SK Check-In — Network Help Sheets-Server and Workstation Installation

This is a GENERAL Servant Keeper Check-In Network Installation help sheet. If you need
further assistance, please contact your network administrator.

Due to the uniqueness of each network, we cannot be responsible nor will we
support the installation of Servant Keeper Check-In on your network by anyone
without the network administrator or a person with adequate networking
knowledge available.

This instruction sheet is used to install Servant Keeper Check-In on a network. For installation purposes, the
main computer that will contain the Servant Keeper Check-In data will be referred to as the “Server”. The
computers that access the Servant Keeper Check-In data from the Server will be referred to as “Workstations”
or “Kiosks”. This instruction sheet assumes that Servant Keeper 6 is already installed and configured properly
on your network.

IT IS VERY IMPORTANT TO KNOW WHAT VERSION OF WINDOWS YOUR
COMPUTER IS CURRENTLY RUNNING BEFORE YOU BEGIN YOUR
SERVANT KEEPER INSTALLATION!!

If you do not know what version of Windows your computer is running, follow the instructions below:
1. Right click on your My Computer or Computer icon on your desktop.

If you do not have this icon on your desktop, you can find it by clicking on your Start button. It will be listed
there.

2. Click on Properties. You will see a window that will display the version of Windows that this computer is
running.



Step 1 — Server Installation:

1. Open the Check-In installation email that you received and click on the first link.
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Servant Keeper Check-In Full Install Link - Message (HTML)
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From: Servant PC Support Sent: Wed 6/26/2013 1:43 PM
Ta: Servant PC Support
Cc
Subject: Servant Keeper Check-In Full Install Link

Below are the links to install Servant Keeper Check-In. Please use the first link (along
with "Step 1" and "Step 2" of the attached help sheet) to install Servant Keeper Check-
In on your Main/Server computer. Please use the second link (along with "Step 3" of
the attached help sheet) to install Servant Keeper Check-In on your Kiosk computer(s).

1. Click HERE to download Servant Keeper Check-In on your Main/Server
computer

2. Click HERE to download Servant Keeper Check-In on your Kiosk computer(s)

If you have any questions, please feel free to call the Help Desk at: 570.748.2800.

Thank you!

2. If your “Downloads” window opens, click the [Run] button to run the application.

Note: The way that you run the application depends on your computer’s settings. If you are unsure
how to run the download on your computer, please consult your administrator.
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3. When the Check-In installer finishes downloading, you may be prompted to “Run” the application
again. Click [Run] to proceed.
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4. You will now see the “Setup” window open to the “Welcome” screen. Click [Next].

Welcome to the Servant Keeper
Check-In Setup Wizard

This will install Servant Keeper Check-In on your computer,

It is recommended that you dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.




5. You will be prompted to enter in your Customer ID number and Registration Code. Fill in both fields
and then click [Next].

Customer Information
Enter your customer information.

Please enter customer ID number and registration code, then didk Mext.

Customer ID:
123456

Reaqistration Code:

}(}(}(X}(X}(X}(l

6. After reading through the License Agreement, select “l accept the agreement” and click [Next] to

continue.

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

SOFTWARE LICEMSE AGREEMEMT

PLEASE READ THE FOLLOWING TERMS AMD CONDITIONS CAREFULLY BEFORE
IISIMG THIS PROGRAM,

By using this software, you agree to the terms of this Agreement. If you do not
agree to abide by all the terms and conditions, you should promptly return the
package unused, and your money will be refunded.

Title to the program contained on the endosed media is retained by, and such
program is the exdusive property of Servant PC Resources Inc. The media bears

——3(@ I accept the agreement

(7 I do not accept the agreement

< Back ][ Mext = ][ Cancel




7. You will now see the Servant Keeper Check-In Release Notes. This is a list of things that have been
changed in the latest update. After reading the release notes, click [Next].

Information
Please read the following important information before continuing.

When you are ready to continue with Setup, dick Next.

Servant Keeper Check-In Release Motes:

12/5/2012 1.5.0.11

1. Improvments to the Database Maintenance function.

2, Fixed and issue where checking out using a key fob could generate an error
when that person scanning the keyfob was not originally checking into the
system.

