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After a class and segment have been selected the student list will display, sorted in alphabetical order by

last name. The main screen contains several important features. Corresponding descriptions are below:
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In Admin Mode, the Class button allows users to navigate between classes while the check-in
module is in use.

In Admin Mode, the Action button opens bulk sign-in/out actions to record mass attendance.

Lists the current class and segment that is currently selected for taking attendance.

Lists the number of students currently checked-in for the selected class and segment.

Allows users to change between Admin and User Mode, or Log Out.

Sorts or filters names in the attendance list according to the selected first letter of the last name.
Filters names in the attendance list according to the selected grade or attendance group.

In Admin Mode, this section allows each participant’s Student and Authorized Pickup photos to be
added/updated directly from the device being used. However, in User Mode, only the student’s
existing photo, name, and grade are visible and cannot be changed.

The Sign-In and Sign-Out buttons record attendance on a certain day. When a child has been
checked in for the day, the button will change from green to red and read Sign-Out. Once the
student is signed out of the class, the student's name appears at the bottom of the class list
highlighted in yellow with the option to Resign-In.

The student list displays only those students expected to attend on a certain day. The exception to
this is when using a Pick-a-Day or Pick-a-Week contract type, students that are expected to attend
will show in white, whereas students that have not signed up to attend that day will be highlighted
in pink (as shown above).




Getting Started

The RegWerks Check-In Station (URL: schoolcode.facilitywerks.com/checkin) is a web-based software that
records real-time attendance and collects parent signatures using a tablet or other mobile device. The
information collected by the check-in module is stored in real-time in your RegWerks system (URL:
schoolname.facilitywerks.com/admin/), allowing for more detailed attendance reporting.

Accessing the Check-In Station

Check-In Station Setup

The Check-In Station is available for any RegWerks class that has contract pricing. To use the Check-In Station,
user access must be set up in the corresponding RegWerks system. These options are setup under the User
option, in the Setup menu.

User

r Tvpa: =) N ) Gro
User Type: (=) Us= (_J) Group

First, Last: * John Doe
Email: * johndoe@noemail.com

Usernamea: * JDoe

Password: * | FEEEESEE ] Active
Phone: 888-888-8888

Iu_fl Access ePayment Refunds Iu_fl Access Site Options
Arcess Chack-In Application I |\|_|'| Arccess Account Mergs

Tables Categories Reports Buildings
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View Add Edit Delete | Table
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v v v v Building
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[ # cancel || | Save |

Access to the Check-In Station is granted to individual users in the User profile. Select a specific user and select
the checkbox next to Access Check-In Application to grant access to login to the Check-In Station.

Next, under the Categories tab, ensure that the necessary categories are checked. All contract classes under
the user’s selected categories will appear in the list of classes in the Check-In Station. Access to the Check-In
Station can be granted to both individual users and user groups.




Logging In

Using a tablet or computer, log into the Check-In Station website associated with the school’s RegWerks site.

Login using existing RegWerks user credentials.

Upon logging into the Check-In Station, select a class, and attendance segment to begin taking attendance. A
student list in the selected class and segment will appear. The system is now ready to begin the check-in

process.

REGWERKS

Checkin Station

Usemame

Password

Choose Class Test

Pick-a-Day 17-18 - Pick-a-Day Child Care

L

Class

Pick-a-Day 17-18 Pick-a-Day Child Care [AM] 8/22/2016

Last Name: | ALL ¥

Herlache, Alex
Grade: 2nd
@ Add Student Photo

s B Add Authorized Pickup Photo
i Johnson, Alex
| < Grade: 2nd

<

4 18 Add Student Photo
@ Ada Authorized Pickup Photo

Lamb, Sally

Grade: 5th

18 Add Student Photo

&) Add Authorized Pickup Photo

1 Students Signed In

Grade/Group: | ALL v




Taking Attendance

Check-In Process

Taking attendance with the Check-In Station can be accomplished by either an administrator or parent. To sign
a student into class, select the green Sign-In button next to the name of the applicable student.

After selecting Sign-In a pop-up will list the authorized drop-off persons on the account and a blank area
where a signature can be collected. If there are no authorized persons listed, a blank box will appear where
the drop-off person will be required to sign. A signature is required for a student to be signed in.

Pick-a-Day 17-18 Pick-a-Day Child Care [AM] 8/22/2016 0 Students Signed In

John Doe

Last Name: ALL ¥ Grade/Group: | ALL

v
i Aa -
- Grade: 3rd 4 ol Tl
-4 Jane Doe Aex Smith Jane Smen

b

Check-Out Process
fter a student has been signed-in for the selected class and segment, the button next to their name will turn to
a red Sign-Out button. To sign a student out of class, select the red Sign-Out button next to the name of the

applicable student.

