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Subsidized Early Education for Kids'

NC SEEK
Phase 1
Time & Attendance
Pilot

This training pertains to NC SEEK Phase 1 Time & Attendance. This phase of SEEK was
implemented back in 2011 and is the current phase in place today. If you possibly
remember and/or had the opportunity to attend the most recent Provider Awareness
Sessions, these sessions were pertaining to NC SEEK Phase 2 Payments. At this time, NC
SEEK Phase 2 Payments has been redirected. Further information regarding Phase 2 will be
forthcoming in the future. In order to prepare for the coming Phase 2, DCDEE is working
with (6) counties that volunteered to be a part of the Pilot for NC SEEK Phase 1 Time &
Attendance. This training will be geared towards the tools that will better assist you as a
Provider in properly swiping and maintaining Time & Attendance.
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All Providers in the selected (6) Pilot Counties (Alamance, Alexander, Guilford, Harnett,
Johnston, McDowell) were mailed out the following letter as of January 7, 2014. The letter
explains the purpose and focus of the SEEK Time & Attendance Pilot as well as gives the
specific dates and times that Training regarding the Pilot will occur as well as contacts if
there are questions.

If you have not received this letter, please contact your local County DSS Staff Member.



&

Notth Carolina Department of Health and Human Services
Division of Child Development and Early Education

Pat McCrory Aldona Z. Wos, M.D,
Governor Ambassador (Ret.)
Secretary DHHS

Robert W. Kindsvatter

Director

January 2, 2014
Dear Provider,

The purpose of this letter is to inform you of important information regarding Subsidized Early Education for Kids (SEEK) in
Alamance, Alexander, Guilford, Harnett, Johnson and McDowell Counties.

These six counties are part of a pilot. The pilot will be implemented in two phases. Changes detailed below will become
effective in Alamance, Alexander, and Johnston Counties on January 1, 2014. The changes in the remaining 3 counties,
Guilford, Harnett, and McDowell, will become effective on February 1, 2014.

On the effective date attendance will be reported through the daily swipe infout process for children enrolled at your facility
to ensure accurate payment. Beginning with the service month of January 2014 in Alamance, Alexander, and Johnston
Counties and February 1, 2014 in Guilford, Harnett, and McDowell Counties provider payments will be calculated using
swipe data from the POS machine. Providers are responsible for working with the parents of children enrolled in their
facility to ensure that parents are swiping the SEEK card each day to record their child’s attendance. Payment will continue
to be based on enroliment including up to 10 days of absence just as it is today. When discrepancies are found between
swipes and the paper attendance you submit, research will be completed to determine why the discrepancy exists before
payments are made.

You will find it helpful to view the PowerPoint presentation from the SEEK Awareness Phase | Refresher sessions. This
presentation can be found on the Division's website at http:/ncchildcare.nc.gov. Once you have entered the site, select the
SEEK tab and then "Awareness Sessions for Child Care Providers". Other information about SEEK can also be found on
the Division's website. If you have questions that were not answered in the Provider Phase | Refresher presentation, please
contact the Xerox Provider Call Center at 877-606-2776.

Please be advised that if you have been using the POS machine without paper, the memory may be full. This will cause the
machine to malfunction and no longer accept swipes. For this reason, it is recommended that you operate the POS
machine with paper. Information regarding this can be found in the presentation referenced above. Representatives at the
provider call center can assist with clearing the memory to ensure your POS machine begins accepting swipes.

In January 2014 there will be three live webinars for providers. You may wish to obtain more information about the SEEK
pilot by attending one of these webinars. These webinars will be held on January 14 from 1-3 PM, January 15 from 4-6 PM,
and January 16 from 10-12 AM. You can access the webinars at hitps.dhhs.ncgoveonnect.comfims by clicking on “enter as

www.ncdhhs.gov + www.ncchildeare.nc.gov

Tel 919-662-4499 » Fax 919-661-4845 K
Location: 319 Chapanoke Road * Raleigh, NC 27603 NORTH CAROLINAE &
% Mailing Address: 2201 Mail Service Center * Raleigh, NC 27699-2201 *
An Equal Opportunity / Affirmative Action Employer YAl K



a guest’ on the lower left portion of the screen. Each webinar has a limit of 250 participants filled in first come, first served
manner. If you are unable to login, the webinar is likely at maximum capacity. If this occurs, please try another date and
time. If you have questions about how to log into the webinar please contact dedee.seek.help@dhhs.nc.qov for assistance.

