
To add a note in SAFE authorizing a replacement badge: 
 
Go to the ACCESS CARD tab 

1. Click on the box for the LOST badge 
2. Click on the blue Add to add a note 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Type the note in the pop-up field and Click APPLY 
4. Click UPDATE 
5. Click SAVE 
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