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Specifications:

« Product Name: SupraWEB
« Target Users: Brokers in real estate industry

« Features: Keybox management, reporting tools, messaging service

Product Usage Instructions

Log in to SupraWEB

1. Go to www.supraekey.com.
2. Select SupraWEB Login for Real Estate Agents.

Note: Click Register on the home page to sign up for a Single Sign On (SSO) user ID and password.
3. Enter your user ID and password and select Login.

Broker Messaging Service

In BROKER QUICK LINKS, click Messages.
Choose an office.

Enter a message for a key or keys.

Enter a message end date.

Click Send.
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Create Showing Activity Report

From BROKER QUICK LINKS, click Reports.

Click Create Showing Report.

Click All of my listings, select the specific keybox, MLS#, or offices for the report.
Enter the date range for the report.

Click to include the showing agent contact information or the feedback information on the report.
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Click Export to CSV to export the information to a data file that can be opened as a spreadsheet or View
Results to view the report on the screen.
7. Click Create Report.

Create Key Activity Report

1. View key activity reports for key or all of the keys in your offices.
2. The report shows the date, the beginning and ending time of the showing, and the showing duration. It also

shows the keybox serial number, listing ID, listing address, and showing agent contact information.

FAQ

« Q: What should | do if | encounter login issues?
A: If you encounter any login issues, please contact your association or MLS administrator for assistance with
your account credentials.

« Q: Can | customize the reports generated in SupraWEB?
A: Yes, you can customize the reports by selecting specific criteria such as date range, keybox selection, and
including additional information like showing agent contact details or feedback

SupraWEB
Guide for Brokers

Overview

This SupraWEB Guide for Brokers provides instructions on features and reports in SupraWEB that are available to
brokers. Manage keyboxes and run reports for keyboxes your organization assigned to your inventory, your offices’
inventory and the inventory of the agents that belong to those offices. The functions that are displayed in
SupraWEB depend on the type of electronic key, key service, and features the association/MLS have chosen.

Features for Broker Logins

« Enable ShowingTime integration for offices in your inventory
« Send messages to keyholders in your offices

« Assign listings to all keyboxes in your offices

Assigned Office Reports

« Showing Activity Reports
« Keybox Activity Reports



« Keybox Inventory Reports
Log in to SupraWEB

To log into SupraWEB, a key must be assigned to you and the association must designate you as an office broker.
First-time login requires a user ID and password, key serial number, PIN, and the board or association name. To
register for a Single Sign On (SSO) user ID and password, click Register on the homepage.

1. Go to www.supraekey.com. Key Serial Number:

2. Select SupraWEB Login for Real Estate Agents. PIN:
Note: Click Register on the home page to sign up for a Single Sign On | Asseciatien/Ls: |2 Dako Sanae ~
(SSO) user ID and password. =

3. Enter your user ID and password and select Login.

SupraWEB Home Page

Boards can opt-in to features, which determine what you can view. The top menu bar links to feature pages. The
QUICK LINKS are frequently accessed actions. The BROKER QUICK LINKS section is specifically for those with a
broker login. Showings Dashboard lists current activity on your keyboxes. If you have a message, you can toggle
to show or hide the message.

HOME LISTINGS REPORTS SETTINGS BILLING SUPPORT
>
Top Menu — | Mammgesis)
Bar ,. QUICK LINKS Showings Dashboard .\ Messages
' Upda_‘e Code Welcome to SupraWEB! This dashboard view contains the showing activity for the daté e
IdentifyKeyholder specified. Change the date range to show more or less information on your Showing Dashbo®
QUICK I g g g
LINKS * View Granted
Access Dashboard Date Range: 7/1/2017 to 7/31/2017 Change ™ Showing
* Authorization Code Showing Count: 9 Feedback Count: 0 Feedback Reminders
Change PIN Dashboard
Market Area DateTime ¢ ML #¢ |Address¢ |ShowingAgents Actions
o #Jul 31,2017 6:00 AV Bria Jones Q
HJul 31,2017 6:50 AW BJones@notrealreality.com
BROKER \ Duration - 50 min (503)555-1111
QUICK LA L HJul 31,2017 5:59 AV Bria Jones
LINKS LINKS ?Jul 31,2017 6:59 AV BJones@notrealreality.com @
* Reports Duration: 60 min (503)555-1111
* Non-Member B ul 31,2017 5:35 AV Bris Jones
Access ?Jul 31,2017 6:50 AV BJones@notrealreality.com @
Messages Duration: 75 min (503)555-1111
ShowingTime FJul 31. 2017 5:04 AV Bria Jones

© 2024 Carrier. All rights reserved. Supra, ActiveKEY, and eKEY are registered trademarks of Carrier. Supra is a
registered trademark of Carrier. Other brand and product names are or may be the trademarks of, and are used to
identify products or services of, their respective owners.