If you have questions about the information contained in this letter, please contact me at kim.miller@dhhs.nc.gov or via
phone at 919-662-4561.

Sincerely,

Kim Miller, Child Day Care Program Manager
Subsidy Services Section

cc: Directors of County Departments of Social Services
Child Care Coordinators of County Departments of Social Services
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SEEK A SEEK Swipe Cards

Subsidized Early Education for Kids'

« Once a Parent is approved for subsidized childcare services,
parents receive a SEEK card. Each card has:

.""“'.;‘*
NORTH CAROLINAM .

x
— A unique card number " :
- The Cardh01der 8 name\ Subsidized Early Education for Kids

99999900 5110 4103
Anda Robs

« 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
— Providers are prohibited from having SEEK cards in their possession as well as
using the Card, even if the Parent and/or Cardholder has given permission to do so.

3

If you haven’t already seen one, 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 should be using the card.

When the cardholder first receives the card, they need to call the 800 number on the back
of the card and select a 4-digit PIN number for the card. They cannot use the card until this
is accomplished.

The cardholder will also need the 2-digit child number for each child on the authorization.
These numbers are printed on the card mailer that the card is attached to when it is mailed
to the cardholder. If the cardholder does not know the child number, he/she will need to
contact the cardholder call center or the local DSS office to obtain the child number. You
also have the ability to access the child number from the provider web portal.

Please do not take possession of the SEEK card for any reason. If a cardholder accidentally
leaves one at your location or drops it in the parking lot, please put the card in a sealed
envelop with the cardholders name on the outside. It is considered fraud for anyone other
than the assigned cardholder to use the SEEK card.

Responsible adults must use their SEEK card and the POS device to record attendance. If
they are not already, your cardholders need to start tracking attendance via the POS now.
Do not wait — even if they receive the message that their authorization is not found.

Cardholders need to get into the habit of swiping regularly NOW. This information will be



used to validate against the paper attendance reports.
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Subsidized Early Education for Kids'

. The URL fOI‘ the Welcome to the North Carolina Provider Web Portal

SEEK i WP

provider web portal
is
www.ncseek.nc.gov.

« User ID is your
license number. If
you are not licensed,

B

Staff Only

i o SEEK Provider Packet Documents - The | g d

the user ID is your and it s e o o e e o
facility ID‘ l:"::\:ifl::n':.“:p;l;:?' ¢ Neah<a 26 ; ,A:Luk ‘Banking foam]
« Your initial ded )
password is your
facility’s zip code.

The Child’s Authorization is transmitted to SEEK the same night it is entered into the State
system. The Child’s Authorization will appear in the Provider’s (Facility) list of
Authorizations. A list of children authorized for services at a Facility can be viewed either in
the SEEK AT or the SEEK Provider Web Portal. Providers (Facilities) can only access this
information using the SEEK Provider Web Portal, but County DSS and State Staff can access
this information using either method.

To access the SEEK Provider Web Portal, use the URL (web address) www.ncseek.nc.gov.
The User ID for Licensed Facilities is the Facility License Number. The User ID for a Non-
Licensed Facility is the Subsidized Child Care (SCC) Facility ID. The Facility initial password is
the Facility Location’s Zip Code.
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| Admin

USER INFO
© Provider - Profile

Provider Profile

Facility Name: Address: 1821 ROAD

Facility ID: G4180634 City: GREENSBORO
Corporate 1ID: 412054 State: NC

Facility Level/Type: 11 Zip: 27406
Director Name: LLS

County: 041 - GUILFORD
Facility Phone:

Email Address:
Capacity: 40/40/0

License Number: 41001540
License Expiration Date:

+ Provider Profile
+ License Expiration Date is actually the date the

Address: 18211 ROAD

Facility subsidized childcare services were
. terminated.
City: GREENSBORO
State: NC
_Zip: 27406

TRANSACTION

When you log into the Provider Web Portal, you are immediately taken to the Provider
(Facility) Profile screen which shows all of the demographic information for the facility.

