—x How to Use your SEEK Card

S E E K . 33"‘ % and
Subsidized EGWJMEduEaTion Tor Kids the POS Device

The following presentation

will guide you through the process of
swiping your child(ren)’s attendance into the
SEEK system.
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(oA Swipe Cards

Subsidized Early Education for Kids

Parents receive a magnetic stripe card, similar to a card
used in a credit or debit card reader. Each card has:
g
— A unique card number ";(k
— The cardholder's name Subsidized Early Education for Kids'

99999900 5110 4103
Anda Robs

.
.
NORTH CAROLINAM

* Cardholders must:
— Activate their card using the toll-free number provided with their card mailer
— Select a 4-digit PIN
— Maintain control of their card at all times
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If you haven’t already received your card, this is what the SEEK card looks like. Each
card has a unique number and the cardholder’s name embossed on the card. Only
the person assigned the card is authorized to use the card. If you need a second
card for a family member or friend to swipe your child in or out, you will need to
request an alternate card holder from your child care worker. This card will be in
the persons name and sent to your address. It is up to you to provide the card to
your alternate card holder. Please watch your mail for a plain looking envelope that
looks like it could be potential junk mail. You should receive your card in 7-10 days
after being determined eligible for Child Care Subsidy Services. If you have not
received your SEEK card within a month please contact your child care worker to
determine the reason why.



NORTH CAROLINAY

SEEK i Swipe Card

Subsidized Early Education for Kids

DO NOT WRITE YOUR PIN ON THIS CARD.

Customer Service: 1-877-766-2322
If found, retum to P.. Box 81129, Austin, TX 78708-1129

NCCCO0211  Ver.1.0
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When you first receive your SEEK card, you will need to call the 877 number on the
back of the card. Follow the prompts and select a 4-digit PIN number for the card.

Keep the pin number is a safe place in case you forget the numbers. Your SEEK card
will not work until this has been completed.
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Card Mailer

Subsidized Early Education for Kids

w Nerth Carelina

g
i
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With your card in the envelope, you will find a card mailer which will have printed
the 2-digit child number for each child authorized in your household. Please keep
the section of the card holder which identifies the 2- digit number for each child. If
you, the cardholder, do not know the child’s number, you will need to contact the
cardholder call center or your local DSS office to obtain the child number.



PN RECIPIENT RESPONSIBILITIES
Y FORM
Subsidized Early Education for Kids DC D-O 1 06

#6.

* | must use my SEEK card to record attendance
for my child(ren) using the Point of Service
(POS)device at my child care facility.

* If my child attends care without corresponding
attendance swipes on

+ The day of care, back-swipes must be
completed within 5 calendar days in order for my
provider to be paid for my child’s care.
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When you applied for Child Care assistance, part of the application process is signing the
DCD-0106 Recipient Responsibilities Form and receiving as copy for your records. In
regards to your responsibilities pertaining to the SEEK process, please refer to #6 as noted
on this slide.



3 RECIPIENT RESPONSIBILITIES

ol x FORM

RRRRRRRR OLINA
Subsidized Early Education for Kids

#6 continued

Choosing a Personal Identification Number (PIN)
for my card

Keeping my PIN private and not sharing my
SEEK card with others

Never leaving my SEEK card with my child care
provider

Immediately reporting to my child care worker if
my SEEK card is lost or stolen

°
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This is a continuation of #6 on the DCD-0106 Recipient Responsibilities Form pertaining to
your SEEK card.



M} Swipe, Swipe, Swipe

You must

use your SEEK card and the POS
device to record each of your
child(ren)’'s attendance when you drop
your child(ren) off and pick them up.
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It is recommended that you review your copy of the Recipient Responsibilities Form.

Keep swiping — even if you receive a message that states “Authorization Not
Found”. If you receive this message (Authorization Not Found) please contact your
child care worker.



CHANGE OF
SEEK A PROVIDERS

If you need to change providers there is no need for a
new card. This card will be modified behind the scenes
to discontinue your current provider and authorize your
new provider.

2014 NC Division of Child Development and Early Education
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A Card Possession

Subsidized Early Education for Kids

Your child care provider and staff are not to
take possession of your SEEK card for any
reason
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It is considered fraud for anyone other than the assigned cardholder (you) to use the SEEK
card.
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~SEEK 22" POS Device

Subsidized Early Education for Kids
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This is what the POS device looks like. Your child care facility should have a device that
looks something like this one in the picture. Depending on the size of the facility that your
child is attending, your provider may have more than one POS device.
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POS Card Slot

Subsidized Early Education for Kids

Card Slot
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Let’s take a look at the different parts of the POS device. This is the card slot where
you will be swiping your card —just like at a POS machine at the grocery store or in a retail
store.
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POS Screen

Subsidized Early Education for Kids

Screen
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Continuing with the overview of the parts of the POS device. This is the screen where you

will see the prompts for checking your child(ren) in and checking out each day.
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SRS Ak POS Number Key
Subsidized Early Educulio: for Kids * Pad

