Check-In/Check-Out

Check-In/Check-Out can be customized to meet the needs of your church. A few examples are:

Sunday Morning Nursery
Children’s Church
Sunday School Classes
Vacation Bible School

Church Picnics

Outreach Programs such as AA or Celebrate Recovery
Training Meetings

Ministry Luncheons

Small Group Meetings

Church Business Meetings

You have the ability in Check-In/Check-Out to create what you want. Name badges, parent pickup slips,
drawing entry forms, etc.; the possibilities are endless. With CDM+ in the cloud, you have the ability to run
Check-In/Check-Out using iPhones, iPads, or Android devices, thus eliminating the need for extra computers
and scanners.

Check-In/Check-Out Event Records

Check-In/Check-Out Event Records are the foundation of CDM+ Check-In/Check-Out. These records
combine codes from your Master Coding System with preferences for how check-in and check-out are
to be performed, along with settings for name badges to print and fields to validate during check-in.
Consider the meetings and gatherings where you'll use CDM+ Check-In/Check-Out. You'll want to create a
Check-In/Check-Out event record for each of these gatherings.

You can create as many events as you'd like and easily switch between them during Staffed Check-In, or
create Events Sets that group everything together on a mobile device or computer using Self Check-In.

Basic Event: Adult Sunday School (Check-In Only)

»Program P>Check-In/Check-Out »Check-In/Check-Out Event Records
First step is to create a Check-In/Check-Out Event. This can be a one-time event or one that repeats indefinitely,
such as worship services or Sunday School.

o (] Check-In/Check-Out Event Records
SHOW Catch-all ~ Group Type
* All Middle School (... iSunday School Class
EChurch School Class
@ None ESunday School Class
O Find iChurch School Class
B isunday School Class
e SeEEiEs :Sunday School
EH 6rid iChildren's Mnistries
iChurch Groups H
== Reports — : - -
o Youth Group - Middle School 8 Results
DO
o g Event : Check-In Reports ~ : Validation Fields Notes : Connections ~ :
-+ Add .
e . . Check-In Options
e Multi-Add Description (optional): Youth Group - Middle School Manual Barcode Post to Attendance
) Change Group Type: Church School Class A4 Skip class selection on self check in
Code(s): Any Selected Skip visitor lookup on self check in
T Delete 5
High School (grades 9-12) Check-Out Options
GO Automatically expire after |0
Men's Bible Class
Require Pre-Authorization
EX staffed Middle School (grades 6-8)
Always authorize others on Address Record
4 self Nursery Class
Manual
Preschool (age 3-4) Sarcode
Primary 1 (grades K-1) Require matching check-out receipt
£} Configure
0 Collapse
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Add Post to Attendance

Putting a check mark beside Post to Attendance will result in attendance records being automatically filed
for the group and date after check-in.

[ JOK J
DO Catch-all
o Save Middle School (.

© cancel

GO

Group Type

Sunday School Class
Sunday School Class
Sunday School Class
Sunday School
Church School Class
Church School Class
Church Groups

EN staffed

§ selt

iChildren's Mnistries

Check-In/Check-Out Event Records

7% Youth Group - Middle School

8 Results

o 8 Event

Description (optional):
Church School Class
Any ° Selected

Group Type:
Code(s):

Men's Bible Class
Nursery Class

Preschool (age 3-4)

Primary 1 (grades K-1)

@ Collapse

Add Name Badges

Check-In Reports

Youth Group -

Validation Fields

Middle School

High School (grades 9-12)

Middle School (grades 6-8)

Notes Connections

Check-In Options
Manual Barcode Post to Attendance
g Skip class selection on self check in

Skip visitor lookup on self check in

Automatically expire after 0
Require Pre-Authorization

Always authorize others on Address Record
Manual

Barcode
Require matching check-out receipt

Check-Out Options

Under the Check-In Reports Tab, highlight a report, such as a name badge or report, to modify it. Put a check

in the box beside it to print it at each check-in.

You can easily add data
fields and custom class
or church logos to any

- T - Check-In Report using
@ save Middle School (... ;Sunday School Class. i
fSunday School Class th d 't
© cancel Sunday School Class e editor.
GO ‘Sunday School
Staffed Church School Class
[ i {Church School Class
g ser Church Groups
:Children's Mnistries
“% Youth Group - Middle School 8 Results
o H Event (Check-In Reports ~ : Validation Fields : Notes Connections  :
Child care receipt with barcode (Default Printer)
Child name badge with barcode (Default Printer)
Item Settings.
Elementary Name Badges (Loxmark T654) £ o o
Elementary Receipt (Default Printer) Description: Child care receipt with barcode g (ER Show Paper
Middle School Name Badge (Default Printer) - FirstName Font
Sunday School Name Tab (Default Printer) - LastName - Sylos B I U
All lost tickets will require
reprint before chidren are Alignment:
picked up.
Text Color: Il
Only Inaviduals authorzed In X .
o ataveis i e s 0 Border Color: Ml style: =
pickup chilaren. Fill Color: Ml Pattern:
“l II || “ II Al.Fill Color: Il
Top: in.
© cotones Add Report Set Default rinter ] 9999999 Lett n
Height: in.
Width: in.
Snap to vertical grid
Extend Horizontally
Extend Vertically
Revert Label Setup Item Settings Cancel Save
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Add Validation Fields

Verifying information during staffed event check-in is an easy way to reach most, if not all, the people in a
group. Setup is easy, and the program will prompt staff during every check-in to ask for the information.
Changes and additions made during check-in will automatically save in your Membership records.