After selecting Sign-Out a pop-up lists the authorized pickup persons on the account and provides a blank area
where a signature can be collected. If there are no authorized pickup persons listed, a blank box will appear
where the pickup person will be required to sign. A signature is required for a student to be signed out. Once
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Pick-a-Day 17-18 Pick-a-Day Child Care [AM] 8/22/2016 1 Students Signed In

John Doe
Last Name: |ALL ¥ Grade/Group: | ALL

# i@ Doe, John - - a : ‘e
- Grade: 3rd o g |
= gt

yellow with the option to Resign-In. To sign the student back into the class, select the green Resign-In button.
Repeat the sign-in/out process as needed. The last sign-out event becomes the final sign-out for which any
late pick-up fees will automatically be assessed to the account.
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Overview

The Check-In Station has two modes: Admin and User. Admin Mode is the default page upon logging
into the Check-In Station. A student list displays individual children scheduled to attend the selected
segment (AM/PM/Other) for that day. However, attendance can be taken in either mode. Switching
between modes is accomplished by clicking on the upper right-hand menu and choosing either User

Mode or Admin Mode. To switch from User Mode to Admin Mode the user must sign-in with valid
RegWerks user credentials.

User Mode

Summary

User Mode allows parents to sign their students in
——— and out without having access to the system’s

: | Usel" MOde e administrative functions.

Weekly Child Care 2021-2022 Weekly Chikd Care [AM] 8/1:2013

When there are one or more Authorized Pickup persons associated with an account, the

adult who is responsible for picking up the student must select their photo and provide a
l ? signature in the empty area below before the student is marked out of the class. A
signature is required for any student to be checked in/out of the system.

Account Notifications

In both the User Mode and Admin Mode, the system will notify the user of any balance due on that

individual’s account when a student is signed in or out. If a student is picked up late, the banner will also
display the number of minutes late.




Admin Mode

Summary
Admin Mode provides functionality to navigate between classes and segments, take attendance on individual

or multiple students, as well as update student pictures and authorized pickup information.

User Mode
Weekly Child Care 2021-2022 Weekly Child Care [AM] 8/1/2019 2 S\Ud

Grade/Group: [ALL v

Last Name [ALL v

== Admin Mode

a
B Ad

Bulk Sign-In/Out
The Bulk Sign-In and Bulk Sign-Out features allow multiple students to be signed-in or signed-out at the same
time. To utilize this feature, select the Actions button on the left-hand side of the screen, and click the

preferred action.

ACTIONS

N Sign In
z Sign Out

“ Undo Sign-In/Qut

Upon selecting either Bulk Sign-In or Bulk Sign-Out, a list of students available for that action will appear. The
administrator can then check the box next to each student they would like to sign-in/out and enter their
signature in the white area below. A signature is required when using the bulk sign-in/out feature.

Douglas, Dylan
[iohnson, Shauna
EAMcwilliams, Jamie

Cancel Bulk Sign-In




Student Photos

Admin Mode allows the user to upload a photo of each student in a class to their RegWerks profile. These
photos are visible in both Admin Mode and User Mode. Student photos can be replaced at any time within
the Check-In Station and are visible on the Person page in the corresponding RegWerks system.

. John Doe
Take a picture of John Doe ﬂmﬁf ~

Choose File |No file chosen

a

Cancel Upload Photo

Student photos can be uploaded directly from the device being used to take attendance by selecting Add
Student Photo under the name. After selecting the desired photo, select Upload Photo to complete the

process.

Authorized Pickup Persons

Adding authorized pickup photos and names is limited to Admin Mode. Authorized pickup persons are
visible in the User Mode. This feature enables users to easily verify the identity of pickup persons during
the sign-in/out process.

Take a picture of an authorized pickup person for John Doe (0
f

Choose File | No file chosen

Name: |Mike Doel |

Cancel Upload Photo

Authorized Pickup photos can be uploaded directly from the device being used to take attendance by
selecting Add Authorized Pickup Photo. After selecting the desired photo and entering the authorized
pickup’s name in the Name field, select Upload Photo to complete the process.




Removing an Authorized Pickup Person

An authorized pickup person cannot be removed from the Check-In Station. They must be removed from the
corresponding RegWerks system. To remove an authorized pickup person, open the individual’s Person profile
in RegWerks, then click on the Pickup tab. Select the trash can icon under the photo and name of the person
that needs to be removed. This information can be edited or deleted at any time.

[3714624] Person

Pre, First, Last, Suffic Alana Lopez
Email alopez@fauxemail.com

Address 123 Maple Avenue

City, State, Zip Bloomington MN 55496

Birthdate, Age, Grade ™~ s [ath O male O Female
[_] Suspend Account [_] Suspend Parent Portal ~ RT Cust ID 0
Registrations ~ Phones  Emergency ~ Remarks  Payments  Account Register | Pickup
ariel Loper Marco Lopez
i )iV it JiV4
7 8

(i, Reports K Cancel | Save




Accessing Data

The Check-In Station synchronizes real-time with the corresponding RegWerks system. Sign-In and Sign-Out
data (date/time) along with the corresponding authorized pickup person’s name and signatures can be viewed
at any time by signing into the RegWerks platform. Users should have only one platform at a time: either the

Check-In Station or the RegWerks attendance clipboard. Having both platforms open at the same time creates
errors.

There are several ways attendance data can be accessed inside RegWerks including the attendance clipboard,
on individual registrations, and in reports.

Viewing Check-In Data

Attendance Clipboard

Attendance data can be accessed at any time in RegWerks on the Attendance Clipboard.

