Gate Box, Codes, & Property Owner Remote
Step 1: Using the Gate box
Shown below, this is the first screen you will see upon reaching any of the 4 gates on the inside
lane, next to the gate house. There are 2 buttons on this screen. “Phone Call” in green, and “Entry Code
(PIN)” in blue.

•
•

Phone Call: This button is used to search for a property owners name, use a 6-digit directory
code, or to call CRRA Security.
Entry Code (PIN): This button is used for the property owner’s 8-digit Owner’s Code or for a 5digit Guest Code.

Step 2: Phone Call Screen
Shown below, this is the screen that appears after a person presses the green “Phone Call”
button. Here you will see 3 separate green and blue buttons.

•

•

•

Find a Name: This will bring up the database of names of property owners. There is a search bar
at the top that can be clicked on to reveal a keyboard, to type in the person’s name. To lower
the keyboard to see the full list of names, the green search button needs to be pressed.
I have a Directory Code: This will bring up a screen with a keypad to enter in the 6-digit
Directory code that belongs to the Property Owner. This is a faster way of finding the name,
without searching via the keyboard in the “Find a Name” screen.
Security: This will directly call CRRA Security/Central to speak with a CRRA Central employee
about gate problems or to get help with entering the gate.

Step 3: Find a Name Screen
Shown below, this is the screen that appears after pressing the “Find a Name” button on the
“Phone Call” screen.

This shows the database of Property owners in this format:
•

LAST NAME, FIRST NAME

Directory Code

On the far right of the name their directory code is listed for faster searching of the name the
next time you use the gate box.
At the top of the screen is a large black rectangle, that says, “Touch here to Search”. When
pressed the keyboard pops up on the screen, as shown below. Here you can enter the name of the
person and the list will populate to what you are searching for.

*Be aware, if the list is long due to people with the same names, if you press the green search
button, the keyboard will disappear and you can view the full list of names from your search. The
large arrow buttons on the left side of this screen will allow you to scroll through the names to find
the one you are looking for.
In order to call the person, you just need to tap the name you would like to call, and the gate
box will automatically call the numbers in the database for that person.
*The property owner that is called will need to press 9 on their phone in order to open the gate.
Step 4: I have a Directory Code Screen
Shown below, this is the screen that appears after pressing the “I Have a Directory Code”
button on the “Phone Call” Screen.

This shows a keypad with a Call button at the bottom. At the top of the screen a black rectangle
with the words, “Enter Directory Code”, this does not need to be pressed. You can instead begin to
enter in the Directory Code you were given on the keypad. After you have entered the Directory Code
you can press call at the bottom to call that person.
*Again, the property owner that is called will need to press 9 on their phone in order to open
the gate.

Step 5: Calling Security
Shown below, this is what the screen looks like after pressing the “Security” button on the
“Phone Call” screen. After hitting this button you do not need to do anything else, unless the call ends
for any reason.

Once an employee answers the call you will need to provide a Lot number and your name to be
given access through the gate. You can also report any problems with the gate to this employee. Be
aware, the call can only last for 2 minutes once the call is answered. Which if the call lasts longer than
that the call will need to be placed again.
Step 6: Entry Code (PIN) Screen
Shown below, this is the screen that appears after pressing the blue “Entry Code (PIN)” button
on the home screen.

Here, just like the “I have a Directory Code” screen, a keypad appears that can be used to type
in the Property Owner’s 8-digit Owner’s Code or guests can enter their 5-digit Guest Access Code. The
black rectangle that shows the words, “Enter Entry Code” does not need to be pressed. The code can be
entered in immediately.

At the bottom is a green rectangular button with the word “Enter”, this will need to be pressed
to enter in the code, for the system to either Approve or Deny Access.
The Approval and Denial screens are shown below. These screens will appear depending on
whether the code was approved or denied. If the code is approved you will see the approval screen and
the gate arm will lift, giving you access to Coosawattee.

At any time on any one of these screens, a “< Home” button is shown in the top left hand corner
of the screen. This button, when pressed, takes you back to the Home Screen where you can start over.