The example shows the settings you would use to verify Individual Email addresses. To choose a field for use
during an event check-in, click and drag the field from the left column into the right column. To deselect a
field, click and drag it from the right column to the left, or click Clear to start fresh.

[ XOX J Check-In/Check-Out Event Records
DO Catch-all Group Type e
9 Save Middle School (... éSunday School Class

ESunday School Class

© cencel iSunday School Class
GO éSunday School
iChurch School Class
EN staffed i

EChurch School Class
§ self {Church Groups
EChiIdren's Mnistries

8 Results

'-'; Youth Group - Middle School
o H Event : Check-In Reports Validation Fields : Notes Connections  :

Available Fields Fields to Validate

Background Check Scan

==Loose Individual User Fields== >> Individual E-mail address

Living Will (Dra

Ministry Videos ® adgd

==Personal Connections== or

Cousin to Pastor remove

==Individual Phone Numbers== fields

Mobile to or

Primary from

==Individual Email Addresses== list)

==Address==

Address ID/Barcode ID <<

Address Line 1

Address Line 2

Address Line 3

Alternate Address CASS Certification Errors

Alternate Address CASS DV Errors

Alternate Address Carrier Sort

Alternate Address City

Alternate Address Country

Alternate Address DP Value

; Alternate Address Effective Day Begin Clear
& Collapse
The screen at right appears as part of the Staffed L Check-In Options
Check-In sequence when validation fields have been Check-In options for: Allen, Bill H.
selected (as shown above). You can employ as many — -
el ‘alue
validation fields as you want, but keep in mind that
Individual E-mail address billa34@yahoo.com

the more information you try to verify, the longer
each individual check-in will take.
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Event Sets

Create sets of events that have a common check-in, such as Sunday School classes.

»Program PCheck-In/Check-Out »Check-In/Check-Out Event Sets

.+m/ > 10

Add  Edit Rename Delete

Check-In/Check-Out Event Sets

s mews
Children's Ministries Child Care

Student Classes (Middle and High School) Children's Church

Check-In Options
V| Manual
V| Barcode

Skip visitor lookup on self check-in

Cancel Save

Click the Add button and enter a name for the set.

00 e Check-In/Check-Out Event Sets
+7 7 1

Aﬁy
Add ’Edit Rename Delete

Enter a name for this set:

Children's Ministries
Student Classes (Mit ‘Adult Ministries

Check-In Options
v | Manual

V| Barcode

Skip visitor lookup on self check-in

Cancel Save
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From among CICO events you've already created, select the events that will make up this set. Also choose
the appropriate Check-In Options. Click Save when finished.

[ NON ) Check-In/Check-Out Event Sets

Al |
+7 B
Add Edit Rename Delete

Adult Ministries 7] Child Care
Children's Ministries -
Student Classes (Middle and High School) || Children's Church

Church Class
Living the Faith
Seekers Adult Class

) Sunday School - Elementary Grades

| Youth Group - High School

| Youth Group - Middle School

All None

Check-In Options
Manual

|| Barcode

Ij Skip visitor lookup on self check-in

Here you see the Set and the Events associated with the set.

[ BON | Check-In/Check-Out Event Sets

: D
+ , ‘“‘y | I
Add  Edit Rename Délete

Adult Ministries Church Class
Children's Ministries Living the Faith
Student Classes (Middle and High School) Seekers Adult Class

Check-In Options

v Manual

Barcode

Skip visitor lookup on self check-in
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Setting up Self Check-In to use an Event Set
Choose the created set from the drop list. The drop list includes both events and event sets, so use unique
descriptions for sets to differentiate from events.

[ JON ) Self-Check-In
Self-Check-In Setup (=l

Event: [ Seekers Adult Class v
Church Class
Date: Living the Faith

Seekers Adult Class
Student Classes (Middle and High School)
Sunday School - Elementary Grades

Begin Check-In

Click the Begin Check-in button and the kiosk is ready for Self Check-In to student classes.

