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1. Select “New User / 24 Hour Access Link”
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2. Complete new/returning guest user registration form and select “Register”.
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3. Check the email provided on the registration screen for a link to connect to Digital Site Survey.
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4. Add a Location by entering in the site’s information and selecting “Save”.  
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5. Either using the newly added location, or selecting another location, populate all survey fields. 
From there, either choose an existing door from the Door List dropdown or select “Add Door”.
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6. Once a door is selected, click “Select Photo(s)” to add images of the door to be converted.  A PDF is available for 
examples of ideal picture angles to provide. Select “Save” to view a preview of the attached images. Select 
“Complete Door” once all photos have been uploaded. Repeat this step for all doors.
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7. Once complete, review survey for accuracy, and click “Complete Survey”.  This closes the survey from revisions and sends 
an email to InstaKey to review the data submitted.  Note that the email will automatically include the submitting user, and 
the “Add Confirmation Email” field can be used for anybody else that should have visibility on survey submittals.
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