3. Added the ' character to the on screen keyboard for searching from the
staffed checkin screen.

5/23/2012 - 1.5.0.10

1. Fixed speed a issue when checking if a person was attended onga large
Servant Keeper database.

FRCEET AN,

[ < Back ][ Mext = ][ Cancel ]

8. You will be asked to select a Destination Location for SK Check-In. The default installation location is
“C:\Servant Keeper Check-In". Click [Next] to continue.

Select Destination Location
Where should Servant Keeper Chedk-In be installed?

| Setup will install Servant Keeper Chedk-In into the following folder,

To continue, dick Mext. If you would like to select a different folder, dick Browse.

C:\Servant Keeper Chedc-In

At least 71.0 MB of free disk space is required.

< Back ][ Mext = ][ Cancel




9. Next, you will be asked where you would like to place the program’s shortcuts. By default, the program
will create a “Servant Keeper Check-In” folder of shortcuts on your Start Menu. Click [Next].

Select Start Menu Folder
Where should Setup place the program's shortouts?

3 i Setup will create the program's shortcuts in the following Start Menu folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse,

sepe| Browse...

Ready to Install

Setup is now ready to beain installing Servant Keeper Chedk-In on your
computer.

Click Install to continue with the installation.

< Back ][ Install ][ Cancel




11. You will see a progress bar as your Check-In program installs. When your installation completes, you
will be taken to the next step.

Installing
Please wait while Setup installs Servant Keeper Chedk-In on your computer.

Extracting files...
C:\Servant Keeper Check-Inthelp\Add_Visitor.htm

12. You may see the “Servant Keeper Check-In Quick Start Guide” open on your screen. This guide will help
you as you begin working in your Check-In program. Click the minimize button to hide the window for
now. When the entire installation process has completed, you will want to go back and read through
the Quick Start Guide.

o

| I = || @ C:\Servant Keeper Check-Ir P~ X H :% C:\Servant Keeper Check-In...

Servant Keeper Check-In Quick Start Guide ‘

There are a few things that you will need to do before using Servlint -
Keeper Check-In for the first time.

If you did not authorize the Head of Household and Spouse during the Servant
Keeper Check-In Setup Wizard, you will need to do it now. Anyone that should
be authorized to check children in or out will need to be added to your Servant
Keeper program before you can authorize them in Servant Keeper Check-In.

*Note: If you plan on using Servant Keeper Check-In to allow adults to
check into events as well; they will need to be authorized to check
themselves in and out of events (even if they do not have children). Only
authorized individuals can complete the check-in/checkout process.
Here are the steps to authorize individuals for child check-in and check-out:
a. Open your Servant Keeper Check-In program
w . Click on the Manage Authorization button
You will see the Manage Authorization screen:

Manage
Suthorization

Search for

Seeh fou o Famdy &y A b
© FamdyMame  Sunday Scheol or Actwvity Fdmiduals Aushored 1 chack out for the lamily of-
Ervter & farsly rame: Osborne, Mike & Sarah
. sowch | |[vame ™ Smaterare, Veror Sats
T T | " Swore = Honnd of Pinsentokd Acen M

Sar o Caore x o Scte Smter




13. At this point in the installation process, you will see the “Servant Keeper Check-In Web Update”
window appear. If there is an update available, click [Download and Install Update].

Web Update Utilit |

SErvanT KEEPER

Check-In

Web Update

| An Update for Servant Keeper Check-In is Available.

’ Download and Install Update

You have Version: 1.5.0.11
Version Available: 1.5.0.12

Proxy Settings

14. Your Check-In Update will begin downloading. When it is complete, you will be taken to the next step.

-

Downloading : 6% completed

&
File: Servant Keeper Check-In Update 1.5.0,12.exe

Progress: 1.41 Mb of 22, 10 Mb
Transfer rate; 527.92 Kb/sec
Estimated time left: 1 minutes

b 4

15. You will now see the “Welcome” screen to another Setup Wizard. This Setup Wizard will install the
latest update(s) for the Check-In program. Click [Next] to begin.




-

ti#) Setup - Servant Keeper Check-In

Welcome to the Servant Keeper
Check-In Setup Wizard
This will install Servant Keeper Checdk-In on your computer,

It is recommended that you dose all other applications before
continuing.