From this screen, you can view the Facility’s “active” authorizations or transactions by using
the action buttons at the bottom of the screen.
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Subsidized Early Education for Kids Transactlon Search
Admin
USER INFO
© Provider - Profile
Provider Profile
Facility Name: Address: 18211 ROAD
Couparata 04 Giacee = « Transactions
Facility Level/Type: 11 = Zip: 27406 Iy
2;:;::;!:::: ' = County: 041 - GUILFORD (SWlpeS) can be
Email Address:
o srsre searched for by
i Date Range or Child
T Case ID Number.
City: GREENSEORO
o « Only the last 9o
days of
Report on dates between: [ /[ /[ - [/[ /[ (menthvoayrvear) Transactions
Start Date End Date .
e —— (swipes) can be
[reser searched.
6

Transactions (Swipes) can be searched for by a date range or by the Child Family Case ID
Number.

The system will only allow a user to search as far back as the most recent 90-days/3-
months; i.e. today is January 14, 2014, the system will allow you to search as far back as
the beginning of October 1, 2013. The system uses a full month increment, rather than day
for day increment, meaning 3-months from the month of January, is October.
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Provider
Transaction Search

Subsidized Early Education for Kids!

_ @ Log-out

| Admin
USER INFO
© Provider - Transaction Report
Provider Information
|
[
| Facility Name: Address: 1821 ROAD
| Facility 1D: G4180634 City: GREENSBORO
| Facility Level/Type: 11 State: NC
| Director Name: & Zip: 27406
|Facility Phone: % County: 041 - GUILFORD

Provider Transaction Search

Report on dates between: | EEF ECVA FIE RS (TP ETV P
(Month/Day/Year) Start Date End Date
Case=: I

If Date Range is outside of the go-
day/3-month range, User will
receive the Error Message pictured.

Please fix the following errors:

1. Search date range can not be more than 90 days from today

Provider Transaction Report
No matching Transactions found. Please retry search |

DETAILS AUTHORIZATIONS
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_ o Lo out

| Admin

USER INFO
© Provider Authorizations Report

Provider Information
‘ |

}Facilitv Name: KEKEI KIDS Address: 18131 STREET
| Facility ID: G4110446

iFacilitv Level/Type: 33 City: GREENSBORO
| Director Name: [ State: NC

| Facility Phone: 2Zip: 27405

I County: 041 - GUILFORD

Authorization Report

leedsl2=I0 @ QS

|
|
Trans
Type
| iy CEemtiEsmieAR
o1

‘ 041: ’ 32... 01/10/2014 03:19 PM ouT

041 : 37. 01/13/2014 08:27 AM IN ‘

‘ LES T 127 01 01/13/2014 10:18 AM IN

| 041+ 317 02 01/13/2014 10:18 AM IN |

lResults 1-40f4.

Shows all “active” authorizations for
a Facility and the last swipe activity
for a Child.

The Provider Authorizations Report screen can be accessed by clicking on [Authorizations]
at the bottom of the Provider Profile Screen. It shows all “active” authorizations for the
Facility and the last swipe activity for a Child. If a child on the report appears with “--" in
the (Last Activity) column, this means that there are no existing swipe activity for that child.
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Transaction Search

USER INFO

© Provider Authorizations Report
ation

Facility Name: Address: 1813+ N STREET

Facility ID: 4110446
Facility Level/ Type: 33 City: GREENSBORO
Director Name: ¢ State: NC
Facility Phone: 2ip: 27405
County: 041 - GUILFORD

Authorization Report

e[z =0 @ Qg

Trans
e | | o e N = 5 M =
041 4 01 3
01

322234

01/10/2014 03:19 PM ouT
041 37558 01/13/2014 08:27 AM IN
041 i 127692 01 01/13/2014 10:18 AM IN
041 317900 02 01/13/2014 10:18 AM N

Results 1 - 4 of 4.

PR S
s e wara e Shows all “active” authorizations for

StrOme  End Do a Facility and allows the user to
et search transactions (swipes) by date
; :

range and/or Child Family Case ID#.
:

From the Provider Authorizations Report screen, the user can view all transactions (swipes)

by a date range and/or Child Family Case ID number by clicking on [Transactions] at the
bottom of the screen.