Number Key Pad
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These are the number keys you will use to enter the child’s number, dates and time when
completing a previous swipe in or out.
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Subsidized Early Education for Kids

Cancel Key, Back Key,
Enter Key

2014 NC Division of Child Development and Early Education
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These three keys at the bottom are used to cancel a step (red button), enter a step (green

button) or backspace (yellow button)
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- a POS Paper Slot

Subsidized Early Education for Kids

Paper Slot
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This is the paper slot, where the receipts will come out of the machine. After you
have completed your swipe, and have entered the information it is your
responsibility to look at the screen and the receipt. This is to ensure that your

swipe was accepted. Speak with your provider about his/her individual procedure
regarding the receipt.
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A POS — Check In

Subsidized Early Education for Kids

Sat 09/°08/07 12z44pm

SWIFE CARD to Begina

~-0-C

Provider Options F4
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Now we are going to look at how each of the swipes are performed by you, the cardholder.
We'll start with a basic Check-In. When not otherwise in use, the default screen always
says “SWIPE CARD to begin” You will need to line up your card with the black stripe facing
the machine and run the card through the card slot on the side of the machine.

16



T POS - Enter 4 Digit

.
Subsidized Early Education for Kids' I I n N u I I I be r

PIM Mumber Regquired
Please EMTER PIM...

W O E

[kl — Exit

~-0-C

2014 NC Division of Child Development and Early Education
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You will be asked to enter your 4 digit PIN number using the keypad and when completed
press the green enter key.



e CARDL.NA»"”'"""""""-‘i."*t POS — SeleCt
M* Attendance Type

Attendance Type?
1-Check In
2=Check Out
2-Prew Check In
4-Prey Check Out

~-0-C

Main
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You will then be prompted to select the type of attendance transaction that you want to
perform — check in, check out, previous check in, previous check out. You will do this by
selecting the number of your choice on the number key pad. For checking in and out on
the actual date you do not have to enter a date. This is one reason that it is a must to check
the screen or the receipt when it prints to ensure you have an approved check in and out

for each day. Let’s start with a check in. Press the #1 button and then press the green
enter key

18



eareseis (0 POS — Enter 2 digit
SEEK A% Child Number

Check In @D,
Enter Child 1 #= - (F2)
[Main (F4)
=
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This is where you would key in the appropriate child number and press the green enter
key. On your card mailer it tells you each of your child(ren)’s numbers. Refer to slide # 3. If
you do not have your card mailer, contact your child care worker.

Note: If entering more than one child, enter the next child number and press the green
enter key. When finished entering the children, press the green enter key again.



"‘t POS —Receive

SEEK A Response From SEEK

Check In
APPROVED

Printing Complete.

~-0-C

<4< Press Any Key *>
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You will need to wait for an authorization. The system displays “CONNECTING” then

“PROCESSING”, followed by an approved or denial message. The POS device will
automatically print out the receipt.

If the machine is not plugged into a data source — phone line or internet connection, or the
phone line is in use or the data line is otherwise busy, the device will STORE the swipe and
try to access a connection every 30 seconds until it successfully sends the transaction.

20
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A POS — Check Out

Subsidized Early Education for Kids

Sat 09/°08/07 12z44pm

SWIFE CARD to Begina

~-0-C

Provider Options F4
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To check out, the screen starts out the same way — Swipe card to begin.
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T POS - Enter 4 Digit

.
Subsidized Early Education for Kids' I I n N u I I I be r

PIM Mumber Regquired
Please EMTER PIM...

W O E

[kl — Exit

~-0-C

2014
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You’ll note that the process is basically the same for each type of attendance transaction.
Enter the 4 digit PIN number and hit the green enter key.



szt a0 POS — Select
. *

SEEKﬁﬂ' Attendance Type

Attendance Type?
1-Check In
2=Check Out
3-Prew Check In
4-Prey Check Out

~-0-C

Main
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Select 2 for Check Out, press the green enter key.



szt a0 POS — Enter 2 digit
SEEKsAY: Child Number

Check Out @D,
Enter Child 1 #z _ _ (F2)
[Main (F4)
=
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You would then key in child number and presses the green enter key.

Note: If entering more than one child, enter the next child number and press the green
enter key. When finished entering all the children press the green enter key again.



"‘t POS —Receive
» *

SEEK AT Response From SEEK

Check Out
APPROVED

Printing Complete.

~-0-C

<< Press Ang RBey >»
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You need to wait for an authorization. The system displays “CONNECTING” then

“PROCESSING”, followed by an approved or denial message. A receipt will automatically
print out.



x Why is Previous Check
ol m AN CTAR In and Out Necessary

NORTH CAROLINAY

« There are many instances when a previous check in
would be used:

« If you have a school aged child who only attends after
school, you will need to complete a previous check in prior
to checking your child out.

* If someone other than you drops off your child, you will
use a previous check in prior to checking your child out
that day.

« If your child(ren) are bussed to and from the facility, you
will need to go into the facility once every five days to
perform previous check-ins and check-outs.
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A regular check out can be completed after you enter the previous check in if it is on the
same day. If you have more than one child at the facility, you will need to do this for each
child.