[ JOX ] Self-Check-In
| Self-Check-In Setup =)

2 dl[Seekers Adult Class v

s
Date: Aug 27 2023

Begin Check-In
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Staffed Check-In Sequence of Windows

Event: [Seekers Adult Class v | Date: Aug 272023

@ Adams Jr., Xander ) Name (* Notes Exist) Time In Time Out Event Pager Nur
@ Adams, Abby v e 183 @ Adams, Alex Aug 28 2023 ... in/a {Seekers (adults)
@Adams, Alex v 182 € Adams, Abby. Aug 28 2023 ... in/a {seekers (adults)
@ Adams, A (] Check-In Options

ams, Ava
@ Adams, Greta Anne Check-In options for: Allen, Bill H.
@ Allen, Bill H. ve
@ Allen, Jenny Dawn
@ Allen, Jesse Ray

Events Notes: Verify Email address upon check-in

@ Allen, Lucy Summers
@ Andrews, Bob

@ Andrews, Elizabeth
@Baliing, Annette
@Baling, David
@Balling, Derek
@Balling, Lucy
@Baliing, Michael Other Notes:
@Bandy, Cruz ve
@Bandy, David

@Bandy, Micah

@Bandy, Nancy

Border, Ann

Border, Jacob

Border, Kelly

Border, Ryan

Indv Notes:

Address, Phone and Photo Notes, Photo, etc.

1674 Stevens Lane Staff:
Big City, KY 40123 In By: n/a
606.555.8381 A OutBy: n/a

B
PG
B}

2 individuals checked in
@ Check-In Y New o Check-Out 0 individuals checked out

Close

1. Initiate Check-In by double-clicking the person's name, or highlighting the name and clicking Check-In.
You can also click and drag the name into the list of checked-in individuals on the right. Notes will appear
in the first Check-In Options screen.

Select class or group, and who is checking this individual in (usually "Self" for adults).

If using Validation Fields, this window will appear next. Click Finish and Check-In is complete. Any Check-
In Reports, such as name badges, will print at this time.

o Check-In Options ©] Check-In Options

Check-In options for: Allen, Bill H. Check-In options for: Allen, Bill H.

Select the group to check this individual into:

Men's Bible Class Field Value
Seekers (adults)
Sunday School
Women's Bible Class

Individual E-mail address billa34@yahoo.com

Who is checking this individual in?

. Allen, Lucy Summers
M seif [ | Household MM Pre-Authorized Other Individual

Pager Number: |

Check In Notes:

Cancel < Back m Cancel < Back
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Self Check-In Sequence of Windows

ece Self-Checkcin i 1. Click or touch Begin Check-In.

| Self-Check-In for Seekers Adult Class 1)

Welcome. Touch Begin Check-In to
start the check-in process.

0@ Self-Check-In 2. Type on keyboard or click or
Self-Cheelcin for Seekers Adult Class G| & touch letters on screen to enter first
Please type the first few letters of your last name. few letters of your last name.
Ban
@ Cancel Check-In

ece SRR 3. The screen will automatically
Self-Check-In for Seekers Adult Class &l change tO a IlSt Of individuals and

Select yourself from the list, then touch Continue. also families, whose last names be-
gin with the letters you typed.

* Bandy

® Bandy, Cruz

* Bandy, David
* Bandy, Micah
* Bandy, Nancy

(XXX) XXX=-XXXX

Cancel Check-In <= GoBack => Continue
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@ @ Self-Check-In

‘ Self-Check-In for Seekers Adult Class (=]

Select yourself from the list, then touch Continue.
‘ Bandy, Cruz
* Bandy, David
* Bandy, Micah
* Bandy, Nancy

(XXX) XXX-XXXX

@ Cancel Check-In <~ GoBack => Continue

0 e Self-Check-In

| Self-Check-In for Seekers Adult Class =

Select those family members you are checking in.
“not selected “selected

w David
@ Micah
wNancy

All None

@ Cancel Check-In <= GoBack => Continue

00 Self-Check-In

| Self-Check-In for Seekers Adult Class i)

Which class is Cruz checking into today? (1 of 2)

Men's Bible Class

Seekers (adults)

Sunday School
Women's Bible Class

@ Cancel Check-In <~ GoBack => Continue

2024 CDM+ Users Conference

4. If checking only yourself in, touch
or click to select your name from the
list and then touch or click Continue
and skip to Step 6.

Or, if you wish to check in multiple
members of your family, touch or click
to select your family from the list and
then touch or click Continue.

Note: Multi-family check-in is
available only in self check-in mode,
not staffed check-in.

5. Touch or click to select the family
members you wish to check in. If all
persons listed are checking in, you
can click the All button to select all
of them.

Click Continue.

6. If you are checking into an event
with codes assigned, such as Sunday
School, touch or click to select the
class you are checking into and then
touch or click Continue.

If you are checking in multiple family
members, additional family members
will appear for selection after clicking
Continue.

*
@ If you have assigned a code,
such as a Sunday School Class, on the
person's Individual Record, that code
will be pre-selected for that person,
so he/she simply needs to click the
Continue button.
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ece Self-Checkin 6. Check-in is complete. Any Check-
Self-Check-In for Seekers Adult Class Ll i |n ReportS, SUCh as name badgeS,
will print at this time.

Thank you for checking in.

