
STEP THREE
You will be prompted to take a photo
of your ID. The system will input your
name from your ID. Tap Next.

STEP ONE

HOW TO CHECK IN 
AS A SCHOOL VISITOR

At the kiosk, select the option that
best describes you.

STEP TWO
Enter your phone number and tap Next



STEP FIVE
Enter the name of your host (who you
are visiting) or click “I have no host”

Review the information and click
Submit.

STEP FOUR
use the tablet camera to take a photo
of your face. This will be used for your
badge.

 NEXT:
The office staff will print your visitor badge and allow your entry into
the office.

While you are in the building, you can receive mobile notifications if
there is an emergency like a fire.

With that in mind, please return your visitor badge as you leave, so
we have an accurate count of who is in our school.

REMEMBER:
All approved contacts in your Parent Portal account may pick up your
child for appointments, illnesses or other needs during the school day.



STEP ONE

HOW TO CHECK
OUT YOUR CHILD

At the kiosk, select the option that
best describes you.

STEP TWO
Enter your name. The system will
attempt to match you with those
registered at the school.

STEP THREE
Enter the name of the student you are
picking up. The system will look up
the name as you type.

STEP FOUR
You will be prompted to take a photo
of your ID. 



STEP SIX
Use the tablet camera to take a photo
of your face. 

STEP FIVE
Complete the reason for
checking your student out of
school.

STEP SEVEN
Confirm your information and click
Submit. The office will call your
student down to meet you.

REMEMBER: Please remain in the vestibule until your child arrives and
ensure your child checks out with the office staff.
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