Step 7: Property Owner Remote
When using the Remote you will want to press the button on the device once upon arriving at
the gate. The key fob/remote will only work on the outside lane of all of the gates. *This is the Right
lane.
*The remote has also been known to work well if you hold down the button as well. I usually
hold the button for about 2-3 seconds before trying again.*
*If used in the inside lane, the outside gate arm can open, letting in someone that possibly
should not be in CRR. You will need to be in the outside lane (on the right) to gain access with the key
fob/remote.
Once the button is pressed you will want to wait about 1 to 2 seconds and the gate arm will
raise. The remote also does not need to be pointed at the gate arm or the gate box, you just need to be
in proximity to the outside gate arm.
It is also a good idea to wait for the arm to start coming down before you hit your button, this
will tell you that your button press worked and you wont need to be worried going through the gate,
thinking the gate arm will come down on you.
*If the gate does not open within that time frame, no need to panic, just press or hold again and
wait the 1 to 2 seconds for the gate arm to raise and illuminate green lights.
*If for any reason the gate still does not open, you do not need to return to the POA, simply
email us at gates@mycrra.com or give us a call at 706-276-1060. We will re-activate your remote
“remotely”. Pun intended.

MyQ Business Website & Add Guests
Step 1: Logging Into your Account
This is the first page you will see when you go to myqbusiness.com. This is the log in page where
you will need to select the blue “Log In” button, underneath “Residential Community”, to be able to use
your credentials to access your account. This is after you accept the invite that is sent to your email.

Once you click the “Log In” button, on the right of your screen you will be prompted to enter in
your email address and password that you created when you first received the invite.
•

On mobile devices the same thing happens, you will just want to make sure you press on the
correct “Log In” button which is located under “Residential Community”.

Once you have logged in you will reach this page below, this is your Dashboard.
•

On your dashboard you can view any events you currently have ongoing, as well as past events
and upcoming events. To the right of the search bar you have 2 buttons, “Create a Printable
Pass”, and “Create Your Own Event Request”. (Shown Below in Screenshot)

•

Create a Printable Pass: This button should not be used and cannot be used with the current
gate system in place.
Create Your Own Event Request: This button should be used to create guest codes for your
guests.

•

Step 2: How to Create Guest Events & Add Guests
Select the “Create Your Own Event Request” button to see the screen below. This is where you
can add permanent or temporary guests to be able to have access into the community.

Above is the first half of the Guest Access Request Form.
Here, you will need to fill out the Event Name, the Start Date, the End Date and Select Doors.
Everything else is optional for the first half.
•

•
•

•

•
•

Event Name: This can be anything you wish to name the event, and will be saved with this
name. Does not need to be the person’s name, it does not change anything other than the name
of this request.
Short Description: This is optional. This is just a short description of the event or the people
using the gate to help you distinguish what the event was for.
Reoccurring Event: This has a required asterisk (*) next to it, but the option “None” is a possible
selection. This does not need to be changed. This option needs to stay on none for the code to
be able to work.
Start Date: This is the start date of the event that you want your guest to have access. This can
be today but the time will need to be set to a time later than the time it is now. If this selection
is set to a past time period or day the system will not allow you to submit the event.
End Date: This is for the end date of the event. After this date the guest code sent will not be
usable any longer and will deny access.
Select Doors: This is to select the certain gates they will be granted access through. The inside
lanes will need to be selected here, if the guest knows which gate they will be using you can
select just that one, otherwise you can select all of the inside lanes. *There are selections for the
outside lanes, but be aware, this cannot be used, there are not gate boxes on the outside lanes.

The second half of the Guest Access Request Form is on the next page.

Above is the second half of the Guest Access Request Form.
Here, you can Select from Existing Guests, or you can Add Guest to Event. All the way at the bottom,
you will also have a Cancel button and a Submit Request button.
•

•

Select from Existing Guests: This is where you can select any guests you have used in past
events, there is a check box next to each name where you can check and then hit the Add Guest
button right below this.
Add Guest to Event: This is where you will add any of your guests if you do not select from the
existing list. You will need a first name, last name, and an email. The email is used to send the
guest code to them.

*If they do not have an email to provide or they will not give it to you. You are to let them use the
directory code, so they can call you from the gate box. To let them through if they call you this way, you
will need to hit 9 on your phone and this will open the gate and disconnect the call.
*If they do not have an email and cannot use the directory due to another reason, you are able to enter
your own personal email address so that you receive the code yourself. Then you can give out the code to
your guests.

