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Options for check in 
 

Mobile App     -  page 3 

This is the preferred method of managing your check in and contact recording 

 

TXT Message check in   -   page 5 

This method records your check in and out but you need to keep a diary of your contacts. 

 

Computer     -   page 6 

This method utilises the web version of the Mobile App, you can do this form your own computer or any of the 

Polytechnic computers on campus. 

 

Questions     -  page 7  

 

Issues     -  page 7 
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Mobile App 

All Otago Polytechnic Staff and Students can download and make us of this app during Alert Levels 4, 3 & 2. 

To install the app follow these steps. 

Apple Android 

1. From your device go to your app store.  
If you are reading this on your mobile device you 
can click your link below. 

Apple devices: 

https://apps.apple.com/us/app/power-

apps/id1047318566 

 
Go to step 2 or 3 

1. From your device go to your app store.  
If you are reading this on your mobile device you 
can click your link below. 

Apple devices: 

https://play.google.com/store/apps/details?id=co

m.microsoft.msapps&hl=en 

 
Go to step 2 or 3 

 

2. Search for the app “Power Apps” the icon looks like this 

  
 

3. When you open the Power Apps – App for the first time it will ask you to sign in with your work or school 

account. This is your normal OP login you would use to access computers on campus.  

For example:  

For staff if your name is Mike Smith, your username would be something like msmith@op.ac.nz or smithm@op.ac.nz  

 

For Students if your name is Mike Smith, your username would be something like smithm2@op.ac.nz  

Note it will not have the domain student.op.ac.nz, this is just for your email  

 

4. Once you have logged in you will see the Checkin app, tap the app to get started.

 

  

https://apps.apple.com/us/app/power-apps/id1047318566
https://apps.apple.com/us/app/power-apps/id1047318566
https://play.google.com/store/apps/details?id=com.microsoft.msapps&hl=en
https://play.google.com/store/apps/details?id=com.microsoft.msapps&hl=en
mailto:msmith@op.ac.nz
mailto:smithm@op.ac.nz
mailto:smithm2@op.ac.nz
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1. The mobile app uses your device GPS to check 
you are on campus. You must allow access to your GPS 
for the app to work. Please tap “Allow while using the 
App” 
 

 
 

2. You need to enter your mobile number 
and a check in location to “check in” to a site. You 
must also be physically on campus, otherwise the 
app will tell you, you are too far away or haven’t 
allowed access to your device GPS. 

 

 

Device Functions 

The app has three main functions 

Check in Record a Contact Check Out 

This simply records that you 
entered a specific building, but 
also tells us you are onsite. 
 
You need to be physically located 
on one of the campuses: 
 

• Dunedin 

• Cromwell 

• Bannockburn 

• Wanaka 

This screen allows you to keep 
record of your contacts through 
out the day. We would 
recommend you date your 
interactions as shown in the 
example. 
 

 

This simply records that you left a 
specific building, but it also tells 
us you are no longer onsite. 
 
You can check out from any 
location. 
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TXT Message Check in 

 

You need to register your mobile phone with the check in service.  

The green bubbles below illustrate what you need to do. The blue bubbles are what we will send you back. 

1. Register 

Send a txt message to 4191 with the word “Register” followed by your first and last name 

2. Check in 

3. Check Out 

Register Check in Check out 

 
To: 4191 
 
 
 
 
 

 
To: 4191 
 

 
To: 4191 

 

 

  

Register Sam Smith 

Thanks for registering 

From now on when you send a 

txt to 4191 use the keywords 

IN space Building Name 

If you’re not sure of the name 

of the building, ask around, of 

use the name on the door of 

the room you’re in. 

When you leave just txt OUT 

Thanks for keeping our 

campus safe 

In H Block 

Hi, thanks we have 

checked you into “H 

Block” remember to send 

a txt with OUT when you 

leave. 

Out H Block 

Hi, we have checked you 

out. 

Remember to check in 

again next time & stay up 

to date with OP COVID19 

info at: 

https://www.op.ac.nz/hu

b/student/coronavirus-

information 

https://www.op.ac.nz/hub/student/coronavirus-information
https://www.op.ac.nz/hub/student/coronavirus-information
https://www.op.ac.nz/hub/student/coronavirus-information
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Computer Check in 

 

The computer check in system is the same as the Mobile App only you utilise it on a computer. This can be one of the OP 

computers or your own. 

1. Go to http://checkin.op.ac.nz  

2. You may be asked to log in 

 

The App may ask you to sign in with your work or school account. This is your normal OP login you would use to access 

computers on campus.  

For example:  

For staff if your name is Mike Smith, your username would be something like msmith@op.ac.nz or smithm@op.ac.nz  

 

For Students if your name is Mike Smith, your username would be something like smithm2@op.ac.nz  

Note it will not have the domain student.op.ac.nz, this is just for your email 

 

Check in Record a Contact Check out 

You need to enter your mobile 
number and a check in location 
to “check in” to a site.  
 
 
 
 

 

This screen allows you to keep 
record of your contacts through 
out the day. We would 
recommend you date your 
interactions as shown in the 
example. 
 

 

This simply records that you 
left a specific building, but it 
also tells us you are no longer 
onsite. 
 
You can check out from any 
location. 

 

  

http://checkin.op.ac.nz/
mailto:msmith@op.ac.nz
mailto:smithm@op.ac.nz
mailto:smithm2@op.ac.nz


7 
 

Questions 

Q: What if I check into H block and then go home and forget to check out?  

A: Don’t worry about it, just check out as soon as you remember 

 

Q: What if I check into H block and then go into G Block, what do I do? 

A: As you walk between H and G Block, check out of H and check into G 

 

Q: I don’t have a lot of data on my phone, how much data does it use? 

A: The app doesn’t use much data, but you should be able to make use of our Wi-Fi while onsite, so you don’t have to 

use your own data. 

 

Issues 

Q: what is my username? 

A: your username for most staff will be a combination of your first and last names like Mike Smith = msmith@op.ac.nz 

or mikes@op.ac.nz  

 

Q: My mobile device is old and doesn’t like the app 

A: Use the TXT message check in option or the computer check in option 

 

Q: I don’t have the internet at home or in my location and the app wont download 

A: Download the app when you get to campus using our wireless internet 

 

Other issues 

The Service desk is open to support you 

• They are physically located in H107 (in the HUB) on the Forth Street campus  

• Call them on 0800 POLYIT 

• Email them on servicedesk@op.ac.nz  

mailto:msmith@op.ac.nz
mailto:mikes@op.ac.nz
mailto:servicedesk@op.ac.nz

