
 
Setup a Kiosk check-in service 
What is Kiosk check-in? 

Kiosk check-in is a simple form to help staff record a visitor’s first name, family name 
and contact phone number electronically on the venue’s device. It is linked to a 
defined location or area at your venue, registered with the Victorian Government QR 
Code Service. 

The form can be set up on any device with a modern web browser, such as a 
desktop, laptop, tablet or mobile phone – whatever is most suitable to your venue. 

How do I set up Kiosk check-in on my device?   

To set up Kiosk check-in for your venue, follow these steps: 

Step 1: Log in to the Victorian Government QR Code Service. 

Step 2: Select the location / area of your venue where you would like to have Kiosk 
check-in available. This could be an existing location / area or a new one created for 
this purpose. 

Step 3: Nominate a Kiosk Contact, by clicking on the pencil icon to edit the screen. 

Step 4: Enter the Kiosk Contact details. 

• If the location contact details are the same for the Kiosk Contact, tick the 
'Copy existing location contact details' checkbox and select 'Save'. The 
contact details will be copied across automatically. 

• If you would like to nominate a different Kiosk Contact, enter their details in 
the Kiosk Contact details section and select 'Save'. 

The Kiosk Contact will receive an email with an 8-digit Kiosk code and instructions 
for setting up Kiosk check-in on your selected device. Ensure that your device is 
online. 

Step 5: Visit the Kiosk check-in on your device and bookmark the link in your 
browser. 

Step 6: Enter the 8-digit Kiosk code we sent to your Kiosk Contact and select 'Next' 

Step 7: Enter the Security Code (a one-time password that is emailed to the Kiosk 
Contact after they enter the Kiosk code) and select 'Verify'. 

You will be shown a success screen letting you know that your device is now ready 
to check-in visitors who are not able to check themselves in using the Service 
Victoria app. 

https://busreg.covid19.dhhs.vic.gov.au/s/login/?ec=302&startURL=%2Fs%2F
https://www.service.vic.gov.au/business/kiosk-check-in


Make sure you apply the same hygiene rules as in any high-touch area. 

To check-in a visitor: 

• go to the Kiosk check-in 
• click 'Open check-in' to start to register your visitor’s details (ensure the device 

is online)  

• enter the visitor’s name and contact phone number (mobile or landline) 
• Select 'Check-in to this location'. 

A confirmation screen will appear, and the visitor’s details will be removed 
immediately from the screen. These will not be stored on the device. 

Once set up, access to the Kiosk check-in service will be remembered on your 
device (even if you turn the device off) so that you won’t need to set it up each day. 

To support this: 

• bookmark the Kiosk check-in 
• ensure your device is not in incognito mode and has cookies on. 

Will a visitor's details be auto-filled from their device? 

We have disabled autofill for most browsers when you access the Kiosk check-in on 
your device (for example, Chrome, Firefox, Microsoft Edge and Android). 

For venues using Mac OSX (desktop) with Safari browser 

If using an iCloud account connected with Address Book and a pre-saved profile, 
contact information will display as an autocomplete suggestion. This is a browser 
feature we can't switch off. 

To stop the browser from auto-filling, go into iCloud settings and untick 'sync 
contacts'. This will stop the browser populating auto suggestions. 

For venues using an iOS device (for example, iPhone or iPad) 

The device will display an autocomplete suggestion if a profile is saved on that 
device. This is a browser feature we can't switch off. 

To stop the browser from auto-filling in Safari, go to settings and untick each field 
that you would like not to be auto-filled. 
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