To start over, touch New Check-In. This screen will automatically
change to the Begin Check-In after
This screen will automatically reset after a few moments. a few moments. If you need to start

a new check-in faster, touch or click

& New Check-l New Check-In.

Check-In Using CDM+ Mobile

Using CDM+ Mobile with your database requires enrollment in the CDM+ Data Hosting service.

Check-in may also be performed using the CDM+ Mobile App. This section will show the Check-in process
using a tablet or smartphone.

Setting Up Kiosk Mode

Please note that the CDM+ Mobile app itself cannot prevent a user from exiting the app. To use your mobile
device in Kiosk Mode, you will need to use other software or hardware to limit broader access to the device.
For iOS, the Restricted Access setting will sufficiently block visitors from accessing the rest of the device. For
Android, you will need a third party app, such as SureLock. Please note that on Android, rooting the device
may be required to get an effective kiosk experience. Rooting the device is done at the discretion of the user,
as doing so can void the device's warranty.

Check-In App - Tablet Comt

Child Care

Seekers Adult Class

Tap the Check-Inicon on the launcher page to open
the Check-In app. Select a Check-In Event or Set, .
then tap Begin Check-In in the top right corner. Vout Goup - High Schoo

Su
Yout

Sunday

NOTE: Check-In on a tablet is meant to be run in Kiosk Mode, although staff members can use this app to
check-in individuals or families. Once you open the Check-In app on a tablet, you must enter your PIN to
return to the CDM+ Mobile launcher and access other features of CDM+ Mobile.
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The Enter Last Name screen appears with the
cursor in a search field.

Begin typing a last name. It is not necessary to
type the whole name.

Tap Search (on the keyboard).

Tap on the family, or individual you wish to
checkin.

The Select Classes screen appears.

Each family member who is eligible to be
checked into the event will be available to
select. If the person is already checked into
an event or he/she is pending check-in to a
class, a green check mark will appear next to
the name along with the class name. To check
an individual into a class, select the name, the
event to be checked into, and then the class.
If someone is marked to be checked in that
you do NOT want to check in, tap Skip beside
the name or select the person and tap Skip
Check-In under Classes. If all appears correct,
tap Confirm at the top right of the screen.

The Check-In Complete screen appears.

This screen displays the family members who
have been checked in, and also indicates
whether there are badges to pick up for any
of the persons checked in. After a moment,
the Welcome to Check-In screen reappears
automatically so that the next family can begin
check-in.

2024 CDM+ Users Conference

146 PM Tue Sep 3

Back Enter Last Name

Q. Adams|

Adams (XXX) XXX-0105

L. Adams (Alex and Abby)
L Abby
L Alex
L Ava

o0

Q W E R T Y U (0]

+ 7 X ¢ v B N M ,

p

= o1% mm

3]

2123 1) 2123
146 PM Tue Sep 3 = o1 mm
Back Select Classes Confirm
Ava
Abby
Spouse
:\:: of Household Which class do you want to check Ava into today?
Ava N .
child Youth Group - Middle School Skip Check-in
o Ma‘:garet . Youth Group - High School Middle School (grades 6-8)
chil
Xander Jr. Seekers Adult Class
child
Child Care
Sunday School - Elementary Grades
Check-In Complete New Check-In
Margaret 23
Checked into: Primary 3 (grades 4-5)
' = Inicsts tore s badgs to ick up
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Nosm & 1208 PM s

Check-In App - Phone

1 Adam (-]
Tap the Check-In icon on the launcher page to open the Check-In app. s 0000 000K

WL Adams (Alex and Abby)
Tap to select a Check-In Event or Set, then tap Begin Check-In in the top right : ot
corner. Unlike on a tablet, the phone Check-In app doesn’t prompt you to enter a Lo
PIN to return to the launcher. It is expected that, due to the small, personal screen L oe
size, staff members or volunteers will use Check-In on their phones to check in L
other families or individuals. QwERTY U I 0P

A 'S DFGHJ KL
Begin typing a last name. Tap Search (on the keyboard). Tap the name of the family N EAANDDM
or individual you wish to check in. we: - 3
If a family is selected, each family member who is eligible to be checked into the Back Confimn
event will be listed. Select all the individuals you wish to check in and tap Continue o " -
at the top right of the screen. If you selected an individual, the event/class selection ° -
will appear next. =
The app will now loop through the available events and classes. If only one event o e o
is available, it will be picked automatically. Select the Event/Class that you wish
to check each individual into and tap Confirm. S
This will continue until every individual pending Check-In is checked in. :kg;d:)
At this point, the Check-In Complete screen appears. T e e e
This screen displays the family members who have been checked in and also [ Abby
indicates whether there are badges to pick up for any of the persons checked in. [ Checkednto: Seekers(aduls)

Alex
Checked into: Seekers (adults)
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Printing Name Badges for Mobile Check-In

CDM+ can print name badges and other check-in reports when check-in occurs on CDM+ Mobile. This
requires a computer running CDM+ Desktop that is connected to the printer. One computer can print to
multiple printers located around your facility ensuring name badges are conveniently close to check-in
stations.