Click Mext to continue, ar Cancel to exit Setup,

u;ext:b i[ Cancel

16. Now you are ready to install the update(s). Click [Install].

-

iih) Setup - Servant Keeper Check-In mm—t
Ready to Install i
Setup is now ready to begin installing Servant Keeper Check-In on your M
computer. L J
Click Install to continue with the installation.
« Back ][ Install ] [ Cancel
-




17. You will see your Check-In update(s) install. When it is completed, you will automatically be taken to

the next step.

-
— L=

ti#) Setup - Servant Keeper Check-In

Installing £ -
Please wait while Setup installs Servant Keeper Chedk-In on your computer, m
LESS

Extracting files...
C:\Servant Keeper Check-In'skins\Office 200 7Black. skinres

Cancel

18. Your Check-In update(s) are now done installing. Click [Finish] to exit the Check-In Web Update Wizard.

-
Setup - Servant Keeper Check-In = | S ——

LiL|

Completing the Servant Keeper
Check-In Setup Wizard

Setup has finished installing Servant Keeper Check-In on your
computer,

Click Finish to exit Setup,

10



19. The Servant Keeper Check-In program is done installing on your computer. Click [Finish] again to close
out of the Installation Setup Wizard.

Completing the Servant Keeper
Check-In Setup Wizard

Setup has finished installing Servant Keeper Check-In on your
computer, The application may be launched by selecting the
installed icons.

Click Finish to exit Setup,

20. If you look on your desktop screen, you should see a new “Servant Keeper Check-In" icon. Double-click
on the icon to launch the “Check-In Setup Wizard”.

Note: Before you continue, make sure to plug in (and, if necessary, install the drivers for) any approved
devices such as the magnetic strip reader, barcode scanner, or thermal label printer. If you do not wish
to add your peripheral devices at this time, you will have the opportunity to add them to the program
at any time after it is installed by going into the Check-In System Options.

11



21. You will see the Welcome to the Servant Keeper Check-In setup wizard window. This wizard will guide
you through the initial setup process for Servant Keeper Check-In. Click the [Continue] button to
proceed to the next step of the setup wizard.

Welcome to the Servant Keeper Check-In setup
wizard.

This wizard will guide you through the intlal setup process for Servant Keeper
Chedk-In,

Plug n any devices such as the magnetic strp reader, barcode scanner, and Dymo
printer be you continue. You must complete the setup wizard before you can start
using the Servant Keeper Chedk-In system,

When you are ready to start the setup process, dick Continue.

22. You will now see Step 1 of the wizard. In this step you will need to click [Browse] or [Search for
Servant Keeper] to find and select your Servant Keeper 6 database. When a valid “Servant Keeper 6”
folder has been selected, you will see a message saying “The folder contains a valid installation of
Servant Keeper”. Click the [Continue] button on proceed to the next step of the wizard.

‘Step 1
Step 1 ‘ Cick browse and choose the location of Servant Keeper on your computer or netwark.
[ | Step2 |
ll'x ol | Review the path below and if it's blank or invalid, diick browse then choose the
[ ) Step4 location of Servant Keeper 6.
_ Llseps Servant Keeper 6 Program Foider
bk Sep Ci\Servant Keeper 6\

| Sesrch for Servent Keeper |

The folder selected cont: a vahd st
Servant Keeper,

Please Note: If you are not sure where Servant Keeper s ins! please check
with your computer administrator,

<gack || Contrue > Corcel |

12



23. In Step 2, you will connect your Servant Keeper Check-In program to the Servant Keeper Check-In
database. Review the path that is displayed. If it is blank or invalid, click the [Browse] button and find
the location of your Servant Keeper Check-In database file. The default location is “C:\Servant Keeper
Check-In\db\CheckinV1.ckldb”. Click the [Continue] button to proceed.

b Wekcome Step 2
[] Step 1 Choose Chedk-in V1 database.,

Step 4 location of Servant Keeper Check-In Database File.

L sweS After choosing the database file make sure to click “Test Database
[~ FinalStep Connection”.

Chedk-In Database Fle
C:\Servant Keeper Chedk-In\db\CheddnV 1.ck 1dd

Step 2 |
[ ]S
s Review the path below and if it’s blank or invalid, click browse then choose the

—
Browse... |

( Test Database Connection J

24. In Step 3, you will choose from the list of Servant Keeper users which users you would like to transfer
to your Check-In program. This will allow the selected users to use their SK User ID and Password to log
into the SK Check-In program. Untag any users that you do not want to import and click [Continue].

