Checking in at the booking panel
The panel is the only check-in that proves somebody was at the door. What it offers is decided by two separate screens, which is why a button can go missing.
2026-09-21   ·   https://offision.com/help/en/booking/check-in-at-the-booking-panel/
The panel outside the door is the only way of checking in that proves somebody was
physically there. Everything else — the app, a QR code, a sensor — can be satisfied
from somewhere else in the building, or from home.
{/* Product photo shipped with the app, not a captured screen — hence no figures:
    entry. Source: Web/offision-application/assets/images/players/qbic_room_panel.png */}
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A booking panel by the door. What it offers follows the room — this one is free, so it offers a walk-in.
What the panel offers changes with the room's state
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A booking that is never checked into does not stay booked — it leaves by a different door.
While a booking is waiting, the panel shows Check in. On the Meeting
assistant the same wait is a screen of its own, which puts the no-show deadline
on the clock — the remaining time under the word Auto-release, drawn from the
policy's Can check-in after (in mins). It is the only place the product
counts that deadline down.
Do not confuse it with the Auto-release in badge in the room booking panel's
corner. That one is the occupancy sensor's, it appears only once a booking is
in use, and it is counting down to releasing a room that has gone empty —
Keep the room when the sensor says it is empty.
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Waiting: the panel offers Check in.
Once checked in, the same panel offers End now and Extend. On a free room it
offers Walk in instead — and a walk-in never needs checking in, because whoever
pressed it is standing there. Setting that up is
Let somebody take a free room at the panel.
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In use: the same booking, one check-in later — now End now and Extend.
The next meeting can check in while this one runs
Somebody arriving at 10:45 for an 11:00 meeting is already inside the check-in
window, but the room is still in use — and until 4.5.18 the panel offered them
nothing, so at 11:15 their booking released itself for a no-show.
Now a line appears under the action buttons as soon as the next booking's window
opens: its start time, its subject, and Check in. Tapping it checks that
booking in from where the person is standing; the button becomes Checked in
and the line stays until the room turns over. It is drawn on the Scheduling and
Center designs.
Checking in early this way does not cut the meeting still running short. The new
booking's start lands at the end of whatever is holding the room, never before
it — see How check-in and no-show work.
Two screens decide what it asks for, and neither is the policy
This is the part that produces "the button has disappeared" reports, because the two
screens live in different sections and either one can remove a button the other
enabled.
User identify settings decides, for the whole organisation, which credentials
prove who somebody is: QR code, Staff Card, User passcode, Booking
pin and Face identification. At least one must stay on. Setting up the card
one end to end is its own page —
Check in by tapping a staff card.
Where in Offision: admin app → device/check-in-method (Check-in method)
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The methods a panel may ask for, set once for the organisation.
Where more than one is enabled, the panel asks which before it asks for anything
else. Where exactly one is, it goes straight to it.
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With several methods enabled, the panel asks which one first.
The booking panel configuration then decides, per panel, whether the buttons
appear at all — Show check-in button, Show check out button, Show extend
button, and whether each needs a confirmation tap.
Where in Offision: admin app → device/booking-panel/configuration (Panel configurations)
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A panel can be told to hide a button the organisation has enabled.
So a panel with no check-in button is usually not a broken panel. It is a
configuration that hides it, a policy that does not require check-in, or a room with
nothing to check into.
Attendees are a separate permission, twice
Only the organiser may act on a booking unless the resource's policy says otherwise,
and it says so in two places that read almost identically:
1. Allow attendees to check-in / check-out / extend at the booking panel — the
panel.
1. Allow attendees to check-out / extend in User Portal & check-in via QR — the
app, and note that the app version grants check-in only by QR code.
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The two switches, one above the other: the User Portal one, then the booking panel one.
They are independent. Turning on the app one does nothing at the door.
An outside attendee has no credential:
Someone from another company has no staff card, no passcode and no account for a QR
code to match. The booking pin is the one method that identifies the booking
instead of a person — see
Let outside attendees check in with a booking pin.
What it does not control
1. Who may book the room. A person can be allowed to check in and not allowed to
book, and the other way round.
1. Whether check-in is required at all. That is Require check-in on the
resource's policy — see How check-in and no-show work.
1. Opening the door. Where a panel is wired to a lock, unlocking is a separate
action that rides along with check-in; a panel with no access hardware still checks
people in perfectly well.
1. What the panel looks like. Skin, logo and idle screen are the panel's design
settings, not its check-in behaviour.
1. Whether the panel can reach the server. Checking in needs the server. A panel
on a broken link keeps showing the day but cannot take a check-in, and nothing is
queued for when the link returns — see
A booking panel keeps running when the network drops.
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Meeting Room Booking Tips

