

General Overview of Check In/Check Out Process GCC APP DIRECTIONS

Parents check In children via the app (see directions below)
Pick Up tags at Connect Desk 
Take children to appropriate classroom 
Check Out via the app (see directions below)
Check-In: 
Children who are already in the System 
Parents’ Guide
Go to the GCC App
Go to Sunday (no matter what day it is), click check in 
Click appropriate child’s name
Click “Check In”
A barcode will show, this is to be scanned by a church volunteer to print out tags
Video: Parent’s Check-In 
Church Volunteer Self Check-In Guide 
Using the iPad (password: 9599)
Go to the Check In App, Self Check-In (password: grace1)
Scan the barcode on parents phones (see above if the parent does not have a bar code)
Tag should print automatically
Note: Nursery children get 3 tags (1 for child, 1 for bag/snack, 1 for parent check-out). Older children just get 2 tags (1 for child, 1 for parent check-out).
Video: Volunteer Self Check-In
Church Volunteer Manual Check-in (for people who don’t want/have the app)
Using the iPad (password: 9599)
Go to the Check In App, Manual Check-In (password: grace1)
Type Name or Phone Number In
Click the Family
Click the child’s name
Click the group
Click Check-In
Video: Volunteer Self Check-In
Church Volunteer Manual Check-in (for people who have barcode “No Events Available”
Using the iPad (password: 9599)
Go to the Check In App, Manual Check-In (password: grace1)
Scan Barcode
If the family is in the system click the child’s name and proceed the check in process
If the family is not in the system proceed by adding the parent information then the child’s information
If the parent is in the system but the child is not proceed by clicking add person and adding the child’s information
Video: Manual Check-In for Members


	
Children who are NOT in the system 
Parents’ Guide
See Church Volunteer (below) 
Church Volunteer Guide
Welcome the family to Grace! We are so glad they are here! Explain the process of check in (We are just going to add you to the system quickly, get you a printed name tag) and that we will get them on their way quickly. 
On the iPad, use the check in app (iPad password: 9599)
Go to settings and switch to manned station (password: grace1)
Add family (have parent fill in appropriate info, or volunteer can help)
If this person is already in the system, “Possible Duplicate” will pop up, click view and then verify it is the same information. 
Then family actions, edit family
Then continue to add the child’s information
If they were not in the system continue filling out name, email, phone number (carrier so we can contact them if needed) 
Add person to add child (can apply address to whole family here)
Be sure to mark relationship as “Child” 
Please be sure to add birthday (this is how it puts children in the appropriate classroom
If parents are hesitant to put down birthdays, please just put Aug. 1, and the appropriate year
Continue to add person for additional child who are attending children’s ministry (can add children who are attending church, but not needed at this time) 
Video: Manual Check-In for Guests (this video shows if they were in our system already)
Reprinting Labels 
There may be a glitch and labels may miss being printed. If so, reprinting labels is super easy. 
Using the iPad, Check In App
Type Name of Child that needs label reprinted
Click Family Actions
Click Reprint Labels
Video: 

Double Checking Attendance
Since parents check in children before they get to their classroom, there is a risk that the child ends up not actually checking into the classroom (child ends up going into church with parents, child is sick so needs to leave, etc). 
Because of this, lead teachers will need to double check attendance in the app about 10:30.  
Directions: 
Go to the GCC app, Groups
Find your appropriate classroom (Nursery, PreK-1st Grade, 2nd-5th Grade)
Click Attendance 
Click the appropriate date
Check or Uncheck children as needed 
Save
Having correct attendance is not on imperative for emergency cases, but is also necessary to help track class numbers. 
Video: Checking Attendance
Texting a Parent During Service
Teachers may find the need to communicate with the parent during service in case the child is inconsolable, there was an injury, etc. 
Directions via the GCC App (this text message comes from you and your personal phone number)
Go to groups
View/Edit Members
Find the appropriate child, click the 3 dots
Choose text message
Please include who you are, that you have “X” and the situation. If the situation requires immediate attention, please ask an assistant teacher to find the parent personally. 
Directions via the Check In App (this text message comes from a GCC based number)
Log into the Check-In App
Go to the manned check-in station
Click Send Text
Type Child name
Type appropriate message
Video: Texting a Parent


Check Out 
Same for all children
Parents’ Guide
		Not an option right now
Lead Teachers Guide 
With Label
Go to Check In App (manned station)
Click Scan barcode
Scan Child’s barcode
Choose the parent that is pick the child up
Without Label
Type Childs name in 
Click Family Actions
Click Check out
Click the Child Checking Out
Choose who is picking the Child Up
Click Check Out
Video: Manual Check-Out

View all videos at gccjohnstown.com/checkintraining!

