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CHECK-IN STRATEGIES

It’s not just for kids

This document will walk you through setting up 2 different activities for Fellowship One
check-in. The first will be children’s check in and the second will be for a woman’s
retreat. Both have unique characteristics that will allow us to see the flexibility built into
F1 Check-In.

ACTIVITY CONFIGURATION

There are some assumptions that | am going to make while walking you through this
document.

A) you have access to F1 and have logged in at some time in the past
B) you know the basics of what an activity is and what it is not

Security Access Rights

To setup activities in Fellowship One you

need Ministry Write access to the ministry Security Rights:

where you will be setting up the activity. You o )
should also have access rights to be a Check In * Ministry Write
Theme Manager in case you are planning on e Check In Theme Manager
using your own themes for self or assisted e Confidential Activities
check-in. It is possible that the activity you're

setting up might be a confidential activity. If

so you will need security access to

Confidential Activities or you cannot create a confidential activity.
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CHILDREN’S CHECK-IN

We will be creating a simple children’s activity with multiple groups and multiple
classrooms under each group. Start by logging into Fellowship One and then clicking the

Ministry Tab. You will then see the Contact List page under the ministry tab. Ensure

that the Ministry Selection is displaying the Children’s Ministry.

Activity/Room Setup = Activities
1. Select Activity Room Setup = Activities Your screen should look like this:
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Check-In Settings
Check-In Enabled: The check-in application will not be able to see the activity unless
Check-In Enabled is checked.

Print a Name Tag: This sets the activity to print name tags. Some activities such where
volunteers already have lanyards with their pre-printed name tags might not require the
printing of Fellowship One name tags.
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Print a Receipt: For activities where a parent receipt is necessary. Receipts can also be
used for other activities such as a youth event. Turn on the receipt function and you
have a raffle ticket generating system.

Assignment Attributes

Participant Assignments: Participant assignments can be set to the activity, the activity
schedule, or to a date and time. If the individual is assigned to an activity schedule that

is not the activity schedule running during check in and the assignment required is set to
always or optional, the individual will not be able to check in.

Vol/Staff Assignments: Volunteer staff assignment attributes do not affect the check-in
application. If an individual is assigned to the 9:30 service and he or she checks in
during the 11:00 service the check-in application will not stop them.

Required: The Required drop down list really should say “Assignment Required”. Never
means anyone can check in that meets the age requirements of the activity. Always
means that the individual has to have an assignment or check-in will not let them attend
the event. Optional will display a message alerting the volunteer that the person is not
registered but allow them to bypass the message and complete the check in process. If
optional is selected and self check in is running then the person has to have an
assignment or they will not be able to check in.

Activity Schedules

The activity schedule drives when the activity occurs. Check-in only will work on days
where there is an active schedule. This can be a source of confusion for people when
they first get started with check-in. They want to test the activity or train volunteers
during the week but when they punch in the activity code they get a message saying
“No Active Checkins for Activity”.
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Create Activity Schedule
1. Type in Activity Time Name
Type in Start Time and End Time
Click Create New Activity Time
Click Edit link to the left of the newly created activity schedule
Click Recurrence
Set the Recurrence for Daily, Every One Day for the next 5 days
Click Save

No ukwnN

Activity Time Name:
Start Time:

End Time:
Recurrence:

Test Schedules:

Activity Groups

Activity Groups can have a big impact on how activities are setup and run. The structure
can be used to load balance across several rooms or can be used for reporting purposes.
The important thing to understand is that every activity needs to have an activity group
even if it is the same name as the activity name. The RLC (Room Location Class) has to
point to an activity group.

D . c‘ ‘ ‘Welcome, Matthew ‘Matt' McMaster Sign Out
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Add/Edit Activity Group
Eac y must have at least one group,
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Activity Grouping Name:
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Contact List
Activity / Room Sefup Q|
Activities
Activity Groupings Show Activit Children’s Service DC-| -
Activity Schedules 1y Grouping o ™
e Activity Grouping Name Balance Type
. [Edif] v | Nursery Children's Senvice DC-pv Balance Class Size
Rooms & Locations [Edif] [Delate] v | -cuddiers Children's Senvice DC-pv Balance Class Size
Breakout Groups [Edifl [Delete] |4 v | -Crawlers Children's Service DC-pv Balance Class Size
[Edif] [Delete] Aw | -Walkers Children’s Service DC-pv Balance Class Size
Super Checkin [Edif] [Delste] | - Volunteer General Children's Service DC-pv Balance Class Size
Room Location Properties [Edif] A v | 6th Grade Children's Service DC-pv No Balance
TrEme [Edif] [Delete] w | - 6th Grade Girls Children's Service DC-pv No Balance
[Edif] [Delete] A - Gth Grade Boys Children’s Service DC-pv No Balance
Theme Manager [Edif] v | Preschool Children's Service DC-pv Balance Class Size
Participants | | Edit Detete] w | -Blue Hall Children's Service DC-pv Balance Class Size
[Edifj [Delete] | 4w | -YellowHall Children's Senvice DC-pv Balance Class Size
Staffing O | Eonpetete] 2w | -RedHan Children's Senvice DC-pv Balance Class Size
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Type Nursery in the Activity Grouping Name field and click Save
Type Babies in the Activity Grouping Name field and select Nursery for Super
Group and click Save

