
SALTO KEY ACCESS: Authorization Protocol  
 
SALTO ACCESS REQUESTS: 
All Salto Key Access Requests must be submitted using the online Access Request Form found under;  

 UBCO FACULTY & STAFF HELP-DESK 
 FACILITIES, SECURITY & PARKING 
 SECURITY/ Access (Salto/Keys) 

 

EXPIRED KEYS: can be extended without using the online form as long as there is no additional access being 
requested. Just email security.salto@ubc.ca and write REQUEST TO EXTEND in the subject line. List the name(s) 
and applicable student number(s) in the body of the email along with the new expiry date(s).    
REMOVING ACCESS: Same as expired keys, except write REQUEST TO REMOVE ACCESS in the subject line and any 
applicable details in the body of the email.  

 
SALTO APPROVER(S): All UBCO Campus Departments are required to have at least one Salto Approver designate, 
with a maximum of three designates. The Designate will be the direct liaison with Security’s Salto Admin Team 
when it comes to approving and Auditing Salto Access for their department. 
 

 Please email the names of your Salto Approver Designates to the Salto Administrator and be sure to 
advise if any updates/changes to the Designates list have been made throughout the year.   

 Only Access Requests from the listed Designates will be processed by the Salto Admin Team.  
 

AUDITING ACCESS: All UBCO Campus Departments are responsible for Auditing/tracking Access they have 
previously approved to ensure access to Rooms or User Profiles are accurate and up to date or if any access needs 
removed. We recommend all Rooms and User Profiles be reviewed each term. 
  

 Auditing your Room/Door Profiles and User Access Profiles can be done by reviewing profiles directly in 
the “View Only” Salto Software. If the Department Designate does not have access to the “View Only” 
Software; you can apply for access to the Software by contacting Tina Dolan. View Only Software Access is 
given only if your department processes a significant volume of access requests annually. 

 If you do not have View Only Access please contact the Security Salto Admin Team and they will provide 
you with Door Profiles and/or any User Profiles you want to review.    

 Important:  Do not assume access to a specific room has expired based on the expiry date you originally 
requested as the expiry dates are assigned to the Users key, not to a specific room and are subject to 
change without notice due to new access being requested for the same person by other Departments. 

 
PROCESSING TIME: Access Requests are generally processed in the order that they are received. However during 
peak processing periods such as the beginning of each term; Access requests will be processed on a Priority basis.   
 

Once your request has been processed you will receive a confirmation email indicating the status of your request 
such as; “Access Added”, “New key Ready”, “Expiry Extended” or some other relevant message. 

 

 Important: We will not receive a copy of your ACCESS REQUEST until it has been AUTHORIZED by the 
person listed as the “Authorizer” on the Access Request Form. 

 Please ensure the person authorizing the request is aware they MUST reply to the automated email by 
indicating; “APPROVED” or “NOT APPROVED” or any other relevant message.  

 If you have not received a confirmation email from us with 4-5 business days please let us know by 
emailing us at security.salto@ubc.ca and be sure to include a copy of your original Access Request Form.   

 Important: Departments are responsible for picking up User Keys from the Security Admin Office and 
asked to distribute directly to their Faculty, Staff, Students and Visitors. The Salto Admin Team is located 
in the Library Basement, next to Shipping and Receiving. The keys will be filed under the department 
listed on the Access Request Form.  

 
Note: If you have any questions or concerns or would like more detailed instructions on how to fill out a Salto 
Access Request Form and/or any other Salto info such as Door and Key Programming, Salto lock Installations, Salto 
Key Plans, Building Hours of Operation, etc. Please contact Tina Dolan, Security Salto Administrator. 
 
 
Tina Dolan, Salto Administrator 
E: security.salto@ubc.ca  P: 250-807-9443 
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