Note: the computer will locate the default printer for the name badge by name, just like when using
Staffed or Self Check-In. Ensure your printer is configured consistently across workstations.

Log into CDM+ and go to Program -> Check-In/Check-Out -> Name Badge Print Server. You can use a
Check-In/Check-Out user for this feature. Select the Check-In/Check-Out Events for which name badges
will be printed. You might want separate computers or CDM+ instances to print badges for different sets of
events.

(X K] Name Badge Print Server

Click OK and CDM+ will start monitoring for new mobile check-ins that need a name badge printed. Once
a check-in occurs, the badge will print. At anytime you can click Pause to pause printing, such as when
servicing a printer.

You can also select a printed name badge and click Reprint to print a new copy, such as when a badge is
damaged.

® © ® Name Badge Print Server

Print Qoo Print Completed
Entered By TimeIn D Name Time Printed
| Ruth's iPhone ‘May 282020 3:23... 1144 Maggle Smith Sep 32024 1:52 PM
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Child Care Event (Check-In and Check-Out)

For events where more security at check-out is necessary, you will need to set some more options in the
Check-In/Check-Out Event Records window.

This time, we selected some group codes and turned on some of the Check-Out Options. We put a check
next to Require Pre-Authorization to turn on that feature. We checked to turn on Always authorize others on

Address Record. We also checked to turn on Manual Check-Out, which is required to do Check-Out without
using barcodes and scanners.

[ XK Check-In/Check-Out Event Records
Do catch-all Group Type v
@ sae Middle School (... }Sunday School Class
Sunday School Class
@ cancel Sunday School Class
co {Sunday School
Church School Class
EN Staffed

iChurch School Class
8 serf Church Groups
Children's Mnistries

“% Child Care 8 Results
@ : Event : CheckinRepors : VaidaonFields : Notes :  Gomnections :
) _ Check-In Options
escietioplcetonal Y child Care Manual Barcode [ Post to Attendance
Group Type: Church School Class (V] Skip class selection on self check in
Code(s): () Any @ Selected Skip visitor lookup on self check in
High School (grades 9-12) (GheckOUHOptions
Automatically expireafter 0 [ V]
Men's Bible Class

Require Pre-Authorization

Always authorize others on Address Record
Manual
Barcode

Require matching check-out receipt

Middle School (grades 6-8)
Nursery Class
Preschool (age 3-4)

Primary 1 (grades K-1)

@ collapse

We also need to set options on the Check-In Reports Tab. For this event, we will tell the program to print two
reports per check-in. One is a name badge for the child. The other is a receipt to give to the parent/guardian,
which they will need to present at check-out.

[ ) [ ) Check-In/Check-Out Event Records *
DO Catch-all Group Type e
Save Middle School nday School Class H
: Mmoo If you are using CDM+
Cancel day School CI . .
e Mobile for Check-in, you can
co nday School i
h School Cl
KN staffed ureh Sehool Class setup a Name Badge Server
urch School Class
{4 serf iChurch Groups H
{Children's Mnistries to Centra”y pnnt badges'
% Child Care 8 Results
o H Event : Check-In Reports  : Validation Fields : Notes : Connections  :
Child care receipt with barcode (Default Printer) LastName
Child name badge with barcode (Default Printer) All lost tickets will require
Elementary Name Badges (Lexmark T654) reprint before chidren are
Elementary Receipt (Default Printer) picked up.
High School Name Badge (Default Printer) Only Indwiduals suthorized in
Middle School Name Badge (Default Printer) our records will be allowed to
Sunday School Name Tab (Default Printer) pickup chilaren.
9999999
/O E Q Zoom to default Q
© collapse Add Report Set Default Printer Delete Print Modify
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Child Care Event Check-In

The Check-In process is very similar to the Adult event, but there are some features to the program that likely
will be used more often when working with events involving children.

Event: [Child Care v ] Dpate: Aug272023 | -

€ Balling, Michael D Name (* Notes Exist) Time In Time Out Event Pager Nur

@ Bandy, Cruz 187 { @ Adams Jr., Xander {Aug 28 2023 ... in/a

Bandy, David ¢
® °

" Check-In Options

Preschool (age ... |

€ Bandy, Micah
€ Bandy, Nancy

Check-In options for: Cassidy, Eric

@Border, Ann
@Border, Jacob Nursery Class
€3Border, Kelly

Border, Ryan

€ Brown, Dorothy

€ Brown, Melvin

@ Bryant, Bill

€3 Bryant, Chase

@ Bryant, Jennifer v
€3 Bryant, Patty

€3 Carter, Cece

carter, Jim

@ carter, Pam Pager Number:
3 Carter, Phillip
€3 Cassidy, Adrienne Check In Notes:
€ Cassidy, Eric

@ Cassidy, Jessica
€ Cassidy, Ryan

M seit [ | Household M Pre-Authorized

Select the group to check this individual into:

Preschool (age 3-4)

Who is checking this individual in?