3. Type Toddlers in the Activity Grouping Name field and then select Nursery for
Super Group and click Save

4. Type Elementary in the Activity Grouping Name field and click Save

Activity Grouping Name:
Balance Type:

Super Group:

Rooms & Locations

This next part of the setup can have a big impact on check in if you do not know what
the setting options are for. With this screen you can override the activity settings,
control how check in displays and even start rooms out closed.
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= | @ Qverride activity check-in defaults
Activity | Room Setup [A~] Building.Room:  Building | > Room 005 -
Activities Default Capacity: 15 For reporting purposes on Print a Name Tag
Activity Schedules Print a Parent Receipt
Activity Groups —Check.in Best Fit/ i
Rooms & Locations ® No Age Restriction Automatically open
Breakout Groups ®© Age — WebLink Settings
Super Checkin
Hidden in Activity Finder
Room Location Properties I EAERERETEE
Requirements Show this additional
Information
Theme Manager
Farticipants
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Active Checkins

Type Infants in the Name field

Select the Group Sub Group Nursery > Babies

Set the Default Capacity to 10

Select Age under Check-in Best Fit/Restriction Attributes

Type 0 through 12 in the Age Range. (Verify Months is selected)

Ensure Keep activity check-in defaults is selected

Ensure Automatically open is selected

Repeat for Crawlers, Toddlers, Preschoolers, and Kindergarten — 5th grade
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Room Location Properties
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Name: The name of the room will print on the nametags. Keeping the name under 12
characters is a good idea. When you get over 12 characters, the name can be difficult to
see. The more characters included in the name, the smaller the type will become.

Group Sup Group: This should always be used. Check-in will not function if there are
multiple rooms that are pointing to groups but one room has no group selected. Itisa
good idea to always use a group even if it is the same name as the RLC.

Check in Best Fit/Restriction Attributes
No Age Restrictions: This allows any age range that falls within the age range of the

activity to check into the room. If the activity has no age restrictions, anyone (even
people with no birth dates in their record) can check into the activity.

Age: Allows you to determine an age range for the room. This age range can be
recorded in months or years. For example, you can add an age range of 0 to 6 months
for your nursery room.

Date of Birth: Allows you to determine a date of birth range for the room. For example,
you can add a date of birth range of 01/01/2009 to 06/30/2009 for your nursery room.

Check-In Settings
Visible for Check-In: Clear this check box if you do not want a room to be visible and
available for Check-in.

Keep Activity Check-In Defaults: This selection will use the settings you configured at
the activity level.

Override Activity Check-In Defaults: Selecting this option provides two additional check
boxes where you can define which part of the activity settings to override.

Automatically Open: Select this check box to show the room as an open available choice
for Check-in. An overflow room is an example of a room that you may not want
automatically open and available for Check-in.

WebLink Setting:
This has no affect on Check-In and is only used for small groups.
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Super Check-In

When you are setting up an activity the system generates a check-in code for that one
particular activity. When you type that code into the check-in application you can only
check into that one activity on that machine. What do you do when you want to be able
to check in your volunteers for the worship service, children into the children’s ministry,
and adults into your adult bible study classes? Super Check-In to the rescue! In this
section we are going to create a super check-in code for Sunday morning using the
activity you just built along with other activities that are already in your test databases.

1. Click the Super Checkin Ministry selection:
2. Type Sunday Morning into the Super Check In Name Children -
Field and click Add New Check-In Contact List
3. Select the Children’s Ministry Activity / Room Setup [~
4. Select the Activity you created Activities
5. Highlight the schedule name and click Add>> Aclivity Schedules
6. Change to another Ministry Activity Groups
7. Select another Activity Rooms & Locatons
Breakout Groups
8. Highlight the schedule name and click Add>> super Chockin @
9. Click on the Create/Edit Checkin Name link to the left of Room Location Properties
the Super Checkin Name Requirements
10. Write down the Super Check in Code Theme Manager

CHECK-IN BASICS

The check-in application was in fact built initially to facilitate a large number of children
checking into an activity such as children’s service. Since its inception there have been
many changes to how check-in functions so that is it more flexible and available for
multiple activities. For this example we are going to use the super check in code created
in the previous section.

