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INTRODUCTION TO THE ACCESS REGISTER 

The Access Register allows you to record and track the location of keys and other access devices- For example,  
swipe cards and garage remotes.  You can record and track bulk building  
access items such as swipe cards and generate an item activation work order straight from the access register 
.   You will be able to bill your lot owners and other debtors when they purchase one.   You can also record access 
items for individual lots and track when they are taken out of your office by other parties. You can add photos, 
location details and maps, documents, notes and alerts. 

 

To get started, go to  and select Access Register 
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The Access Register Screen 
1. The Strata plan number of the building shows in this column 
2. If the item is a lot access item, the lot number will show in this column 
3. If the item is a lot access item, the unit number will show in this column 
4. The category of the item shows in this column 
5. The type of item shows in this column 
6. The ID number of the item shows in this column 
7. The number of items shows in this column, for example you might have a master set that has a             

number of keys 
8. If the item needs to be purchased, the cost of purchase shows here.  For example, the cost of a swipe card 
9. If the item needs to be purchased and there is a refundable amount upon its return, it shows here 
10. If the item has been signed out, the date the item was signed out shows here 

11. If the item has been signed out and was given to a supplier, the supplier name shows here 
12. If you have entered a location for the item, it shows in this column 
13. The view will default to Active but you can toggle between the tabs to view All, Active or Inactive items 
14. Items that have been recorded as stolen show in red.  The legend shows at the bottom right of the screen 
15. Items that have been recorded as lost show in orange. 
16. Lot access items are automatically created when you sell a single building access item  but you can select 

Add Lot Access to add them manually 
17. Click on Add Building Access to add bulk items such as swipe cards that you can sell 
18. Click on Add Master Set to add an item such as a bunch of keys that is stored in your office and loaned to 

suppliers when needed for repairs. 
19. You can view any item’s details card by clicking on the item on the screen and then double clicking or clicking 

the View button 

 You can filter your view by typing some key letters in any of the empty boxes on the top line and           you 
can sort the view by clicking on any of the column headings. 
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ADD A LOT ACCESS ITEM 
A Lot Access item is related to a single lot. These are created automatically when you sell a building access item, but you can add 
them manually from the access register screen 
 

1. Click on Add Lot Access 
2. Click on the search Icon to find the building the item is for 
3. Type some key letters to refine your search and then double click on the building to select it. 

 

 
 
1. Click on the search icon to search for the lot the item is for 
2. Click on the lot owner you want and then double click to select them. 
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1. Choose the type of item from the dropdown list.  The choices are:   
• Registered Key 

• Swipe Card 
• Key 

• Garage Remote 

• Access Code 

• Fob 
• Other 

2. Click here to open the calendar and select the date the item was issued 
3. Click here if the item is held in your office 
4. Click Needs activation if this item needs to be activated and you want to be able to create an activation 

Work Order 
5. Enter the number of keys in the set 
6. Type the key ID (s). Note, if you entered more than one key in step five, then you will see the         

corresponding number of key ID boxes 
7. If the item has a purchase amount, type the amount here 
8. If the purchase amount has been paid, type the amount here 
9. If the item is refundable, select Yes from the dropdown list, if not, select No 
10. You can enter extra information here if you want to 
11. Click Save to save the Item 

 
Now you can enter the additional information for each tab  
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1. Once you have saved the item, by default you will be able to see the access register tab                                  ( 
see information on the other tabs below) 

2. You can click on either the Stolen or Lost button to record that an item was Stolen or Lost.  (see section 
below – lost/stolen item) 

3. Click here to create an activation work order – see section below for details 
4. Edit to edit the item 
5. Done to exit the item card 
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ADD BUILDING ACCESS ITEMS 

You can add bulk building access items such as swipe cards so you can record and track them. You can create an activation work 

order and bill the building for the work.  You can use the Sell Access Item button for a lot owner (or other debtor) to           

purchase an item, and create a special levy for them to pay for it at the same time. 

