
H-GAC Employee Check-In App 
Step 1 

1. The employee accesses the Employee Check-In App via a web browser. 

a. For our app, the employee must be connected to the H-GAC VPN. 

Step 2 
1. The employee clicks/taps on the box corresponding to their name in the displayed list of staff. 

a. They can either scroll through the list or enter their name in the search field, which 

updates the list of names displayed after each letter is typed. 

 

Figure 1: Step 2 



 

Figure 2: Step 2 – using the name search feature 

Step 3 
1. The employee reviews the health screening requirements and provides a Yes or No response to 

the question “Are you experiencing any of these signs or symptoms?”. 

a. If Yes is selected, a confirmation pop-up is displayed, asking the employee to confirm 

their response. 

i. If Yes is selected again: 

1. The check-in process is ended. 

2. A page confirming their response and display guidance is shown. 

3. The health screening response is recorded in the check-in log. 

ii. If no is selected, the check-in process continues. 



 

Figure 3: Step 3 



 

Figure 4: Step 3 – confirming that you are experiencing symptoms pop-up 



 

Figure 5: Step 3 – failed health screening confirmation 

Step 4 
1. The employee enters their scheduled start time. 

a. A time must be provided to continue the check-in process. 

b. The time entered must be after an established earliest start time. 



 

Figure 6: Step 4 



 

Figure 7: Step 4 – enforcing start time restriction 

Step 5 
1. The employee enters their scheduled end time. 

a. A time must be provided to continue the check-in process. 

b. The time entered must be after the entered start time. 

c. The time entered must be before an established latest end time. 



 

Figure 8: Step 5 



 

Figure 9: Step 5 – enforcing end time restrictions 

Step 6 
1. A final review page is shown, which displays the following information for the employee to 

confirm: 

a. Their name 

b. Their department 

c. The floor they are assigned to 

i. The employee is given the option to indicate that they will only be in the office 

to attend a meeting on the second floor. This will allow the employee to check-

in and not have their check-in count towards the capacity limit of their assigned 

floor. 

d. Their scheduled start and end times 



 

Figure 10: Step 6 

Step 7 
1. If everything is correct, the employee clicks/taps on the Complete Your Check-In button. 

Step 8 
1. A check on the floor capacity is conducted: 

a. If the floor capacity limit has not been reached, the employee is now checked-in: 

i. The check-in process is ended. 

ii. A confirmation page is displayed, identifying who the Director of the Day is. 

iii. A confirmation email is sent to the employee’s work email account. 

iv. The check-in is recorded in the check-in log. 

b. If the floor capacity limit has already been reached: 

i. The check-in process is ended. 

ii. A page indicating that the employee cannot come into the office is displayed 



 

Figure 11: Step 8 – successful check-in 



 

Figure 12: Step 8 – floor is already at capacity 