Broker Messaging Service

With the Broker Messaging Service feature, create and send messages to electronic keys. The amount of
characters allowed for the message is different for each key type. The eKEY® app allows two areas with 5000
characters each for the message. The ActiveKEY® and Xpress KEYTM electronic keys allow 124 characters for
the message. The DisplayKEY electronic key allows 30 characters for the message.



In BROKER QUICK LINKS, click Messages. Select Offics | Sigbrokerd (1011) E

Choose an office. eKEY Message 1 eKEY Message 2
Enter a message fOF a key or keys. (5000 characters left) 5000 characters left|
Enter a message end date.

Click Send.
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ActiveKEY Message DisplayKEY Message

124 characlers lef) (30 characters left)

XpressKEY Message
124 characters left)

Stop sending messages to keys by | 8/2/2017

Send

Reports in SupraWEB

Click the REPORTS tab to create reports for your key, keybox inventory, and showing activity. View, print, or email
the generated reports.

In the REPORTS tab there are four (4) main report links to choose from (depending on what options your board
chooses). Click the Scheduled Email Settings link to schedule a recurring report.

« Create Showing Report — View showing and feedback activity reports for all of your listings, a specific keybox, a
specific MLS #, or specific offices.

« Create Key Activity Report — View key activity reports for your key or all of the keys in your offices.

« Create Office Keybox Inventory Report — View a report showing keybox information for all of the keyboxes

assigned to your offices. This only displays when logged on as a broker.

Create Showing Activity Report

View the showing activity reports (keybox activity) for your key or all keyholder showings in your offices. The report
shows the date, the beginning and ending time of the showing, and the showing duration. It also shows the listing
ID, address, keybox serial number, and key serial number. You can choose to include the showing agent contact
information and feedback.

1. From BROKER QUICK LINKS, click Reports. | BROKERQUICK

LINKS

" Reports

2. Click Create Showing Report. i
Create Showing Report
This repert provides showing and feedback for your listings.




3. Click All of my listings, select the specific keybox, T Configure Shawing Report
MLS#, or offices for the reporl. Update Code This report provides showing and feedback for your listings
Ideniify Keyholder
Enter the date range for the report. S Showing Activity Report Settings
: R . Acces s i i
5. Click to include the showing agent contact o onCoge | _Tedtea showing activiy for
information or the feedback information on the Change PIN @ Al of mylistings

Market Area

report_ T O spedific keybox | 20000000 Vv
6. Click Export to CSV to export the information to O SpeaficM.S# |

a data file that can be opened as a spreadsheet BROKERQUICK O specific Offices
- = LINKS Ll 201701 Spring Reality Office
or View Results to view the report on the screen. — 0 201762 Summer oftce
7. Click Create Report. " Non-Member L1 201703 - Fail Office
Access [J 201704 - winter Office
Messages
- ShowingTime Select the date range for this report
From [T/252017 | to Br2O1T
¥ Indude showing agent contactinformation in report
] Indude feedbackinformation in report
O BEwportto CSV({Comma Separated File
@) Miew Results
Create Report Cancel
Steps
Click All of my listings, select the specific keybox, QUICK LINKS o T e o
MLS#, or OffICGS fOI‘ the I’epOI’t ‘Lfd??sode , This report provides showing and feedback for your listings.
e ntify Keyholder
Miew Granted Showing Activity Report Settings
Enter the date range for the report. 55 DO Create a showing activity for
- Change PIN @® Al of mylistings
Click to include the showing agent contact informatio | | 57" O Speic keypox
n or the feedback information on the report. O specifiemss [ ]
BROKER QUICK O Spedific Offices
Click Export to CSV to export the informationto a d Lhecs £ 201781 3prteg Rasiity Ofton
. . " Reports [ 201702 - Summer Office
ata file that can be opened as a spreadsheet or Vie Non-Member [ 201703 - Fail Office
w Results to view the report on the screen. . S .. itas oo
ShowingTime Select the date range for this report
From [7/25/2017 | to BNR2017
[¥] Include showing agent contactinformation in report
. [¥] Include feedbackinformation in re port
Click Create Report' O BEportto CSV(Comma Separated File
® Mew Results
Create Report Cancel

Create Key Activity Report

View key activity reports for key or all of the keys in your offices. The report shows the date, the beginning and
ending time of the showing, and the showing duration. It also shows the keybox serial number, listing ID, listing
address, and showing agent contact information.




