
DIGITAL KEY HOLDER

Email Registration Tutorial
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To begin, navigate to: 
https://securityrecords.com/digitalkeyholdercore

Select “Login via Email Access”

https://securityrecords.com/digitalkeyholdercore
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An email verification page will ask to input: 
First Name, Last Name and Email Address 

Note: Users must input their work email address

Email addresses are authenticated from a verified 
email domain, or an error message will appear
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An email will be sent with a link to access 
Digital Key Holder

NOTE: If your IT department has not white-
listed “InstaKey.com”, this email may be 

captured in your spam/junk folder

Click on the link provided to be sent to the 
registration page
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Select “Location” 

Type in your Location Number
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Users may access View Location Key Log to 
review all keys in “Issued” or “Mailer” status

Users also can begin to assign keys by 
clicking on the dropdown menu
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Select a Key(s) from the dropdown 
box to be assigned

Keys are ordered by serial number 
and displays the specific User 

currently is assigned to each key
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Once a Key is selected, you will be able to
 

Select “Change Status”

and/or assign it to a specific User or back to the Location
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To move a key from a User back to a site for future reassignment, 
select Assign to Location, 

search the Location Number in the dropdown, 

then select Assign Key(s)
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Search by name or employee number 

Click in the dropdown and type any part of 
the Employees name

Select an Employee, then select Assign Key(s)
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If assigning to a User not yet listed in Security Records, 

select “Click Here”, complete the required fields, 

then select Add Employee

  You may then select Assign, and Request E-Signature
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You may request an E-Signature via text message or email

Complete the appropriate field, select “Send”, then Close
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You may request an E-Signature via smart device on site 
if the employee is present

Select Sign Key Receipt for prompt signature box
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Users will receive a link to click that brings them to 
the Key Receipt page, or you will be redirected to 
this page if employee is signing on site

Once signature is captured, 
select “Accept and Save”

You can also Print a copy of the Key Receipt 
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The User will be shown a preview of their receipt and 
will receive an emailed (if assigned) copy for their 
records



7991 Shaffer Pkwy, Ste 300, Littleton CO 80127

CustomerSupport@instakey.com | (800) 316-5397
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By:

mailto:CustomerSupport@instakey.com
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