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Bottle Check-In: Staff Quick Guide
For staff helping guests check in bottles for shipment after a Build-a-Bottle event
	Guest check-in
	build-a-bottle.wine/check-in/

	Staff manager
	build-a-bottle.wine/check-in-admin/


Before guests arrive
Open the Staff Manager page and confirm the correct event is active. Then open the Guest Check-In page on the kiosk device. If the page says check-in is closed, do not collect guest information until the event has been activated.
How to support each guest
1  Match the bottle to the claim check
Give the guest the claim-check number attached to their bottle. Each number can be submitted only once.
2  Have the guest complete the form
The guest enters Name, optional Company, U.S. shipping address, email, phone, and the two required confirmations.
3  Review before submitting
Ask the guest to confirm the street address, apartment/unit, city, state, ZIP code, email, phone, and claim-check number. Corrections are easiest before submission.
4  Submit and hand off the laptop to the next guest
After submission, a confirmation appears for about five seconds. The form then clears and returns to the top for the next guest.
Quick troubleshooting
	What you see
	What to do

	“Check-in is not currently open”
	Ask the event manager to confirm the active event in Staff Manager.

	Duplicate claim-check error
	Recheck the number on the bottle. Do not reuse another guest’s number.

	Human-verification prompt
	Have the guest complete the on-screen verification, then submit normally.

	Submission seems slow
	Wait for the confirmation. Do not repeatedly press Submit.

	Confirmation does not clear
	Wait five seconds. If it remains, refresh the Guest Check-In page before the next guest.


Privacy: Do not write down, photograph, or share guest addresses. Keep the kiosk on the Guest Check-In page and make sure the prior guest’s form has cleared before handing it to the next person.
Build-a-Bottle event support  •  707-300-6520  •  dave@winesavage.com