[372542] Class

Class Number Pick-a-Day 2021-2022 Status Active A
Program Child Care Enrolled 7
Course Pick-a-Day Child Care Waitlist 0
Conf. Email

General Instructor & Expenses Schedule Arrangements Registration Waitlist Receipt Invoice

Account Code General Fund v Show On Web

Manager Herlache, Jason v [ Allow Waitlist Registrations
Publish Date ! [o6r152021 Publish Time 12:00 AM Show On Year End Statement
Remove Date ! [o7i30m2022 Remove Time 12:00 AM ] Allow Partial Past Due Payments

Reg. Begins i) |:| Begins Time 12:00 AM

Reg. Ends i) |:| Ends Time 12:00 AM
Standard Pricing Contract Pricing

Contract Pick-a-Day e

‘Go Limit 0 Reg. Limit 100

Daily Attendance Limits

Mon Tue Wed Thr Fri Mon Tue Wed Thr Fri Mon Tue Wed Thr Fri
AM 100/ | 100 100/ 100 100 PM 100| 100| 100/ 100 | 100 Other | 100 100| 100  100/| 100

.!', Reports \

S|é&| E B K Cancel | Save

WARNING: Do not operate the Check-In Station while the attendance clipboard in RegWerks is in use. This can
result in Check-In Station data being overwritten or deleted.
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[405897] Attendance

Abigail's Test Course: 22-23 PAD Childcare

3| = EzEz]

Attendance for 06/27/22 to 07/01/22
@o eo ao @o eo

Student Mon Late Tue Late Wed Late Thr Late Fri Late
Lamb, Tony - AM Care
Lopez, Joe - AM Care
Nguyen, Maiv - AM Care
Said, Asha - AM Care
Lamb, Tony - PM Care
Lopez, Joe - PM Care
MNguyen, Maiv - PM Care
Said, Asha - PM Care

EEEEEEEN
EEEEEEEN
oooooooo
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ooooooon

When a student has been signed in, a checkmark will appear in the box for the current day of attendance.
After the student has been both signed-in and signed-out, RegWerks will automatically calculate any late
pickup minutes (Min.) and fees and apply those as an adjustment to the affected accounts.

The recorded late pickup minutes can be manually adjusted in the attendance clipboard, under the Min.
column at any time. However, if a late pickup adjustment has already been added to an account, the fee must
be manually adjusted on the individual account.

Individual Registration

Attendance data can also be accessed in an individual registration in RegWerks by selecting a specific class and
clicking the Registration tab. The Registration tab lists all students registered in the selected class. Click into
the name of the student whose attendance data you wish to access. Next, select the Attendance tab on the
individual’s registration page. When the attendance module is used to take attendance, the In/Out columns
will contain a pen icon signifying sign in/out data is available for that attendance record.

[15153919] Registration

oooo
o

1:535\

M Reports. L) K Cancel g Save

Double-click on the date of the attendance record you wish to view. When available, the authorized pickup
photo and signature will appear with the date of the record, and if the student was picked up late.

[23394105] Attendance

Date 6/27/2022

Late 320 Minutes

Sign In Sign Out

[ "_L/ s 5
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Check-In Station Reports
There are several reports that can be generated in RegWerks to access/view Check-In Station data. Below are
examples of attendance data related reports. NO SIGNATURE is listed for any attendance that was taken using

the Check-In Station, but a signature was not collected. Blank entries will appear for attendance records where
the Check-In Station was not used.

Attendance Report (multiple options)

Daily Child Care 2017/18 Daily Child Care

Location: Pinewood Elementary School

Start Date: 10/23/2017 End Date: 10/27/2017

Participant Gr. Mon Mon Tues Tues Wed Wed Thur Thur Fri Fri
In Out In Out In Out In Out In Out

6:00 AM Drop Off

Lamb, Henry 1st
Johnson, Ted 2nd
Substad, Jonny 2nd
Swanson, Todd 2nd

This report generates an attendance sign-in sheet separated by grade. The grayed-out boxes indicate students
that are not expected to attend based on their chosen attendance schedule. This report will import time

stamp data from the Check-In Station for previously taken attendance, when available. No signatures will
appear on this report.

Sign-In/Out Report
This report outputs a list of all sign-in and out data for the selected class within a given date range. This
includes any date stamp or signature data collected using the Check-In Station.

Sign In/Out Report
Pick-a-Day 17-18 - Pick-a-Day Child Care

Date Student Sign In Signature Sign Out Signature
09/05/2017 Bennett, Sarah 3:25 PM Al ,’/’/} 3:25 PM Z .
Lrl s
,:‘_"“-/‘;_, o A~ =
-7
09/05/2017 Doe, John 3:19PM

7 =
g

-

Sign-In/Out Report — Individual Student

This report outputs a list of all sign-in/out data for the selected registration and given date range. This includes
any date stamp or signature data collected using the Check-In Station.

Sign In/Out Report

Herlache, Alex

Date Sign In Signature Sign Out  Signature
05/24/2017 /= - MO SIGMATURE
0B/02/2017 9:38 AM T W MO SIGMATURE
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