
 
 
 
 

Checking-in a Reservation 
 
Similar to Creating a Reservation, there are two methods available to check-in a reservation. 
Using the Check-in List works well if all of the neighbors visiting your distribution have 
appointments. Checking-in a Reservation by Household works well if only some of the 
neighbors have made appointments. However, please use the method that works best for you 
and your pantry. 
 
Please note that reservations can only be checked-in on the date the visit occurred.  
 

Using the Check-in List 
First, ensure that you have the current date selected under “Visit Date.” Then scroll down and 
click “Check-in List” under the “Events Today” section. 

 
 
A list of all the reservations made for that day will generate, including the time of the 
reservation, if your pantry requires the neighbor to specify the time they will arrive. When the 
neighbor arrives to pick up food, click the orange “Check-In” button by their name. 

 
 
 
 
 
 
 



 
 
 
 
Information about their reservation will pop-up. Click the orange “Next” button to continue. 

 
 
The system will walk you through the four tabs of information required with every visit: 1. 
Eligibility, 2. Signature, 3. Household Info, and 4. Finish Visit. Depending on if the neighbor has 
visited your pantry before or not, you may have to enter further information about them. For 
more information on these pages, please reference the Adding a Visit document. 
 

Checking in a Reservation by Household 
Alternatively, you may check-in a reservation by searching for the neighbor, as described in the 
Adding a Visit document. Once you find the right record, click the orange box that says 
“Check-in.”  

 
 
Information about their reservation will pop-up. Click the orange “Next” button to continue. 

 
 
The system will walk you through the four tabs of information required with every visit: 1. 
Eligibility, 2. Signature, 3. Household Info, and 4. Finish Visit. Depending on if the neighbor has 
visited your pantry before or not, you may have to enter further information about them. For 
more information on these pages, please reference the Adding a Visit document. 
 