[ Wekome Step 3
,L_L. Step 1 Setup Servant Keeper Check-In Users
| | Step2
Step 3
1 i Uncheck the users from Servant Keeper that you do not want to import
| | Step 4 into Servant Keeper Check-In.
j s Servant Keeper Users
[ FinalStep ¥ BERNADETTE
¥ 8L
Ve

N
o

RS SLSESENES

NEW
SARAH
SERVANT
TECH
TOM

Please Note: Al users for Servant Keeper are chedied by defa d you need
10 have at least one user checked to continue,




25. In Step 4, you have the option to authorize all head of households and spouses in each family. If you
check this box, it will allow the head and spouse in each family to check in & out the members of their
family. If you uncheck this box, you will have the option to manually authorize one family at a time.

Step 4
Authorize Head and Spouse in each famiy.

Check the checkbox below to allow the setup wizard to authorize the head
and spouse in each family to use the check in/out system for their family.

w—{ | Authorize the Head and Spouse in each famiy

This will allow the head and spouse in each famly to chedk in and out the
members of ther family, It does not allow them to check infout people n
other fambes,

To setup addibonal authorization you can use the Authorization Manager in
Servant Keeper Chack-In once the setup wizard is firished.

26. Step 5 gives you the options to choose the devices that you would like to use with Servant Keeper
Check-In. If you already have a USB Barcode Scanner, USB Magnetic Strip Reader, and/or a Printer
installed, you can select it/them at this time. After you have selected the appropriate options, click

[Continue] to proceed.

Step 5
Choose the devices to use with Servant Keeper Chedk-in,

Choose the barcode scanner, magnetic strip reader, and label printer to use
with Servant Keeper Check-In.

Choose the USE Barcode scanner:

v

Choose the USB magnetic strip reades:

2]

Printer Optons

© No Printer Dymo




Note: If you have not yet installed your devices for the previous step, you will be able to add them at a

later point by logging into Servant Keeper Check-In and selecting “System Options” under the

Application Menu.

27. On the Final Step, you have the option to review your settings before completing the Setup Wizard. If

everything looks correct, choose the [Finish] button to apply your settings.

Final Step

Complete the Servant Keeper Check-In setup wizard,

Servant Keeper Folder:
| C:\Servant Keeper 6 - MAIN|

| Database File:
| C1\Servant Keeper Check-In'ydb \Checkin 1.ck 1dd

| Servant Keeper Users:
| BERNADETTE
| BILL
ED
| JOFN
oY
| NEW

oM

| Authorize Head and Spouse: Yes

28. If you chose to authorize all Head of Households and Spouses in Step 4, you will now see Check-In

authorizing those individuals. Depending on the size of your database, this step may take a few

minutes.

- asnsnoaan
BT T e e T ———

r1i;ro::e;smg leard Scttmgs. Please Wait..,

-
BN =TS —

Authorizing Head of Household and
Spouse
Please Wait...
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29. When the Setup Wizard is complete, you will receive a message asking if you would like to run Servant
Keeper Check-In. Click “Yes, run Servant Keeper Check-In" if you are ready to open the program.

-

Setup Wizard Completa 0

. | The setup wizard completed successfully.
* You are now ready to use Check In. To
view and change options, click the System
Options button located on the application
menu. Do you want to run Servant Keeper
Check-In now?

q Yes, run Servant Keeper Check-In

< No, do not run Servant Keeper
Check-In

30. You will now see the Servant Keeper Check-In login window. You log in with any of the Servant Keeper
User ID’s and Passwords that you imported in “Step 3” of the Setup Wizard.

Servanfl Pl

m— ]m_
SErvanT KEEPER
1i4 Check-In
Useed |
‘ Login H Cancel ‘
Password

Show Keyboard ‘
Servant PC Resources Inc, ‘ )

16



Step 2 — Sharing SK Check-In on the network for Windows SBS2008, Windows
SBS2011, Windows Vista, Windows 7, and Windows 8:

1. Onthe server computer, click your Start Menu and select “Computer”. Note: If you are on a
Windows 8 computer or you cannot find “Computer”, simply use the keyboard shortcut of pressing
the “Windows Key” [ #] and the “E” key at the same time.

