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IMPORTANT INFORMATION | 

- Extra labels are located behind the computers.


- If a printer runs out of labels, when replacing the labels, make sure the label side is facing 
down. Also make sure the circular arrow stays on the same side of the machine when 
reloading


- The consecutive numbers that are on each tag are the call numbers in case a parent is 
needed.


- For children in the Nursery | Toddler location, a bag tag will be printed. Please make sure the 
corresponding number is correct with the number of the child.


- The tag that lists all of the children and their locations is the parents security tag that they 
will need for check out.


- If ever needed, the GEAR WHEEL at the bottom right of the screen will allow additional 
changes to be made to a check in system. The pins are: 413501 or 413502 depending on 
which computer you are working on. The computer number is located on the keyboard and 
identifies which computer is which. 




TURNING ON THE COMPUTER | LOADING PCO CHECK-IN SYSTEM 

STEP 1 | Turn on Computer, keyboard, and mouse. The computer power button is located on 
the left side of the computer towards the bottom.


STEP 2 | Computer sign in password is RCCWireless2011


STEP 3 | Wait for the computer to load and then in the bottom left of the screen, on the task 
bar is a pink box with a white check mark. Double click on that icon. 




If this image appears, PCO Check-Ins has loaded. Please hit the blue FUNCTION + F11 to 
bring Check-Ins full screen. No further action is needed.


TROUBLE SHOOTING FOR CHECK INS 

WRONG CHECK IN EVENT OR TIME 
PCO Check-Ins has been set up on a schedule so that when PCO Check-Ins is loaded, the 
proper check-in screen should load. If the incorrect session loads, please follow the following 
steps.




STEP 01 | If the incorrect screen loads, please select CHECK INTO ANOTHER EVENT 

STEP 02 | Follow the steps on the picture below.




This screen should appear after these steps and should be ready to go. 


PRINTER ISSUES  

If a printer is not printing labels, please follow the following steps to correct the problem. 



STEP 1 | Determine if the printer is connected and the computer is reading the drive.


STEP 2 | If the screen says, “No Printer” or “No Drive”, check to see if the printer cord is 
connected to the correct USB port. The cord and the correct USB port are on the left side of 
the computer and the correct USB port is marked. 

STEP 3 | If the printer cord is connected to the right USB port, make sure that the cord is 
connected into the back of the printer correctly and that the printer has power. If the printer has 
power, a blue light will appear right below the label dispenser.


STEP 4 | If the printer is still not recognized by the computer and not printing, restart the 
computer and unplug the power supply from the printer and then plug it back in. The power 
supply is located on the back of the printer. 


If the printer is not recognized after following these steps, the computer will no longer be 
available for that Sunday. 




CHECKING IN 

STEP 01 | Input the name in the search bar and hit enter or click on the search icon.




STEP 02 | Next to each name, there should be a gray checkmark. If all kids are in attendance, 
select check in # of people and the labels will print.


If a child is not here, simply hit the checkmark by their name and then select check in # of 
people.


If the name of a parent is checked, please uncheck their name.




SELECTING A DIFFERENT LOCATION 
If a child is in the wrong location or needs to be moved to a different location, please follow the 
following steps.




STEP 01 | Click on the R by the child’s name. This will take you to the screen where you can 
change locations.




STEP 02 | Only the locations available to that child based on their age will show up. In this 
example, my son Brock because he is 3 years old, has the option of being in the Nursery | 
Toddler class or the Pre-School | Kindergarten Class. Select the appropriate class for the child 
and then select Prepare Check-In


After this step, continue like a normal check in. 



UPDATING INFORMATION 
If information on a child needs to be updated for whatever reason, please follow these steps.


STEP 01 | To update the information of a child, please click on the person icon next to their 
name.






STEP 02 | Change the necessary information. If changes need to be made on additional 
children, select the child that needs to be changed. Once all changes have been made, select 
SAVE HOUSEHOLD. 


FIRST TIME GUEST ENTRY 
If a first time guest is checking in, please complete the following steps.


NOTE: If the first time guest is a child who has come with a friend, add the friend to that 
family’s profile. 




STEP 01 | Enter the parents first and last name into the search bar and hit enter. The following 
screen will appear.


STEP 2 | Select ADD PERSON and the following screen will appear.




STEP 03 | Select ADD TO A NEW HOUSEHOLD


STEP 04 | Complete needed information on adult and then select ADD NEW




STEP 05 | Type in the NAME OF THE CHILD and then select CREATE A NEW PERSON


STEP 06 | Complete the profile information on the child. Do STEPS 4-6 for each child. Once all 
children have been entered, select SAVE HOUSEHOLD. This will return to the check in screen. 
Select CHECK IN # PEOPLE and tags will print.



