "Finish-Review Order” after all cards have been entered.

aia
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As with all requests, you can cancel the order, clear the order, update and continue with additional actions or review your entire order.  Since this is a new request, it must be updated before the order can be reviewed and submitted.  

This is the summary of the access level change.  
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»

Washington State Department of

Card Key System Enterprise Services

Review Request #51761

Type: ACCESS LEVEL CHANGE - DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK)
WO # W140000 Picture File: N/A
Name: john doe Title: NIA

Agency Fund
Code:

Emergency
Stripe:
Access Level: new time frame: M-F 10 pm o 6 am, B&G building room 204
Additional Instructions: This is just a test~1~
Card Fee: $0 00 each ay: 1

Division: IS

Card# 123456

Additional comments:
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Cancel Cardkey
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Order #51761

Actiontype: CANCEL CARD KEY v Cardtype: DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK) v

Note: Ifthe card to be replaced is not returned within 30 days, it will be deemed lost and  fee of
$15.00 will be applied

Card number [123456 E"e::t": l04/0172014

* First name:

Division Agency Fund code: [F12345

Instructions: |Johns last day is 4/2/2014. please cancel his card on this day. <

*=Required Fields
Please click "Update/Next Card" after each card. Click "Finish-Review Order” after all cards have been entered.

Necas ‘© Copvright 2012 Department of Enterprise Senvices
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The required fields for a cancellation are:
· Effective Date

· First Name  
· Last Name  
· Card Number  

This is what your order will look like:
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Card Key System

Washington State Department of

Enterprise Services

Review Request #51761

Type:

Effective Date:
WO #
Name:

Division:

Card#

‘Additional Instructions:
Card Fee:

Additional comments:

‘CANCEL CARD KEY - DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK)
04/01/2014 ‘Card Number: 123456

‘W140000 Picture File: N/A

John Doe Title: NIA

Agency Fund

s Code:

Emergency |
Stripe:

Johns last day is 4/2/2014. please cancel his card on this day.

$0.00 each ay: 1

123456
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Lost or Stolen Card
The required fields are 
· First Name 
· Last Name
· Card Number, if available.

If a replacement card is requested, select 
Yes.  You must attach a new photograph.  
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Card

Actiontype: LOST OR STOLEN CARD v type DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK) ~

Note: A Fee of $15.00 will be applied to all lost cards.

Replace card: @ Yes © No Card number.
*First name: [John ML *Lastname: [Doe
Agency Fund code:
“Access level -
Instructions -

* Select Picture File: (A

new picture must now be
Bi
suppliecvih al [(Browse... ] [Upload |
replacement cards)

*=Required Fields
Please click "Update/Next Card" after each card. Click "Finish-Review Order” after all cards have been entered.

Done
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Note: A fee of $15.00 will be applied to all lost cards. 
Replacement Card
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Card

Action type: REPLACEMENT CARD A type DES EMPLOYEE (BARCODE - PROX DES 35 BIT STOCK) ~

Note: Ifthe card to be replaced is not returned within 30 days, it will be deemed lost and  fee of
$15.00 will be applied

Reason for replacement: —Select—- - Card number.
*First name: [John ML *Lastname: [Doe
Agency Fund code:
“Access level -
Instructions -

* Select Picture File: (A

new picture must now be
Browse.
supplied with all (Browso.__] [uipioad]
replacement cards)

*=Required Fields
Please click "Update/Next Card" after each card. Click "Finish-Review Order” after all cards have been entered.

Done
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The required fields are 
· Reason for Replacement
· First Name 
· Last Name
You must attach a new picture.
Key Points to Remember

1. Pictures cannot be over 200KB in size.

2. Pictures must be uploaded to be attached to the order.

3. Each action must be updated before it appears on your order.

4. If you exit the system before submitting an order, it will be lost and needs to be re-entered.

5. For questions about any order, please contact Capitol Security at DESAccessControl@des.wa.gov or call at 360-902-3560.