Games
Membership Manager
Computer

i o Contribution Manager

Control Panel
Devices and Printers

Default Programs

f1¢ Servant Keeper Check-In

Help and Support

2. Double click on the C:\ drive and locate the C:\Servant Keeper Check-In folder. Right click the
Servant Keeper Check-In folder, and then click on Properties.

v

£, v Computer » Local Disk (C) » -
Organize * = Open Include in library = Share with + Burn Mew folder ==+ [
-
> Eavorites Mame Date modified Type Size
MW
Ml Desktop | 2/22/201310:10 AM  File folder
4§ Downloads J Perflogs 7/13/2009 10:37 PM  File folder
:__". Recent Places . Program Files 6,/11/2013 10:48 AM  File folder
ProgramData 5/16/2013 9:27 AM  File folder
= Libraries J Seagull 1/15/2013 3:00 PM File folder
= J Servant Keeper 6 6/24/2013 11:08 AM  File folder
~] Documents
=] Pictures | . Servant Keeper Check-In 6/25/201312:02 PM ___ File folder
B Videos | SK Backup Open
, skems50 Open in new window
1M Computer | temp Share with 4
| Users Restore previous versions »
9‘ Metwork | Windows % Combine supported files in Acrobat...
< |
Include in library 3
Servant Keeper Check-In Date modified: @
i | File folder Create shortcut
pe ) DE|Ete
Rename

Properties h

17



3. You will now see the “Servant Keeper Check-In Properties” window. Select the “Sharing” tab and
click the [Advanced Sharing] button.

- h
| = Servant Keeper Check-In Properties ﬁ

| General | Sharing |Secur'rt:.' | Previous Versions I Customizel

Network File arid Folder Sharing
Servani Keeper Checlk-In
il Mot Sha

Network Path:
Not Shared

Advanced Sharing

Set custom permissions, create multiple shares, and set other
advanced sharing options.

[ I@.‘:‘\.cl\rancedShElring... h

[ ok || Cancel || ppiy

4. On the “Advanced Sharing” window, check the box to “Share this folder”. Leave the share name as
“Servant Keeper Check-In".

5. Click the [Permissions] button.

f Y
Advanced Sharing — — — ﬁ

Share this folder

ttings
Share name:
servant Keeper Chedk-In

Add Remove
Limit the number of simultaneous users to: 20 =
Comments:

Permissions H Caching ]

[ ok || cancel || meply |
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6. Inthe “Group or user names” box, make sure that the “Everyone” group is listed.

a. If “Everyone” is not listed, you will need to contact your Network Administrator for further
assistance with sharing the Servant Keeper Check-In folder.

7. Under “Permissions for Everyone”, make sure the group has Full Control.

-
| . Permissicns for Servant Keeper Check-In @J

Share Permissions

Group or USer Names:
£L Everyone

[ Add ][ Remove ]
Pemissions for Evenyone Dery
Full Contraol O
Change O
Read [l
Leam about access cont pEMmissions
_ ok ) [ows ) (o

8. Click [OK] on the “Permissions” window and then [OK] again on the “Advanced Sharing” window.
9. Back on the “Servant Keeper Check-In Properties” window, select the “Security” tab.

10. In the “Group or user names” box, make sure that the “Everyone” group is listed.

a. If “Everyone” is not listed, you will need to contact your Network Administrator for further
assistance with sharing the Servant Keeper Check-In folder.

11. Under “Permissions for Everyone”, make sure that all permissions are checked. They do not have to

have Full Control, but they do need all of the other options: Modify, Read & Execute, List Folder
Contents, and Read and Write.

19



'l ™y
| Servant Keeper Check-In Properties u

""f!r’| Previous Versions I Customize |

Ohbject name:  CA\Serva er Check-In

(Group or user names:
a Everyone it

n .E-Lﬁu_rthenticated Users |j
i 53; SYSTEM

2 Adminictrsters 12PCRAY Adminictrstars)
| 1 ] | 3

To change permissions, click Edit.

| Permissions for Everyone Allow Dery

| Full contral
Modify vy
Fead & execute "
List folder conterts -
vy
i

!

m

Read
Write

For special pemissions or advanced settings,
click Advanced. van

Leam about access control pEMmissions

-

OK || cCancel || pohy

12. Click [OK].
13. Click [Close] to exit and save the share settings.

14. Once the Servant Keeper Check-In folder is shared, continue to Step 3.
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Step 3 — Workstation Installation:

1. The first thing you will need to do is create a Mapped Drive for SK Check-In on your workstation. You
can map your drive directly to the “Servant Keeper Check-In” folder on your Server computer.

a. If you are unsure how to create a mapped drive on your computer, you will need to contact
your Network Administrator for further assistance with mapping the drive.