 

1. Click on +Building Access  to get started 

2. Use the search icon to search for the building the items are for 

3. Type some key letters in any of the empty boxes on the top line to narrow your search and then click and  double click 

on the building you want , to select it. 
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1. Select the type of item from the dropdown list. The choices are: 
•  Registered Key 

• Swipe Card 
• Key 

• Garage Remote 

• Access Code 

• Fob 
• Other 

 
2. If there is a purchase price enter it here 
3. If the price is refundable upon return, select yes from the dropdown list, otherwise select No 
4. Select Needs Activation if you want to be able to generate an activation work order for this item,                   

for example if an external provider charges you an activation fee for the item. 
5. Use the search icon to select a supplier that supplies the items 
6. Type some key letters in the empty boxes on the top line to refine your search. Click and then double click 

on a supplier to select them 
7. Select a minimum and maximum quantity that you need to have on hand in your office from the        

dropdown list.  
8. Type the quantity you currently have on hand in your office here. You can have up to 500 items. 
9. You will then see a corresponding number of Key ID boxes.  Type the ID for each item in the boxes 
10. Save  
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ADD BUILDING MASTER SET ITEMS 

Building Master sets are sets of keys that you keep on hand in your office that can be signed out temporarily if needed.  

1. Click on +Add Master Set to get started 

2. Click on the search icon to search for the building you want 

3. Type some key letters in any of the empty boxes on the top line to refine your search, then click to         

highlight and double click to select the building 

4. Select the type from the dropdown list.  The choices are: 
• Registered key 

• Swipe card 

• Key 

• Garage Remote 

• Access Code 

• Fob 

• Other 

5.  Select Needs Activation if you want to be able to generate an Activation Work Order for this item  

6. Type the number of keys you have in your office here 

7. You will then see a corresponding number of key ID boxes.  Type the ID for each key in the boxes. 

8. Save  
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DOCUMENTS TAB 

 

1. To add documents, click on Upload  

2. Click Find File to look for the file you want to upload  

                                     

3. Once it has been added to the upload files list, the document will show here as completed 

4. You can clear the completed items by clicking here 

5. Done to complete uploading the document(s) 
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LOCATIONS TAB 

The locations tab allows you to record the location of access items – whether in your office, or with an onsite manager. 

You can record more than one location. To record locations: 

1. Select the locations tab 

2. Select add location 

3. You can optionally upload a location map 

4. Enter the location name and details 

5. Save 

6. You can remove a location if needed 
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PHOTOS 

You can upload multiple photos of your access items. 
 

1. Select the photos tab 
2. Select Upload Photo 
3. You can drag and drop files here or 
4. Find file 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once a photo has been uploaded you can: 
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1. View – enlarges the image 
2. To delete a photo, select here 
3. Delete photo 
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NOTES 

Notes can be recorded about each access item from the notes tab. Notes with complete status remain on the tab for 

information.  Notes with pending status allow you to set a reminder in your diary. 

1. Select the notes tab 

2. Click to select and then double click to view a note 

3. Add a new note here 

4. View a selected note by clicking here 

5. Print to create a PDF of all notes about the access item in PDF format 
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To create a new note: 

1. Add new note 

2. Enter a name for the note 

3. Enter any required details 

4. Select Pending status if you want to create a diary reminder 

5. Use the calendar and the sliders to set the date and time you want the reminder to appear in the diary 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
Access Register 
05.02.2020 
15 

ALERTS 

Alerts  are used to pop up and warn users and can be triggered in different contexts, depending on where they are created. 

1. Select the Alerts tab 

2. Enter the text for the alert 

3. The alert will be active by default – you can deactivate later if needed.   

4. Select the context(s) you want to trigger the alert.  Note that although you  can create multiple alerts for each item, you 

can only have one alert for each context.  For example, you can only have one alert pop up when a user opens the 

access item. 
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LOG OF CHANGES 

The log of changes tab records all changes made to the item automatically 

1. Select the Log of Changes tab 

2. The date range defaults to the past month but you can alter if you need to 

3. The view defaults to all users but you can refine your view to a single user. 

4. Click on the + symbol on a line item to view full details 
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