Elementary Lunch Visitor App Instructions
Parent Landing Page
1.

When the parent first navigates to the application, they will be prompted to enter in their Name,
Email, and/or Phone Number.
Please note: Only Guardian 1 in Family 1 can sign up through the app. They will have the
capability to sign themselves up or another person.

2.

Parents will have the option to either create a new sign
up or view all upcoming sign-ups for which they are
registered.

New Sign Up
1.
2.

3.

Clicking the “New Sign Up” button will reveal additional
fields that will need to be filled in before submitting.
The email and phone fields will automatically populate
for the parent based on what is coded in Skyward for
this contact.
The parent will enter the person attending lunch with
their student whether it is them or another person.

4.

When parents click on the date field, a calendar will pop up to allow the user to easily select the
dateof their registration.
**Note: The first available date to visitors will be the following Monday from the current date.

5.

The student list will be populated based on the Student Contacts in Skyward that match the
visitor Name, and Email or Phone Number.

6.

When the student is selected, the campus and grade will automatically populate.

7.

Parents will then enter in the specific location that they will be visiting (Room #, Cafeteria, etc.).

8.

The time will not display for the parent to choose as the time will auto-populate to the lunch time
for that grade level that has been entered by the office staff.

9.

Last, parents will select a reason for their visit.

10. Once all the fields are filled out, the parent will click submit.
***Please note: Only one visitor per student, per day is allowed to sign up through the app.
11. Parents will be notified whether their sign up was successful.

12. If the visitor is already scheduled to have lunch with a particular student, they will receive the
following error if they try and schedule another time in that same week with the same student.
***Please note: To allow as many parents as possible to visit in one week, the system will allow one reservation per
week per student.

13. If the grade level they have selected has reached the max allowed number of visitors for that day
and grade level (currently 10 visitors per day per grade level per campus) they will have to modify
their registration date or contact the school.

***A user will receive this error if they are not listed as Guardian 1 in Family 1. This is the only person that
can schedule a visit with a student.

Viewing/Editing Sign Ups
1.

Once the parent enters in their information, they have the option of viewing all the sign ups that
are connected to their name, email, or phone number entered by clicking “Upcoming Sign Ups.”
This shows the information for each sign up in order of Date and time. The person visiting will
appear in the attendee column. They will also have the option to either edit their registration
(Blue pad with pencil) or delete the registration all together (Red ‘X’).

2.

Clicking the edit icon will open the form again for parents to modify any of the fields. Once
completed, parents will need to click Submit.

3.

Clicking the remove icon will delete the record from our database.