2. Open the Check-In installation email that you received and click on the first link.

"-_"\I = & )5 Servant Keeper Check-In Full Install Link - Message (HTML) E‘Elé]

U o
Syt
- Message Adobe PDF 7]
% Move to Folder ~ = »
i ﬁﬂ - &, Safe Lists - v 4
_Eé % Create Rule = e
Reply Reply Forward || Delete . Block Mot Junk Categorize Follow Mark as || Find
to All ] Other Actions - Sender - Up~ Unread -
Respond Actions Junk E-mail ] Options ]
From: Servant PC Suppart sent: Wed 6/26/2013 1:43 PM
Ta: Servant PC Support
Co
Subject: Servant Keeper Check-In Full Install Link

bl

Below are the links to install Servant Keeper Check-In. Please use the first link (along
with "Step 1” and "Step 2" of the attached help sheet) to install Servant Keeper Check-
In on your Main/Server computer. Please use the second link (along with "Step 3" of

the attached help sheet) to install Servant Keeper Check-In on your Kiosk computer(s).

1. Click HERE to download Servant Keeper Check-In on your Main/Server
computer

2. Click HERE to download Servant Keeper Check-In on your Kiosk computer(s)

If you have any qt&ons, please feel free to call the Help Desk at: 570.748.2800.

Thank you!

3. If your “Downloads” window opens, click the [Run] button to run the application.

Note: The way that you run the application depends on your computer’s settings. If you are unsure
how to run the download on your computer, please consult your administrator.
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i ™
& View Downloads - Windows Internet Explorer Elﬂlg

View and track your downloads Search downloads P

Mame Location Actions

installcheckinw...exe  &67 KB Do you want to run or save

. 2 Run Save -
www.servantpcupdates.com this program?
EE SrnartScreen Filter is turned off, Turn cn
Options Clear list ] I Close
L A

4. When the Check-In installer finishes downloading, you may be prompted to “Run” the application
again. Click [Run] to proceed.

i '
,_v& View Downloads - Windows Internet Explorer E@g

View and track your downloads Search downloads P

Mame Location Actions

@ installcheckinw...exe  667KE  The program's publisher
www.servantpcupdates.com sl s Run
wyou sure yau want to run
the program?
Learn more

[§ SmartScreen Filter is turned off. Turn en

Options I Clear list ]I Close

5. You will now see the “Setup” window open to the “Welcome” screen. Click [Next].
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Welcome to the Servant Keeper
Check-In Workstation Setup
Setup Wizard

This will install Servant Keeper Check-In Workstation Setup on
your computer,

It is recommended that you dose all other applications before
continuing.

Click Mext to continue, ar Cancel to exit Setup,

6. You may see a message telling you that “Servant Keeper Check-In was not found”. Click [OK] to

continue.

7. Click on the [Browse] button to locate your SK Check-In program.

Check-In was not found!
Choose the location where Cheds-In was installed.

Click Browse... and find the directory where Check-In was installed, then dick Mext.

Browse...

23



8. Inthe “Browse for folder” window, click once on the SK Check-In mapped drive that you created earlier
in this help sheet (see page 21), and then click [OK].

[erowse For Folder o |

Select a folder in the list below, then dick OK.

[

. &, Local Disk (C:)
» —w RECOVERY (D) i
. ™ DVD RW Drive (E:) SK6_A018
» | Servant Keeper Check-In (\WSPCRAZ) (K:) st m—
» L Company (M)

» L# Servant Keeper 6 (\WWSPCR42) (5:)

9. You should now see the path you selected in the Setup window. Click [Next].

10. Next, you will be asked where you would like to place the program’s shortcuts. By default, the program
will create a “Servant Keeper Check-In" folder of shortcuts on your Start Menu. Click [Next].

