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User Guide for Checkin.Lanekids.org

This guide explains all of the major functions of the checkin system. It is broken down by user role so
that we can see how each role will interact with the system. Pictures were included for all of the
intructions related to users to make it simpler to instruct end-users. In the future, should there be
anything you would like the system to do, please contact Partnered Solutions IT.

Administrator Functionality

Add New Users/Coordinators/Admins

e Loginto the system at checkin.landekids.org with the username and password supplied.
e From the home screen click Add New User Button
e Fillin all of the pertinent Information
o When adding children, make sure you scroll to the right to fill in all the boxes
e [f you need to add additional children, click the “Add Child” Button
e Select a role for the user you are adding

o Ifthey are a coordinator or a user, you can tie them to a specific site.

= To Add them to multiple sites, hold ctrl while you select additional sites

e Type in a password, repeat it to ensure it is correct, and click create.

Disabling Users
You may want to disable coordinators, admins or users. You can do this from the Users page (you can
get back to this page by clicking Users in the navigation bar.

e C(Click the plus next to the user you wish to disable

e Click “Disable”

e Users that are disabled will still have their data in the application but they will not be able to log
in, and they will show up at the bottom of the user table with their names in red and italics.

Editing or Deleting dependents
You may need to edit or add additional dependents to do this, go to the Users page

e Find the user whose dependents are going to be edited, click the plus next to their name to
expand your options and click Edit Dependent.

e On the following page, you can either update their information and select update or click the
delete button to remove them from the system

Viewing Individual checkins
If you need to see when an individual or family checked in, explicitly, you can do this through the User
screen.

e Find the user in the list (the search function works well for this)

o  Click the plus next to their name.

e Click View checkins. It will take you to a list of the checkins. You can view what site was checked
into by expanding out the specific check-in.

Adding, Removing, and Editing Sites
You may need to add or edit existing sites.



Click on the Admin option in the navigation, and Select “Sites”
It will bring up a list of all of the Sites
To add a site, click the Add Site
o Give the site’s name and location, then select Save
To disable a site, simply click Disable. It will turn red and administrators can re-enable it, if
needed.
To Edit a site, click “Edit Site” from the table. You can then edit its name or location

Adding Removing and Editing Activities
Administrators can add activities to every site.

Click on Admin in the navigation, then “Activities”. This page will list all of the Sites.

Scroll down to find your site

If you want to add an activity, it will be a box below all of the current activities. Type the name
of the activity and whether it’s School Readiness or Stable/Attached Families, and click the Add
button

To edit an existing Activity, modify it in the text box or change its category, then select “Update
To delete an activity, just find it in the list and click delete

”

Adding and Editing Locations
You may want to add a location in the future. Doing this is simple.

Click on Admin in Navigation menu, then Locations
To add a location, click the add location button
o Give the location’s name and IP address
= An IP address is the public-facing IP address of the location. You may need to
speak with an IT technician to get this information. We use it to prevent
unauthorized access and so users signing in from a given location are only given
that location’s activities.

Viewing Reports
Since this application’s main purpose is to gather data, we have built in a report that should meet the
needs of the organization.

Click the Admin Drop-down then “Reports”

Children Served
This report shows all of the necessary information needed for the governmental reporting

Select the time period you wish to have the report cover between the start and the end dates.
You can either select a specific site, All sites, or choose multiple sites by holding ctrl while you
click through the various reports.



e Then click download as csv.
|Reporting Period: |04;f01,~‘201?r - 06/06/2018

Children Served:
Total: 1 Mame

Primary Language Race/ethnicity At Risk?
Total "At Risk": 0 Lindsay, Owen English White/Caucasian No
Programs Hosted:
Total: 1
Site Title Program Title Service Category
YMCA Free time

Stable/Attached Families
Service Categories:

1 Stable/Attached Families:
Race/ethnicity

Primary Lz #
White/Caucasian 1 English 1

2 School Readiness:
Race/ethnicity # Primary Le #

Additional Information

This report will list out any information that was typed into the “Additional Information” during user
creation.

e On the Reports field, just press “Download as csv”

Additional Information Report

User Il}ther Information

Josh Garnick & Christina Lindsay lude is only 6 months old

Betty Bean Does this field aggregate for the FRC coordinators?
Chrissy Testerson MNope

Clyde Miller & Thomas Crouch This is just a test.

Mary Jones & Mark Jones we'd like to know about any services related to STEM.

Coordinator Functionality

The coordinators have much of the same functionality as the Administrators, but it is tied to the sites
that they are the coordinators for. Coordinators will only be able to see their sites information if they
are signing in from an IP address that is associated with the site.

Add New Users/Coordinators/Admins
e From the home screen click Add New User Button
e Fillin all of the pertinent Information
e When adding children, make sure you scroll to the right to fill in all the boxes

e If you need to add additional children, click the “Add Child” Button
e Select a role for the user you are adding

o If they are a coordinator or a user, you can tie them to a specific site.
= To Add them to multiple sites, hold ctrl while you select additional sites
e Type in a password, repeat it to ensure it is correct, and click create.
Disabling Users

You may want to disable coordinators, admins or users. You can do this from the Users page (you can
get back to this page by clicking Users in the navigation bar.

e C(Click the plus next to the user you wish to disable



e Click “Disable”
e Users that are disabled will still have their data in the application but they will not be able to log
in, and they will show up at the bottom of the user table with their names in red and italics.