Steps

From BROKER QUICK LINKS, click Reports.

Click Create Key Activity Report.

Enter the date range for the report.

Click View My Key Activity or the offices for the rep
ort.

Click Include feedback information in report.

Click Export to CSV to export the information to a d
ata file that can be opened as a spreadsheet or View
Results to view the report on the screen.

Click Create Report.

QUICK LINKS
Update Code
Identify Keyholder
\iew Granted
Access

- Authorization Code
- Change PIN
* Market Area
> Add Keybox

BROKER QUICK
LINKS
Reports
Non-Member
Access
Messages
ShowingTime

Configure Key Activity Report

This report provides information on the showings that you have performed
Key Activity Report Settings
Select the date range for this report

From [7224/2017 ] to 73172017

® View My Key Activity

™y View Office Key Activity

201701 Spring Reality Office
201702 - Summer Office
201703 - Fall Office

201704 - Winter Office

oooo

[ Indude feedbackinformation in re port
) BEportto CSV(Comma Separated File

@ View Results

Create Report Cancel

Create Office Keybox Inventory Report

« View a report showing all of the keyboxes assigned to your offices

. The keyboxes can either be assigned to the

office or to the keyholders within the office. A list of all keybox serial numbers for the office are shown along

with the listing ID/MLS#, property address, shackle code, who the keybox is assigned to, the last person to

release the shackle on the keybox including the date and time the shackle was released, the keybox battery

level, and the type of keybox.

« Note: Keyboxes must be assigned by the board/association to either the office or a keyholder in the office to

show on this report, regardless of how the keyboxes are registered by the keyholders in SupraWEB.

Steps

From BROKER QUICK LINKS, click Reports.

Click Create Office Keybox Inventory Report.

QUICK LINKS
Update Code
Identify Keyholder
View Granted

Configure Office Keybox Inventory Report
This report provides information on all keyboxes in the selected office(s)

Office Keybox Inventory Report Settings

" /i_cfff_s__m__ . View Office Keybox Inventory for:
Choose the Offlce(s) for the report- QUICK LINKS Configure Office Keybox Inventory Report
* Update Code This report provides information on all keyboxes in the selected office(s)
. . . > Identify Keyholde
CI|Ck Export tO CSV tO eXport the InfOFmatlon tO a dat Me:?g,amfj ' Office Keybox Inventory Report Settings
a file that can be opened as a spreadsheet or View Re | | 155 viewOffice Keybox inentory for
. + Change PIN 201701 - Spring Reality Office
sults to view the report on the screen. e e i)
» Add Keybox 201703 - Fall Office
M 201704 - winter Office
BROKER QUICK
LINKS 0 Bportto CSV(Comma Separated File)
H * Reports
Click Create Report. il H
P — @ Mew Results
* Messages
* ShowingTime

Create Report Cancel

Assign a Listing

Steps to assign a box not in your inventory



Click the REPORTS tab.

Click Create Office Keybox Inventory Report.
Choose the office(s) for the report.

Click View Results and then Create Report.
Click the keybox serial number.

Click Listing Details.

Add MLS # and click Assign.

Click Add Address.

Add information and click Done.
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Unassign a Listing

Steps

Click the REPORTS tab.

Click Create Office Keybox Inventory Report.

Choose the office(s) for the report.

Click View Results and then Create Report.

Click the keybox serial number.

Steps

Click the Listing Details tab.

Click Change MLS#.

Delete the MLS number and leave it blank.

Click Assign.

Enable ShowingTime for Offices in Inventory

If your association/MLS has opted into ShowingTime integration and your office uses ShowingTime software, you
can enable or disable your office’s integration in SupraWEB.

Steps

From BROKER QUICK LINKS, click ShowingTime.

Choose an office Select Office(s) | Summer Office (201702) - Enabled v

Choose Enable ShowingTime for ALL Agents in the Se
lected Office(s) or Disable ShowingTime for ALL Agent
s in the Selected Office(s).

Enable ShowingTime for ALL Agents in the Selected Office(s)

Disable ShowingTime for ALL Agents in the Selected Office(s)

For more information on how to use your electronic key, Mobile SupraWEB, or keyboxes, visit our website
www.suprasystems.com and click on Tips & Support.


http://www.suprasystems.com

Documents / Resources

Supra SupraWEB Mobile App [pdf] User Guide
10104974P1, SupraWEB Mobile App, Mobile App, App
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