Select Start Menu Folder
Where should Setup place the program's shortouts?

E i Setup will create the program's shortcuts in the following Start Menu folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse,

sepe| Browse...

< Back ][ Mext = ][ Cancel




11. Your Servant Keeper Check-In is now ready to install. Click the [Install] button to begin.

Ready to Install
Setup is now ready to beain installing Servant Keeper Check-In Waorkstation
Setup on your computer.

Click Install to continue with the installation.

[ < Back H Install ][ Cancel ]

12. The Servant Keeper Check-In program is done installing on your computer. Leave the “Launch Check-
In” check box checked to automatically begin the SK Check-In Setup Wizard next. Click [Finish] to close

out of the Installation Setup Wizard.

Completing the Servant Keeper
Check-In Workstation Setup
Setup Wizard

Setup has finished installing Servant Keeper Chedk-In
Workstation Setup on your computer, The application may be
launched by selecting the installed icons.

Click Finish to exit Setup,

Launch Checdk-In




13. You will see the Welcome to the Servant Keeper Check-In setup wizard window. This wizard will guide
you through the initial setup process for Servant Keeper Check-In. Click the [Continue] button to
proceed to the next step of the setup wizard.

Note: Before you continue, make sure to plug in (and, if necessary, install the drivers for) any approved
devices such as the magnetic strip reader, barcode scanner, or thermal label printer. If you do not wish
to add your peripheral devices at this time, you will have the opportunity to add them to the program
at any time after it is installed by going into the Check-In System Options.

Welcome

Step 1 Welcome to the Servant Keeper Check-In setup
Step 2 wizard.

Step 3 This wizard will guide you through the initial setup process for Servant Keeper

Step 4 Check-In.

Step 5 Plug in any devices such as the magnetic strip reader, barcode scanner, and Dymo
Final Step printer be you continue, You must complete the setup wizard before you can start

using the Servant Keeper Check-In system.

When you are ready to start the setup process, dick Continue.

Continue > Cancel

14. You will now see Step 1 of the wizard. In this step you will need to click [Browse] to find and select
your Servant Keeper 6 database on your Server computer. When a valid “Servant Keeper 6” folder has
been selected, you will see a message saying “The folder contains a valid installation of Servant
Keeper”. Click the [Continue] button on proceed to the next step of the wizard.

a. If you are unable to locate a valid “Servant Keeper 6” folder, you will need to contact your
Network Administrator for further assistance.
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Servant Keeper C

Welcome
Step 1
Step 2
Step 3
Step 4
Step 5
Final Step

Step 1

Click browse and choose the location of Servant Keeper on your computer or network.,

Review the path below and if it's blank or invalid, click browse then choose the
location of Servant Keeper 6.

Servant Keeper & Program Folder

R

Search for Servant Keeper

The folder selected contains a valid installation of
Servant Keeper.

Please Note: If you are not sure where Servant Keeper is ins
with your computer administrator.

< Back

15. In Step 2, you will connect your Servant Keeper Check-In program to the Servant Keeper Check-In

database. Click the [Browse] button and find the location of your Servant Keeper Check-In database

file on the Server. If you browse through your mapped drive (created at the beginning of “Step 3”), the
correct location should appear as “X:\Servant Keeper Check-In\db\CheckInV1.ckl1db”, where “X” is the
drive letter you selected for your mapped drive. Click [Continue] to proceed.

Note: You can test the settings you selected by clicking [Test Database Connection]. If your connection

is correct, you should get a message stating that “a connection to the database was made successfully.

Servant Keeper C

Welcome
Step 1
Step 2
Step 3
Step 4
Step 5
Final Step

Step 2
Choose Check-In V1 database.

Review the path below and if it's blank or invalid, click browse then choose the
location of Servant Keeper Check-In Database File.

After choosing the database file make sure to click "Test Database
Connection”.

Check-In Database File
K:\db\CheckInv 1.ck1db

Browse...

The current database settings are valid. | Test Database Connection ]

< Back Continue > Cancel




16. In Step 3, you will choose from the list of Servant Keeper users which users you would like to transfer
to your Check-In program. This will allow the selected users to use their SK User ID and Password to log
into the SK Check-In program. Untag any users that you do not want to import and click [Continue].

