K I DS C H U RC H A guide to ENCS: Kids Church Check-In
procedures, machine set-up, household

registration and operations.
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A big gray plastic box container (3 laptops) and a smaller transparent plastic container (internet items)
needs to be retrieved from GV store room and moved to Kids church checln area.
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Ensure that there are 2 tables placed in the checkin area only. No other form of obstructions nor hazards
around the area which may endanger or distract kids during the registration i.e. boxes, movie standboards

Open the smaller transparent box and connect the fiber optic cable (yellow) from router (gadget with
multiple antenaes) to wall socket.



Get the 2 extension cables from the blue box, connect both and plugin properly.

Get 3 laptops from box together with scanners, printers and cables.
Arrange the laptops with assisted machine to the rightmost
1. Connect the laptops power cable to extension cables
Turn on machines using windows credentials
Ensure that the machine is connected to wifi (ENCS_5G) and can browse any website.
Open OneFellowship application
Connect scanners based on sticker number
Connect printers based on sticker number
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Test the application: search and print tags
Test the assisted machine visitor pass: ctrl + 1
Check all printer papers

Prepare the following

e New Household and Visitors forms

® Speedpass

e Clipboard and pens
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L T ‘%g VISITOR FORM
PLEASE FILL OUT
THE FORM BELOW:
e e Dl BERVIGE 11k DATE & TIME
DS CHURCH. e

MOELE &
EMAL
STEP FOUR . - x FURFOSE OF VISIT

When PICKING UP.

LOG OUT TIME!

NAME OF CHECK-IN ADMIN:

A. Keep the cables tidy and unreachable by kids
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UsING FELLOWSHIP ONE APPLICATION

Activity Code:

Every Nation Church
Singapore

SELF CHECK-IN SETTINGS

What of cvk-in ‘would you like?
K7
nac

Assisted Check-in Self Check-in

Entire Household Individual Only SIREEAn G LAt s

No Item Tags Allow ltem Tags Usercannot printitem tags.



Self Check-in Default screen
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Every Nation Church CHMURCHM:BINGARORE
Singapore

ASSISTED CHECK-IN SETTINGS

KIDS HF

What of Cvk-iﬂ would you like?

[
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Assisted Check-in Self Check-in Used to manually do the
check-in, update of
Show Image Hide Image 4 e members account and
adding of new records

Provide an option to skip to the final sc
Enable Rapid Disable Rapid You can easily change the room assign

d, select [Assisted
in] then click [Next]

vallowr bytton at the top of

>

EVERY NATION
EHUREH - BINGAPORE

Every Nation Church
Singapore

Sela«uh agivity and time for checkin.

No Default

KIDS CHURCH
Sun, 3/6 10.00 AM
KIDS CHURCH
Sun,3/6 11:15 AM ot T, [<
Sun, 3/6 5 ar ||'_‘| |'_|||‘_ " :

KIDS CHURCH
vl o itton
Sun, 3/6 5:00 PM y= |-\J~.- L|\. LLLY

Lne screen.
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EVERY NATION
Every Nation Church CHURCH - BINGAFPORE
Singapore




SEARCHING FOR RECORDS
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PRINTING RECORDS

Add New Household

Ruose Anne "Roskie™

Aduit DOB: 8/12

D

EVERY NMATION

: NOAPGRE
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Singapore
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OVERALL PROCEDURE

Always start with Searching for household

Household Returned:
Print Record

No Returned Results:
Asks if they are just visiting ENCS

Visitors:
1. Request to fillup visitor form
2. Request for an ID and Validate name
3. Print out visitor sticker Ctrl+2

Members:

Request to fillup members form

Ensure email and contact numbers are completed

Get a new speedpass and write the ID on completed form

Print out visitors pass and give to new members along with

speedpass

5. Once available, key In the completed form with speedpass ID in the
system by clicking "Add New Household" and "Add Household
Members"

swnN e



FAQ Torics

"No Appropriate Activities" being displayed
Send volunteers name to Kern

Visitors from abroad
1. Request visitors to fillup visitor form
2. Validate name with guardian's ID, confirm contact details
3. print visitor passes ctrl+1 / ctrl+2

Not printing
1. Check if power cable is connected properly
2. Check if data cable is connected to laptop
3. Check if there is enough printer paper
4. Ensure Printer #1 is connected to Laptop#1
5. Restart the printer

Not scanning
1. Check if datacable is connected to laptop properly
2. Visually check if speedpass is spoiled then replace a new one. purchase not required.

F1 Application doesnt open
1. Nointernet, check if internet devices are properly connected
2. Connect laptop Wifi to encs_5g

Lost speedpass
Provide a new speedpass, update the record with the new speedpass ID. A replacement fee of 5sgd
applies

Visitor Pass doesnt print
1. Access C:\KCTemplates
2. Double click RegisterKC.bat to run visitor pass setup
3. Test printing by Ctrl+1 or Ctrl+2

Insufficient Check-In supplies
Raise thru whatsapp group the needed resources to Levy / Kern / Raffy

Adding new child on exisiting household
1. Verify childs record doesn't exist in the system
2. Provide KC form to guardian to specify child details
3. Give visitors pass to new entry
4. Once available, update household eith child new record



Dt modified Tpa
BM2018 1014 AM Mz opoft Woed Doe.
B 2018 10014 A Microsolt Word Doc
BRALA0E 10:14 AM Applization

BAS018 10004 AM AutaHotkey Scripd

B0 114 Al Wirstdows Batch File

E;u-a M1 AM Teat Descurmant

Any other issues
Request assistance from JC or Kern Lee or Raffy Panes or Levy Boromeo
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