
Quick Start Guide 

Step 1
From the Check-​In List you can easily 
add a reservation for a neighbor who 
already exists in the system. Start from 
the "Neighbor Search" Tab.

Step 2

This search box works the same as the 
search box on the home screen. You can 
search by Alt. Id, Address, Date of Birth, 
Name, or Phone Number. This search will 
show neighbors who are already in the 
system.

Add a Reservation -  
Returning Neighbor

Step 3

Click the "Reserve" Button
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Step 4

Step 5
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1. Choose the correct Primary Service (there may
only be one option)

2. If there are time slots, choose the correct one. 
If there are no time slots you will not see this 
option

3. Click Next

A pop-​up will appear confirming that the reservation has been added. A 
confirmation text or email will also be sent to the neighbor if they selected Ok 
to contact when they provided their email address or phone number on the 
Household Info screen. The Agency Main Location’s phone number will be 
used as the contact number in the follow-​up text/email. A text/email will be 
sent to neighbor each time a reservation is made.