Servant Keeper C

Welcome Step 3

Step 1 Setup Servant Keeper Check-In Users

Step 2

Step 3
Uncheck the users from Servant Keeper that you do not want to import

Step 4 into Servant Keeper Check-TIn.
Step 5

Servant Keeper Users

Final Step JIBETTY W

| ED

o JOHN Tag Al

V1 1oy
| KELLY Reverse
V1 MIKE
J SARAH
V1 Tom
il

Please Note: All users for Servant Keeper are checked by defaft and you need
to have at least one user checked to continue.

17. In Step 4, you have the option to authorize all head of households and spouses in each family. If you
check this box, it will allow the head and spouse in each family to check in & out the members of their
family. If you uncheck this box, you will have the option to manually authorize one family at a time.

Servant Keeper C

Welcome Ste[) 4
Step 1 Authorize Head and Spouse in each family,

Step 2

Step 3
b Check the checkbox below to allow the setup wizard to authorize the head
Step 4 and spouse in each family to use the check in/out system for their family.

Step 5
Final Step

b |/ | Authorize the Head and Spouse in each family

This will allow the head and spouse in each family to chedk in and out the
members of their family, It does not allow them to chedk infout people in
other families.

To setup additional authorization you can use the Authorization Manager in
Servant Keeper Chedk-In once the setup wizard is finished.

< Back Continue = Cancel
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18. Step 5 gives you the options to choose the devices that you would like to use with Servant Keeper
Check-In. If you already have a USB Barcode Scanner, USB Magnetic Strip Reader, and/or a Printer
installed, you can select it/them at this time. After you have selected the appropriate options, click
[Continue] to proceed.

Servant Keeper C
Welcome Ste[) 5
Step 1 Choose the devices to use with Servant Keeper Check-In,

Step 2
Step 3

Choose the barcode scanner, magnetic strip reader, and label printer to use
Step 4 with Servant Keeper Check-In.

SEDS Choose the USB Barcode scanner:

Final Step [ v]

Choose the USE magnetic strip reader:
[ *]

Printer Options

@ No Printer  (7) Dymo () Zebra/Godex

< Back Continue = Cancel

Note: If you have not yet installed your devices for the previous step, you will be able to add them at a
later point by logging into Servant Keeper Check-In and selecting “System Options” under the
Application Menu.

19. On the Final Step, you have the option to review your settings before completing the Setup Wizard. If
everything looks correct, choose the [Finish] button to apply your settings.
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Servant Keeper Cl

Final Step
Step 1 Complete the Servant Keeper Check-In setup wizard.

5 3
52 4 ‘Review the settings below before you click Finish, H

Step 5 Servant Keeper Folder:
EH
Final Step W

Database File:
K:\db\CheckIn 1.k 1db

»

Servant Keeper Users:
BETTY W

BILL

ED

JOHN

oy

KELLY

MIKE

SARAH

TOM

¥

m

Authorize Head and Spouse: Yes

20. If you chose to authorize all Head of Households and Spouses in Step 4, you will now see Check-In

authorizing those individuals. Depending on the size of your database, this step may take a few
minutes.

ﬂ YCton O S TR

?’roc_éssing Wizard Settings... Please Wait..,
_nio#nbocs E6lo.

Spouse

e Please Wait...
" Records Processed: 126

| 4
A = — = |

21. When the Setup Wizard is complete, you will receive a message asking if you would like to run Servant
Keeper Check-In. Click “Yes, run Servant Keeper Check-In" if you are ready to open the program.

"‘ Authorizing Head of Household and
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- R
Setup Wizard Complete 0

-

| The setup wizard completed successfully.

* You are now ready to use Check In. To
view and change options, click the System
Options button located on the application
menu. Do you want to run Servant Keeper
Check-In now?

é‘r’es. run Servant Keeper Check-In

< No, do not run Servant Keeper
Check-In

22. You will now see the Servant Keeper Check-In login window. You log in with any of the Servant Keeper
User ID’s and Passwords that you imported in “Step 3” of the Setup Wizard.

Ser"va _.:’7
Résources & |nc.
SErRVANT KEEPER
- -
J‘I’N Check-In
User ID |
‘ Login H Cancel ‘
Password
Show Keyboard |4
€1 Servant PC Resources Inc., ‘ - ) ‘
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