Editing or Deleting dependents
You may need to edit or add additional dependents to do this, go to the Users page

e Find the user whose dependents are going to be edited, click the plus next to their name to
expand your options and click Edit Dependent.

e On the following page, you can either update their information and select update or click the
delete button to remove them from the system

Viewing Individual checkins
If you need to see when an individual or family checked in, explicitly, you can do this through the User

screen.

e Find the user in the list (the search function works well for this)

e  Click the plus next to their name.
e C(Click View checkins. It will take you to a list of the checkins. You can view what site was checked
into by expanding out the specific check-in.

User Functionality
This system is ultimately designed for the individuals who attend the activities at your sites. It’s designed
to be as intuitive as possible. Ensure that users sign out of the application once they have checked in.

Registering as a new user
If the individual is tech-savvy, and time permits, they can create their own account.

e From the login screen, they can click Register in the upper-right of the navigation area.

,
WELCOME!

Please help us get to know you and your family. We use this information to identify programs or services that may
be helpful for your family. Some of this information is also required by the state agency that provides funds that
help us stay open. Your name and your children’s names will not be used in reporting. If you are completing this
form for children that live in different households please complete a separate form for each household.

FAMILY INFORMATION

e Have the registrant fill out all the information, including the information about their children
and click Register.

PASSWORD* CONFIRM PASSWORD*



Checking into activities
Once a user is in the system, or after they have created an account, they can check their family
members into the system.

e If not already on the login screen, Click on “Login” in the upper navigation bar

(=2

o Use the phone number with no parentheses, dashes, or periods
o If the password is forgotten, click the “Forgot Your Password?” button. See that section
in the guide for more details
e After they are logged in, they will be asked to select the site (usually, they will only have one
available site, but they may have more).

NAME 4+ AGE SITE

Barry Goldwater 97 - Select Site - v -

e After they’ve selected the site, they will be presented with all of the available activities. They
can select this from the dropdown as well.

NAME 4 AGE SITE ACTIVITY

Barry Goldwater 97 River Road Recreation + - |tennis

s L

e [f there are multiple children to be checked in, the user can select the site/activity per child.
e After the child has been checked in, a large logout link will appear, please have the user logout
after they have checked their children in.

Child has successfully been checked in

LOGOUT =
NAME \ 4+ AGE SITE
Barry Goldwater 97 -- Select Site - v

Updating and Adding Additional Children
Users within the system can edit their children’s information and register additional children.



e After they have signed in, it will display their family’s name in the navigation bar. Click the
dropdown arrow next to the name, and select children.
e On this screen, they can modify any of the children’s information, then select update.

FIRST NAME LAST NAME AGE
Barry Goldwater 97

DATE OF BIRTH GENDER RACE/ETHNICITY PRIMARY LANGUAGE
03/14/1921 Other v Asian v Esperanto

IFSP OR IEP
IFSP v

e Adding a new child is done by clicking “New Child” near the bottom of the window, then filling in
the child’s information and selecting “Submit”

(=

ENTER SOME INFORMATION ABOUT YOUR CHILDREN

FIRST NAME* |

LAST NAME*

DATE OF BIRTH* mm/dd/yyyy

GENDER Select an option r

RACE/ETHNICITY Select an option v

PRIMARY

LANGUAGE

IFSP OR IEP Neither M
SUBMIT EDIT

Additional System Information

Changing Language
The system can be presented in either English or Spanish.



e To change languages, simply click the appropriate language in the Navigation.

—

e To change back, simply select the alternate language

BIENVENIDOS!

Ayludenos a conocerle mejor tante a usted, como a su familia. Las preguntas a continuacién son opcionales, sin
embargo utilizaremos esta informacion para: Identificar programas y servicios que puedan ser de ayuda para su
familia. Informar a las agencias que proporcionan dinero para ayudarnos a mantener las puertas abiertas. Su
nombre y los nombres de sus hijos no se usaran en ningdn informe. Si estd completando este formulario para
nifios que viven en diferentes hogares, complete un formulario por separado por cada uno de los hogares.

Changing Passwords
If a user has forgotten their password, the system can Email a password reset link to them.

e C(Click the “Forgot Your Password?”

PHONE NUMBER (NO |
SPACES/DASHES)

PASSWORD

REMEMBER ME

m FORGOT YOUR PASSWORD?

e The user will need to know the email address associated with the account (a coordinator or
administrator can look this up, if they have forgotten). Just type in the email address and click
“Send Password Reset Link” —they will then be emailed a link to follow to reset the password.

E-MAIL ADDRESS

Logging Out

e To log out of the system (which is recommended when not in use), click the logout icon in the
navigation bar.



