
How to Check-in and Check-out with vimigo?

Dashboard view – Check-in

Step 1: Head over to All Features Tab at the top of the website � Under Action 

list, click on vimiCheck-in.

Step 2: Click “Add Check-in”
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Step 3: Once the location is detected, click the "Check in" 

Step 4: You can click the refresh button if you are in another location and click 

“Check in”. 
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Phone view (Apps) – Check-in

Step 1: Tap on vimiCheck-in

Step 2: Once the location is detected, Swipe to the right to check in.
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Step 3: Fill in the notes if you want (Optional) and tap the “Save”.
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Dashboard view – Check-out

Step 1: Head over to All Features Tab at the top of the website � Under Action 

list, click on vimiCheck-in.

Step 2: Click “Add Check-in”
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Step 3: Scroll down and Click the “Check Out” to check out
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Phone view (Apps) – Check-out

Step 1: Tap on vimiCheck-in

Step 2: Scroll down and tap on the “Check-out” button to check-out.
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Step 3: Once the location is detected, Swipe to the left to Check-out.

Step 4: Fill in the notes if you want (Optional) and tap the “Save”.

8


