
 

Check-in Cheat Sheet 

Pillars of Check-in: 

Check-in Configuration 
Group Type 
Schedule 
Location 
 

1. Select a Check-in Configuration 

Decide which Check-in Configuration you will be using (for example, Classes).

 

2. Choose the Check-in Group 

Select the group you will use for check-in, if the Check-in Rule will be set to “Add on Check-in” or 
“Already Enrolled in Group”  

3. Allow Child Group Type 

Ensure the group type is allowed in the selected Check-in Configuration by navigating to the Group Type 
whose purpose is “Check-in Template”.  

 

In the General tab of the Group Type, allow the appropriate Child Group Type. 

⚠ Important: Allowing a child group type will make every group of that type available in the check-in 
configuration. 

If you do not want all groups included, consider creating a separate group type specifically for check-in. 

 



 

 

4. Set the Check-in Rule and Labels 

In the Check-in Configuration, select the parent group and set: 

• The appropriate Check-in Rule 
• Any required Check-in Label(s) 

💡 These settings apply to all child check-in groups under this parent. 

 

5. Add a Location to Each Check-in Group 

Select the specific check-in group (child group) and add the appropriate Location. 

⚠ If a group does not have a location, it will not appear as an option during check-in. 

 

 



6. Enable the Check-in Schedule  

Within the Check-in Configuration, click the Schedule button. 

• Filter by Location, Area, and Schedule Category 
• Check the applicable schedule(s) 
• Click Save 

✔ Only schedules selected here will be available for check-in. 

 

 

 