Cassidy, Ryan

Eric isn't feeling well today, due to allergies.

Other Individual

€ Cook, Camille Audrey

Address, Phone and Photo Notes, Photo, etc.

Cancel Back

601 E. Richmond St.
Big City, KY 40123 \J
606.555.4425 ® 1

@ Check-In T New - Check-Out

Staff:

In By: nfa
Out By: n/a

1individual checked in

0 individuals checked out

Scanner

Close

On the screen above, we have selected Ryan Cassidy as the person checking in Eric Cassidy. Since Ericiis only
3 years old, he likely won't be checking in himself the way it was shown in the adult event example. Ryan
also told the staff during check in that Eric isn't feeling well today. Staff can enter these notes during check
in, and they will appear for all staff members during the event.

Staffed Check-In/Check-Out

Event: [Child Care

v | Dpate: Aug 272023

@ Balling, Michael D
@Bandy, Cruz
@ Bandy, David 187
@ Bandy, Micah

@Bandy, Nancy

Border, Amn

Border, Jacob

Border, Kelly

Border, Ryan

@ Brown, Dorothy

€ Brown, Melvin

@ Bryant, Bill

@ Bryant, Chase

@ Bryant, Jennifer v e
@Bryant, Patty

Carter, Cece

€ Carter, Jim

€3Carter, Pam

€ Carter, Phillip

@ Cassidy, Adrienne

€3 Cassidy, Eric v e
@ Cassidy, Jessica

@ Cassidy, Ryan

€ Cook, Camille Audrey

Address, Phone and Photo

Name (* Notes Exist) Time In Time Out
{Aug 28 2023 ... ‘n/a

i* ®Cassidy, Eric
€ Adams Jr., Xander Aug 282023 ... infa

Notes, Photo, etc.

601E. Richmond St. [
Big City, KY 40123 f
606.555.4425 - 1

@ Check-In Y New o 9

Eric isn't feeling well today, due to allergies. E'

Check-out B ™ @

Event Pager Nur
Nursery Class
Preschool (age ...

staff: Ruth Stokes
In By: Cassidy, Ryan
OutBy: nfa

2 individuals checked in
0 individuals checked out

Scanner

Close.

@ Note the "Klife, "

records that have been
created in Visitor Records
that can be used to print a
blank name label for guest
children.

Also on this screen, note that at anytime, you can see which staff member performed check-in, the name of
the person who dropped off the child, and the name of the person who picked up the child.
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Child Care Event Check-Out

Performing Check-Out is similar to the Check-In sequence. Double-click a name or highlight it, and click
Check-Out to initiate the Check-Out process.

Event: [Child Care v | Date: Aug 272023

@ Balling, Michael D Name (* Notes Exist) Time In Time Out Event Pager Nur
@Bandy, Cruz 1188 i* g3Cassidy, Eric {Aug 282023... inja Nursery Class |

@ Bandy, David 187 € Adams Jr., Xander {Aug 28 2023 ... in/a Preschool (age ... :
@ Bandy, Micah
€ Bandy, Nancy ®
Border, Ann
€3Border, Jacob
Border, Kelly

Check-Out Options

Check-Out options for: Cassidy, Eric

Who is checking Cassidy, Eric out?

1 B

Cassidy, Eric Cassidy, Ryan
Self Adult

e || €

Cassidy, Adrienne Cassidy, Jessica

€3Border, Ryan

asidy, Ryan cancer | (D

€ Cook, Camille Audrey

Address, Phone and Photo Notes, Photo, etc.
nE d St

601 E. Richmon: Eric isn't feeling well today, due to allergies. | staff: Ruth Stokes
Big City, KY 40123 | \f| In By: Cassidy, Ryan
606.555.4425 5 1 * | outBy:na

hecked

@ Check-in T New o @ Check-out B ™ @

You will be asked to select who is checking out the child. This is where the Pre-Authorization comes in. Since
the Require Pre-Authorization and the Always authorize others on Address Record features are checked on
the Event Record, Jarod's parents (John and Tammy), along with other family members listed on the Address
Record, are authorized to check him out of the event. With these options turned on, only people whom you
have authorized appear on this list.

Check-Out Using CDM+ Mobile
The CDM+ Mobile app may be used for the Check-Out process.

Tap the Check-Out icon on the launcher page to open the Check-Out app. A screen will open with a button
for manual Check-Outand a camera preview (if you are running on an Android without a back-facing camera,
you will not see the camera preview).

You can use the camera preview to scan a Check-In barcode. NOTE: Scanning on devices with low resolution
cameras or no auto-focus can be difficult. In these situations, it is better to use the manual entry check-out
option (see below).

Point the device’s camera at the Check-In barcode that was produced when the individual checked in. This
barcode can be on a name badge, parent receipt, or any other check-in report produced at check-in. The
camera will recognize the barcode and proceed with check-out.

