
 

Check-In Process 

Once you have completed the setup process, you are ready to begin using the Check In/Check Out 
portion of the program.  There are three different methods of checking people into events.  You can 
use the Self Check-In, Speed Check-In or Staff Check-In.  In this section you will learn the difference 
between the three methods and how to use each.  

Below is a description of each check-in method. 

Self Check-In 

This method is used when you will allow each person to check them and/or their children into an 
event using a barcode scanner or magnetic strip reader.  Barcodes can be created by using your 
Servant Keeper program to create name badges with barcodes.  The magnetic strip reader can be 
used with a valid ID or Credit Card that has the individuals name and a magnetic strip.  (*Note: The 
name on the card must match their name in Servant Keeper exactly.)  You will need to have the 
computer at a location easily accessible to those attending the event.  This method can be used to 
check in for one or more events. 

 Staffed Check-In 

This method will allow for a staff member to complete the check-in process for your event.  This 
method is for situations that you do not want to allow individuals to complete the check-in process 
themselves.  This is the best method to use when you first use the program.  This allows staff 
members to become familiar with the use of the Secure Check-In program.  This method can be used 
to complete the check-in process for one or more events. 

Speed Check-In 

This method is used in conjunction with a magnetic strip reader for quick check-in to a single event.  
This method would allow for individuals to check-in by swiping an ID with the magnetic strip reader.  
The magnetic strip reader can be used with a valid ID or Credit Card that has the individuals name 
and a magnetic strip.  (*Note: The name on the card must match their name in Servant Keeper 
exactly.) 

 

 

 

 

 

 



 

Self Check-In 

 

Step 1 

Log into Secure Check-In. 

Step 2 

Click on the Check-In tab.  

Step 3 

Click on Self  

Step 4 

You will see a list of events for the current day. 

Click the events that individuals can check into using this station. 

 

If today is Sunday, the only 
events that will appear are the 

ones that are scheduled to 
occur on Sunday.  Therefore, if 
an event is missing from this 
screen, go to the Home Tab, 

click on Manage Event Schedule 
and verify the setup of that 

particular event. 

 

The events that you select will have a  in the box. 

Once all of your events are selected, click [OK]. 

 



Step 5 

You will now choose the Kiosk message to display during the check-in process. 

 

Click on the 
theme that you 

wish to use.   

(*Note: If you do not 
have a theme listed, 
Go to the Home Tab 
then click Manage 
Kiosk Themes to 
create one.) 

Click [OK]. 

 

Step 6 

The theme you have chosen will now appear on the kiosk.  You are now ready to begin the self 
check-in process.  Individuals can now scan their barcode or ID with magnetic strip.  If you need to 

exit the self check-in process, click on the .  Enter the pass code that you created in the initial 
setup of the software. 

Step 7 

Scan barcode with the barcode scanner or swipe the magnetic strip card with the magnetic strip 
reader. 

 

Step 8 

You will then see a screen of those that you 
are authorized to check in. 

Click the person(s) you wish to check-in. 

When you click the person’s name a  will 
appear in their box. 



You will then have the ability to choose the event they will be attending. 

 

The events that appear in this screen will be events that you selected in Step 4.  Click the event(s) 

you are checking that person into.  A  will appear in that event.   

(*Note: a person can only be checked into 3 events at a time.)  Click [OK]. 

Step 10 

If you need to check-in more than one individual, repeat step 9 for each individual you are authorized 
to check-in.   

After you have repeated this for each individual, the next step is to choose badge settings.  This is 
used for events where an individual will receive a name badge and has any special needs, allergies, 
drop-off items, or special notes that should be indicated on the name badge.  If the individuals do 

not need a name badge or do not have any of the above, skip this step. 

Click  

You will see the following screen. 

This is used for indicating allergies, 
special needs, drop-off items, and any 

special notes.  If you need to add items 

to these lists, be sure to go to , 

click on , then Click on 

. 



Once you have selected these items, you can type in any special notes in the notes area.   