Book your meeting rooms in advance to ensure
availability. Don't forget to check in when you
arrive!





bfd90a43e74ae9c00c3dd1e1c6b9ef2adad20d86.png
QR code

Scan QR code thugh User Portal o valdae dentty L
0 QR Codestyle Colorful ~
Staff Card

B0 ot card o cor scamner o tdte ety L

User passcode

Input user passcode to validate identity. Check-in pin can be changed in User Portal setting

+es  Booking pir

L
It bokingpin o pertor bokig octon s rganzer, -«
L

¢ Face identification (BETA)
Users can upload up to three photos in advance for face identifcation. They can then use the camera panel toidentify individuals during check





3ee9d4ff2dcd5853bd5d55de8339e3fa6855bb71.png
Choose authentication method

B =

QR code Booking pin




960c65c4c40a55106a60ada76f3d622ba916ba9c.png
® Available @ Short available  ® Waiting checkin @ In use

S5 Monitoring >
< Panel config / Use a booking
s+ Other >
ao Show QR Code for booking
® Information S Display a QR code for booking, allowing users to book / checkin  extend directly i the User Portal
Pe—— % Show walk in button
LD Booking panels B &+ Allow visitor walk-in booking

Require confirmation for walk-in

] Show check-in button

[> Show check out button

Show extend button

8§ 88°2°28 38





f81471e45e8d3032453af7efb2255fabedb08a22.png
4 Lo Foromcming hooking, Gutorealicaly Cancel i MGG CCONTICRS GRer S many N
consecutive no-shows. The organizer is warned one no-show before. Leave empty to disable. x

Check-In Required Policy

[} Show checkin button in User Portal

H enable.the checkn button'sshovninhe User Portal o usrscan chckin ey, L
Rules for booking, approval and check-in.

This setting may cause the no-show analytics become unreliable since user can check-
GENERAL in remotely

Basic > GPS check-in
Require people to be near the building

off >

@ Information >
RULES & LIMITS . Allow attendees to check-out / exten User Portal & check-in via QR
24 f nabld,crtendee con check-out o extend the booking o the UserPortl,ond checkiny @)
scanning the QR code
Booking policy >
® Booking time/date limit > Allow attendees to check-in / check-out / extend at the booking panel
If enabled, attendees con check-in, check-out,or extend the booking on the booking-panel device —no @)
. needt 1o wt for the organizer.
& Checkinfout >
o Take attendance Notallowed ~
@ Create/Edit booking 5 =" Choose whether bookings on this resource can take ttendance.
=" channel
APPROVAL & PRIVACY During the booking
E9 Booking Approval > Allow early check-out
-, Whenthis is enabled,the system wil show-up a End now button or user to check-out eafer When this
) B e e sk il ot be cllowed o st wil el ctoraaly it e D)
B Booking host > resource at the end of the booking.
B Confidentiality > Allow user on-site extend the booking L ]
ADVANCED Allow cancel while waiting check-
{5 When s s i, the ranzercon sl concl  bookin e hackin window s cpened When gy
B Email > this s disabled, the booking can no longer be cancelled once check-in starts, So a missed booking is
@ Delete

& " 4




f902e5155976412b4f7c87bd70eab117892c2e22.png
Rooms - Sun =

Walk in





908ae6a7821a7b3a08c930e894640365d092557a.png
o)

window opens somebody checks in

Waiting f
Booked arting ‘or In use
check-in

nothing to do yet End now - Extend
the panel asks

l deadline passed

No-show

the room goes
back

¥




7d4a49f3de81555385b466fc27f45889e11c41df.png
Meeting Room C

42w W 9

Design review

€ Capture

Check in ) A1 Other rooms

12:37 PM

@ Today < 17,Aug (Mon) >

12:37 PM
In progress
1:00 PM Until 132 PM
2:00 PM
" Announcements 42 hours ago

Meeting Room Booking Tips

Book your meeting rooms in advance to ensure
availability. Don't forget to check in when you
arrive!