There are a several scenarios that could arise from the scan:

1. Ifthe Check-Inrecord associated with the barcode indicates the person is already checked out, a message
will appear telling you so. If you are sure that the individual was not checked out, you may rescan the
barcode; under some conditions the barcode may not scan correctly. If this does not work, you may need
to go to the staffed check-in station to confirm the individual’s check-in status.

2. If the Check-In record is found, but you do not have rights to check out individuals from the class that
the individual is checked into, you will receive an error message. To correct this, the Administrator will
need to grant access for this specific event on the Mobile Provisioning window under Administration.
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3. Ifthe Check-Inrecordis not found, CDM+ Mobile will display“Check [~ T G o7
In Not Found”. Tap the button to Re-Scan the barcode. If you still get L Cloc O
the error message, the check in record does not exist. H Who is checking

Margaret Adams out
of Primary 1 (grades

4. If the Check-In record is found, you have access to check-out of N
the event. If the individual is not checked out and the event does S poame. foeet
not require matching (set on the CDM+ Check-In/Check-Out Event = B
Record), a screen will appear with all the people that can check the
person out. If the class allows for anyone to check-out, an option for
other will appear, which will list everyone from the database. Tap
on the name that you want to use to check the individual out and
confirm. You are done!

Adams, Alexander

Child

5. Ifthe Check-In record is found, you have access to check-out of the [ T 6%
class, and the individual is not checked out, but the class does require
matching (set on the CDM+ Check-In/Check-Out Event Record),
another camera preview will appear and you will have to scan another
matching barcode. There are two scenarios here: Starting match scan for:

a. If the barcodes match, a screen will appear with all the people
that can check the person out. If the class allows for anyone AS
to check-out, an option for other will appear, which will list Alexander Adams
everyone from the database. Tap on the name that you want to
use to check the individual out and confirm. You are done!

b. If the barcodes do not match, you will get an error. In this case,
you can either rescan the last barcode or both barcodes.

You may also perform a manual entry to check an individual out. To do
this, tap the Manual Entry button. A pop-up will open. Enter the check-

out ID number, which usually appears under the barcode displayed on s o
the badge. You will get the same results as above with the addition of an
error check that checks to see if the event allows for manual check-out

1109

(set on the CDM+ Check-In/Check-Out Event Record). s
(1]2]3]4]5]6]7]8]9]0
Aubree A G [ D [s]s]e]
Aug 10 2016 - RRRE
Aubree "
ng's Eﬂ“ﬂh Branch ﬁ & space return

Al last tickets wil
ranquire reprink bafore
Aug 10 2076 children are picked up.

Orly individuals
authorized inour

racords will be alioead
ta pickoup children.

LT
ZORHE

2024 CDM+ Users Conference Check-In/Check-Out 23-17



Check-In Tab in Individual Record

o

Clicking the green arrow button on the Staffed Check-In Window will open the selected person's
Individual Record. On this tab, you can authorize other people to check-in/check-out a child.

® (] Individual Records
Do FirstName Individual Last ... Last Name Primary Phone  Salutation Name
@ s Alexander  {Adams Adams {Alex and Abby
© cancel
& Xander Adams Jr. 1 Result
¢ i Groups : Photos : UserFields : Atlendance : Pastoral : Vistaon : Events : Notices : Checkn Connections  :  Engage >
Abby Adams Notes
» Adult
N Can Check In Can Check Out.
Alex Adams Notes
v g, Adult
A= Can Check In Can Check Out
Ava Adams Notes
Child
Can Check In Can Check Out
[ - Greta Adams Notes ]
Add Individual
[ rutnorizaion [ T
@ collapse

Great's sister Ava also attends this church and occasionally checks her in and out of the child care events. By
going into Great's Individual Record and adding her sister Ava Adams, you can approve Ava to check Greta

in, out, or both.

o [ ] Individual Records
bo First Name _ Individual Last ... Last Name Primary Phone  Salutation Name
@ sae Alexander  {Adams Adams. iAlexand Abby |
© cancel
Z Xander Adams Jr. 1 Result
< : Groups : Photos : UserFields : Attendance : Pastoral : \Vistaon : Events : Nofices : Checkln : Connections : Engage : )
[{ e - - J
Alex Adams Notes
“g Adult
A= Can Check In Can Check Out
Ava Adams Notes
She is old enough to check
Child out her brother, in the event
Can Check In Can Check Out both parents are busy.
|| Greta Adams Notes
She is not old enough to
Child check out her brother.
Can Check In Can Check Out
Add Individual
- ST rroterences | vistory
@ collapse

This tab also can house information about people you do NOT want to check out a child. To do this, add the
person to the child's Individual Record, but do NOT put check marks in the boxes. Also, add notes saying he/
she cannot check-out. These notes will appear every time the child is checked in/out.
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Barcode Check-In [~

Mobile Check-In contains a Barcode Check-In feature that gives you the
ability to setup a mobile device, much like you see at the Annual Users
Conference when you enter a classroom.