The screen will look like this. 

 

Once you have selected all of the options for the name badge Click . 

Repeat this step for each individual that has any allergies, special needs, drop-off items or special 
notes. 

Step 11 

Click . 

The check-in process is now complete. 

 

 

 

 

 

 

 

 



Staffed Check-In 

Step 1 

Click on the Check-In Tab 

 

Step 2 

Click  

Step 3 

You will see a list of today’s events.  If you have more than 10 events occurring today, click on 
[Next 10] to view more events. 

 

If today is Sunday, the only 
events that will appear are the 

ones that are scheduled to occur 
on Sunday.  Therefore, if an 

event is missing from this screen, 
go to the Home Tab, click on 
Manage Event Schedule and 

verify the setup of that particular 
event. 

Click the event(s) that you will be 
checking individuals into.   

Once selected, the event will 

have a  in the box. 

 

Once all of your events are selected, click [OK]. 

 

 

 



Step 4 

On this screen, you (the staff member) will be able to search for individuals by Name, last 4 digits of 
their home phone number, or by using a barcode scanner. 

 

Click the option you wish to search by. 

 

If you choose name, you can type in the first, last or combination of 
the two. 

If you choose last 4 digits of Home/Cell Phone, type in the last four 
digits of their phone number. 

To use the barcode option, you will need to have a barcode scanner 
and you will scan the barcode name tag/roster for the individual. 

If you are using a touch-screen kiosk, you can use the on-screen keyboard, otherwise you can use 
the keyboard connected to the PC.  Type in the name, then click Start Search or press the Enter Key 

on your keyboard.  A list of names that match your search will appear at the bottom part of the 
screen.   

 



Double-click the name of the person you wish to check in. 

 Their name and any individuals they are authorized to check in will appear on the screen. 

 

 

Step 5 

Click the person(s) you wish to check-in. 

When you click the person’s name a  will appear in their box. 

You will then have the ability to choose the event they will be attending. 

 

The events that appear in this screen will be events that you selected in Step 4.  Click the event(s) 

you are checking that person into.  A  will appear in that event.   



(*Note: a person can only be checked into 3 events at a time.)  Click [OK]. 

Step 6 

If you need to check-in more than one individual, repeat step 9 for each individual you are authorized to 
check-in.   

After you have repeated this for each individual, the next step is to choose badge settings.  This is used for 
events where an individual will receive a name badge and has any special needs, allergies, drop-off items, or 
special notes that should be indicated on the name badge.  If the individuals do not need a name badge or do 

not have any of the above, skip this step. 

Click  

You will see the following screen. 

This is used for indicating 
allergies, special needs, drop-

off items, and any special 
notes.  If you need to add 

items to these lists, be sure to 

go to , click on 

, then Click 

on . 

Once you have selected these 
items, you can type in any 

special notes in the notes area.   

The screen will look like this. 

 



Once you have selected all of the options for the name badge Click . 

Repeat this step for each individual that has any allergies, special needs, drop-off items or special 
notes. 

Step 7 

Click . 

The check-in process is now complete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Speed Check-In 

Step 1 

Click the Check-In Tab.  

 

Step 2 

Click  

Step 3 

You will see a list of today’s events.  If you have more than 10 events occurring today, click on 
[Next 10] to view more events. 

 

If today is Sunday, the only 
events that will appear are the 

ones that are scheduled to occur 
on Sunday.  Therefore, if an 

event is missing from this screen, 
go to the Home Tab, click on 
Manage Event Schedule and 

verify the setup of that particular 
event. 

Click the event that you will be 
checking individuals into.   

Once selected, the event will 

have a  in the box. 

 

Once your event is selected, click [OK]. 

 

 

 



 

Step 4 

You will see the following screen. 

 

The station is now ready for speed check-in.  Each individual will swipe their ID as they enter the 
event.  This will check them into the event.  The following message will appear in the middle of the 

screen. 

 

The check-in is complete for this individual. 

 