Install Fellowship One Check-In
1. Install Fellowship One Check-In by logging into Fellowship One and clicking the

]
support link in the upper right corner of the screen. *# SUPPOTt

v_
2. Click Find Answers Find Answers

Click the link that says How do | download and install Fellowship One Check-in?

4. Click the link to Install Fellowship One Check-In Eellowship One Check-inv. 2.5
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Launch Fellowship One Check-In Assisted Check-In

1. Locate the Fellowship One Check-In icon on your computers desktop Ei{-)
and double click the icon

2. The first time you enter the check-in application it will ask you to enter your user
name, password, and church code. Use your training user name and password
to log into the check-in application.

3. Enter the Super Check-in Code that was created previously
Select Assisted Check-In and press Next

What ty pe of check-in would you like? :

Show Show Image displays the photofor the person beingchecked in, ifone is

Enable Rapid provides an option to skip to the final screen, bypassing
room selection_ Youcan easily change the room assignments Check-in
makes for you

Image - available Hide Image prevents Check-in from retrnieving any pholos

5. Since we have multiple activities that are occurring on different schedules the
check-in system would like to know: what is the primary activity that we will be
checking into? Select no default.

6. If you select Enable Rapid then you will have to pick a default service time.

7. Type in Smith, Mary in the search field

8. Select their 2 children

9. Ensure their classrooms are selected and select Next

10. Print name tags

11. Press Complete

12. Type 1212 in the search field which would be the last 4 digits of the Morris
Family

13. Select their 2 children and then press Rapid Check In

14. Type in Thomas Jones

15. Select their children and press Next

16. When you get to Sara Jones press the Edit Sara button on the top of the screen

17. In the Tag Comment Field give her an allergy of your choice

18. Press Update Sara

19. Continue with check-in till complete
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Fellowship One Self Check-In
1. For this you will need a barcode scanner and a barcode tag
Search for ) Weston
Select James and press Next
Press Edit James Button on the screen
Click in the barcode field
Scan the barcode
Click Update James
Press the Menu button on the Fellowship One check-in application
Press Self or Assisted Check-in button
. Click Self Check-In Entire Household and then Next
. Scan James Weston’s barcode

W e N WN

I
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. Select the children’s classrooms you want to check them into

[EN
w

. Press Complete

Check-In Menu Options

Activity Setup

Set Default Activity: If your activity has multiple schedules or if you are using a super
check-in code this button will allow you to set the default activity. The default activity
has to be selected if using Rapid check-in.

Change Activity: This button will take you back to the screen where you have to punch
in the Check-in Code or the Super Check-in Code.

Application Setup

Self or Assisted: When you select this option it takes you to another screen where you
pick assisted Check in or Self Check-in.

Authenticate Church: Takes you back to the screen where you will then need to putin a
username, password, and church code to proceed.

Self Assisted Check-In
Assisted Check-in: This option was designed for a church to utilize volunteers

interacting with Fellowship One Check-in to register attendance and print name tags.

Show/Hide Image: If a picture for the individual exists in Fellowship One that
picture will be displayed when selecting the proper RLC.

Enable/Disable Rapid: When Enable Rapid is selected the system will take any
individual selected and bypass the room selection process. The system will put
them automatically in the most age appropriate classroom for the default service
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time selected. This does not work well if the individual is checking into multiple
service times or if the family is checking into multiple activities.

Self Check-in: This option was designed to be used with a data capture device such as a
barcode reader. Other types of input can be used such as a magnetic strip reader if the
information contained is numeric only and less than 15 characters.

Entire Household: This option is best used when multiple people are going to be
using the same barcode to check into an event. Sunday morning when Mom is
volunteering as an usher; Dad is volunteering on the worship team; and the kids
are going into their classrooms: Entire Household will be your best bet.

Individual Only: This option is best used when a check-in computer is going to
be dedicated to a single event where individuals check in only themselves to that
event. Youth services that occur separate from the main worship service would
be an example. The student shows up with their barcode that is attached to
their record. When they scan the barcode the system finds that one individual
and puts them in the room where their assignment is or based on best age fit
checks them into that room.
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