An example using this feature could be creating Diaper Bag Tags, for
your regular attending babies, that can be scanned as they enter to
streamline the Check-In process. The tags can be created using the
Individual Name Badge Report.

TR

m 3
Hi

Chack-n tor Sunday Morming

Tap for manual Check-In

P Reports > Membership Reports p>Labels P Individual Name Badges

Swancand Search Aduanced Search
Croup: Childen's Miniszries -]

5

......

T
oI

Bty sae Ecit Name Bacige

Descrighon: Mursery Dlaper Bag Check in Tag [ Show Paper

Farents - URSERY i Pimiazany Pisivins Binivins [T Blnonrs B
Fareas - FECHOOL

Frisichoel

Al || Wane "~ include “Da Mot Frint” | incude Historical | [ —

,_,{4; First Name
| Individus Lest. Maive |
oF i -Amechnca Barcode

I

Drscriprion i
& por page 15164

Individual Miepartlist [nd]
it

Tegs 151
Ignie Barcode Check 5095

Member / Titner ¢ A% [ 74552
e ag €. {500

Fetwr
Nursary Disper Bag o

{pan .;6 Kellen
’ - T Balford
i > [T
Add | Edit | Duplicata Delate ek amlsmtun;llmmﬂmnmmm 65‘2

Mandy Balford
Denny Balford

i
1

Load /Save Repart Hide Preew Ciose Pries

Revert Lake! Sehup. kem Semtings A
ubree

Branch

9100
Mary Branch
Johnny Branch Eey

¢{€ Riley
i Chester
g (T
B4G0 f
Jane Chester Q
Robert Chester v

_,.¢€€ Holly

> Dwyer
g i
10224 | )

=

o Micah

_ﬁ Bandy
E_ LTI
2598 f*
b Sh

MNancy Bandy
Cavid Bandy

<{€ Jordan
¢ - Carter
- LTI
10014

Lydia Carter ‘

Bryan Carter AV

[ J
%‘ Tiffany
i - Danson
LT

5082

Charlotte Danson
Levon Danson

".:{‘ Jarod
~- Fosters
£ ity
8527 E™s

@ All barcode fonts necessary for barcode printing are located in the CDM+ package contents but must
be installed on the computer from which you are printing. If you need help with this process, call CDM+ Tech

Support at 800-633-9581. The installation process only takes a few minutes.

2024 CDM+ Users Conference

Check-In/Check-Out 23-19



Ways CICO has been used:

King's River's annual church picnic has been held off campus at a local park for years. Their parishioners had
expressed the need for name badges to ease the relationship building process. They use an iPhone as a mobile
hotspot to connect a laptop to data hosting. As families arrive, an iPad is used to check the entire family in at
once. A Dymo printer prints name badges for each family member, along with a second badge containing
each individual's birthdate, phone number, address, and email information. They ask that attendees to correct
any wrong information and drop the slip into a basket for a few drawings. For the price of a few labels and a
couple of gift cards, they get updated information on 90% of the congregation.

Picnic / Amazon Drawing
Jane
Chester

EMAIL
Jane.Chester@att.com

PHONE HOME & CELL

(308) 549-1088 Ja n e
308
BIRTHDATE g Ch eSfer

6 28 1990

14 Mocking Bird Court

Winster 25511

Many report options available:

Below is an example of the many report options available through CICO. In this example, a postcard has
been created to print for everyone who attended an event the night before giving a special reminder about
next week.

=mE L= S
L TRBIT - W s
k L 3243+ e Gwerty et
R - iy P Sty Dest Haballa,
- (o ]
7 sawren e e e,
3260 - heary Db Hat- Wa are 50 glad you joined us the other mightt!
oPTIONS 13- whice Postcand Remember next week we will be playing games
5 s i ennlbbin Vs outside so dress accordingly, Next week would be
T8 < wnite Kot Cura a great ndght to invite a friend,
8D « ity P Gty -
F2TY « Whe Bt e ahe I - - .
e Hope to see you there (.
) ;;:as x'ul by g = = W
BN iyttt i sk B ' B o g Bt -8
s | Pepont v ety o - : Pastor Jenny T
= rormar i
VAR . o B i P
T
P Asd [ar Work Femete  Semos
Liadriave
Dasr Vivian,
d Detaults
We are 30 glad you joined us the other mightt!
Remember next week we will be playing games
08 Chack-tnChack-Cnt Card - Ciad Vou Came Card : outside so dfm'mmdlmnut week would be
o Z AR AT i = | a great ndght to Invite a ) o
-~ | Pueme 3 . mm
Hope to tee you there! = ol
Dear IndlvidualfFirst Hame, Pastor Jenny oo
We are 30 glad you Jeined us the other night!!
Remember next week we will be playing games outside
30 dress accordingly. Next weok would be a great
RAENE B2 invite 3 friend, =
. -
Hope to ses you there! S g Lt
3 Pastor Jenny C_‘BQ >
9 conag
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