
 
 

 

CLICK on “Visitors” STEP 1 STEP 2 CLICK on “Check-in” STEP 3 Fill in your details 

Your first name 

Your family name 

Your mobile number 

Staff member’s name 

Example “English class 

STEP 4 

Collect ticket 

IMPORTANT: 

Keep ticket.  

You will need it 
to Check-out. 

STEP 5 
STEP 6 

Visitor CHECK-IN guide 