If you do not complete this procedure, your child’s attendance will not be recorded.
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M
Subsidized Early Education for Kids

Time Frame for Previous
Check In and Outs

« Cardholders have FIVE days to perform
a previous check-in or check-out.
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Subsidized Early Education for Kids I n

e POS — Previous Check

Sat 09/°08/07 12z44pm

SWIFE CARD to Begina

Provider Options F4

2012

NC Division of Child Development and Early Education

~-0-C
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Now, let’s look at a previous check in.

To perform a previous check i

n, you will swipe your SEEK card.

28
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Subsidized Early Education for Kids

*

& POS - Enter 4 Digit
Pin Number

PIM Mumber Regquired

Please EMTER PIMuaa

W O E

[kl — Exit

2014

NC Division of Child Development and Early Education
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Enter the 4 digit PIN and press

the green enter key

29



szt a0 POS — Select
. *

SEEKﬁﬂ' Attendance Type

Attendance Type?
1-Check In
2=Check Out
3-Prew Check In
4-Prey Check Out

~-0-C

Main
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Select 3 for previous check in, press the green enter key .

30
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Y s POS — Enter Date

Subsidized Early Education for Kids

Prew Check In (F)
Datez 09/09 (F2)
Main (F4)
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On this screen you will key in the date for the Previous Check-in (MM/DD, Example 09/09)
using the number key pad then press the green enter key.

An example would be if your child does not attend before school and is bussed from the

school for after school care. You would need to complete this previous check in using
todays date.
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Y s POS — Enter Time

Subsidized Early Education for Kids

Prew Check In (F)
Date: 08/09 (F2)
Timez 08220
(F3)
Main (F4)
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You will then key in the time the child arrived (HH:MM, Example 08:30) then presses the
green enter key. Please enter the time that the child would have been swiped in on had it
been the actual date. So in continuing our example from the previous slide, the school age

child arrived at the facility around 3pm. You would use 3:00 pm as the previous check in
time.

Please note that you are mindful when entering the dates, make sure it is a day that your
child was in care at the facility and not a weekend, holiday or inclement weather day
when the provider was actually closed.
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SRS Ak POS — Select AM or
Subsidized Early Educulio: for Kids! * P M

Prew Check In (F)
Dates 05/07 (F2)
Timez 08220
(F3)
1-aM / 2-PM
Main (F4)
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On this screen you need to select 1 for AM or 2 for PM. Hit the green enter key.
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szt a0 POS — Enter 2 digit
SEEKsAY: Child Number

Prew Check In (F)
0a-s04/2009 OF=00pm (72)
Enter Child 1 #= - =
(F3)
Main (F4)
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On this screen you will key in the child’s number and then press the green enter key.

Note: If entering more than one child, enter the next child number and press the green
enter key. When finished press enter again.
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*i POS —Receive
» *

SEEKﬁ}E: Response From SEEK

Frev Check In
APPROVED

Printing Complete.

~-0-C

<< Press Ang RBey >»
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Wait for the authorization to appear on the screen. The system displays “CONNECTING”
then “PROCESSING” followed by an

approved or denied message. The POS device will automatically print out the receipt.



AW POS - Receipt

Subsidized Early Education for Kids

D01234567890123456789012345678301

Training Provider
Street 1
Anywhere; VA 11118
Phz 111-555-1234

Term#z S555SE555 2/15/10
Proviiz 123456789012345 9:30:z04am

#%% TRAINING MODE %%
Daily Transaction Receipt
For: 02/15/2010

Item #:z 1 * SAF STORED *

10/21/2009 08:28:22pm
CHECK IN

F. Lastname
Case ID: #: 1111111 Child #z01
DOB: 08/01/2001

APPROVED Tran#s 1001
F- Lastname

Case ID=z #: 2222222 Child #:02
DOB: 08/01/2001

DENIED Tran#:= 2001

Reasonz Authorization Expired

% TRAINING MODE wwm
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This is what a normal receipt will look like. The provider information is at the top followed
by the transaction that was performed. In this case, the cardholder checked in two
children — one was approved and the other was denied because the authorization expired.
This is why it is important to wait for the authorization and reviewing it on the screen or on
the receipt.
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¢ SWIPING TIPS
SEEK A FROM PARENTS

» First step is to keep the card in a handy place, some suggest leaving
the card in your car, in a cup holder or storage area where you can
grab it and go. Or take it out of your wallet and place it in your
pocket so it will be on you upon entering the facility.

+ Bring your child(ren) to their classroom or leave them in the
classroom until you have completed your swiping transaction. This
way you will not be distracted during the process.

+ If you were not able to swipe your child(ren) in or out and need to
complete previous check infout, document the days missed on a
sticky note or in your phone so you will have the correct days.
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Here are some tips and helpful hints from parents who have a SEEK card and have
been using the card daily.
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NORT

e, Questions or
Concerns

2014

* Please contact your Child Care
Worker
or
Cardholder Call Center
at
1-877-766-2322

NC Division of Child Development and Early Education
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