
Temp Key Creation & App Invites 
 

Creating Residents (Send Invites for App) 
Creating a resident is how you setup their app.  

❖ Start at the Dashboard 

 

❖ Go to Residents 

 

❖ Click new 



 

❖ Fill in their details. Red Asterix Fields are Compulsory and must be filled 
❖ When you click submit, your tenant should receive an email with the account details to 

sign into their app. Be aware that it can find its way into the spam/Junk folder. 
❖ When you’ve created the resident, the app status should be unregistered, but that 

should change after they have signed into it for the first time and update to registered. 

Important Notes: 

• If you ever have a tenant move out and need to get a new app for the newer tenant, 
don’t delete the resident in the portal. Edit the resident profile. 

 

Creating a Temp Key 
❖ Start at the Dashboard 

 

❖ Go to Visitors and Staff 



 

❖ Click New 

 

❖ Fill in the details and click Submit. Fields with a red Asterix are Compulsory and need to 
be filled. Make sure you tick the devices at the bottom that you want the key to work on. 
Below is an explanation of each field.  

Name Explanation 
Building Is there a specific building you want this 

Temp Key to work on 
APT (Shows up if you select a building) What Apartment do you want the key to have 

access to? 
Name Name of the Temp Key 
ID Number Unique Identifier for the Temp Key 
Repeats Control whether it repeats daily, weekly or 

never 
Begin Time & End Time The Temp Key can only be used during a time 

between the start and ending times 
Validity Times Per Device The number of times the Temp Key can be 

activated. This does include public gates 
and entrances to the building 

Email If the Temp Key is made for a certain visitor, 
then you can have it emailed to them on 
creation of the Temp Key. 

 

❖ Once submitted, the Temp Key will be created and can be used for the devices that it’s 
been set too on site 



Important Notes 

• If your site requires you use your key to access the gate and again to access the building, 
you need to make sure the Temp Key has more than 2 uses. Tagging it on the public gate 
will take away a use and again when tagging it to access the building. So when making a 
Temp key, remember to take the amount of times a person needs to scan the key to 
actually get inside the building. 

 