The system will only show the last 90-days/3-months of transactions (swipes) for a Facility.
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Transaction Search

USER INFO
© Provider - Transaction Report
Provider Information
Facility Name: Address: 1813 STREET
Facility ID: G4110446
| Facility Level/Type: 33 City: GREENSBORO
Director Name: State: NC
Facility Phone: Zip: 27405
County: 041 - GUILFORD
Provider Transaction Search
Report on dates between: 12/ o1 2012 - 01/ [o1/ [201< :
I/ | B | Shows all transactions
(Month/Day/Year) Start Date End Date .
crsos: [ (swipes) by date range

Provider Transaction Report

Heedll> =1l @ Qg

Transaction Trans Entry  |o
EERESF RGNS mmm DRre/Eins _
12/18/2013 g4, 2 :

03:41PM 041 s s o2

ouT (00) S/A
1(%1212:';3 041 57 o1 ouT (00) S/A
1g§§g2§;‘3 o4t 7 3 01 N (00) s/A
12/19/2013

07:36 AM  O%1-- -

o1 N (A8) Check-In Exists 10
1271872017

The user can view all transactions (swipes) by a date range by entering a date range in the
“Start Date” and “End Date” fields that is within the most current 90-day/3-month period.

All transactions (swipes) performed during the period entered will display along with the
POS Device response for the swipe.

Swipes can only viewed in the SEEK Provider Web Portal.
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« If there are any issues with a swipe, the
Provider can take the following actions:
— Use the POS Device to print an Exceptions
Report
— Use the POS Device to void a transaction that
was swiped incorrectly

— Submit a Manual Attendance Form along with
their Monthly Attendance Sheet

11

If there are any issues with a swipe or an authorization, the Provider has a few options to
assist with getting the issue resolved.

* Exceptions Report — can be used to print a list of swipes that were in error
e Suggest printing this report twice a day to assist with managing communications
to the Parent regarding issues with their card, an authorization, or the POS
Device
¢ Void a Swipe Transaction
e Submit a Manual Attendance Form with the Monthly Attendance Sheet



NORTH CAROLINAY

~ K . .
i Provider Options
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Frovider Options
1-Reports
2-Uodid Tranm Humber
Z-Send SAF?=
d-Reprint
E-Terminal Setup
Back Main

~-O-C

12

Option 1 allows the user to print reports. Select 1 on the number key pad.

12
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Subsidized Early Education for Kids!

Reports

1-Exceptions

-3

Back [Main

13

The only report option in the POS device is to print an Exceptions Report. The Exceptions
Report shows a listing of all unmatched swipes for a specified date. An unmatched swipe is
a check in without a check out. Printing this nightly will allow you to ensure cardholders

catch up on their swipes the next morning when they drop off their child. To print the
report, select 1 on the number key pad.
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o Exceptions Report
DL T\XA/C,* Enter Date
Exceptions Report G
Datez 03704 (F2)
S
Back Main [ (F4)

14

Enter the desired date as mm/yy and hit the green enter key.

14
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o Exceptions Report
Subsidized Early Education for Kids! * ReSPOnSe

Exceptions Report
APPROVED

Keep provider receipt
for records.

-G

<4 Press Any Key »>

15

Machine will connect with SEEK and screen will show “connecting” then “processing”

followed by an approved or denied message. You will need to have paper in the machine
to receive the report.
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Subsidized Early Education for Kids!

X
- Exceptions Report

01234567890123456789012345678901

Training Provider
Street 1
Anywhere; UA 11119
Phz 111-555-1234

Term#z S5555555 2715710
Prov#z 555555555855 9:30204am

*#% TRAINING MODE %
Exceptions Report
Fors 02/15/2010

F. Lastname

Case ID: #: 1111111 Child #:=01
DOB: 08/01/2001
CHECK-IN= 08=01am Tran#:z 1001

F. Lastname

Case ID: #:= 1111111 Child #:=01
DOB: 08/01/2001
CHECK-IN=z OS=llam Tran#:z 1012

Reason: Authorization Expired

Total Exceptionsz 2

*%% TRAINING MODE **

16

This is a sample of an Exceptions Report.

16
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Provider Options
Void Transaction

Sat 0908707 12=44pm

SWIPE CARD to Begina

Provider Options F4

OO m

17

The next most used provider option is probably the Void Transaction. You begin the same

way by selecting F4 from the function keys.

17



s 2 Enter 6-digit User

)
*
Subsidized Early Education for Kids! Pas SWO rd
Provider Options G,
User Pwds______ (F2)
(E3)
Back Main (Fa)

18

Key in your 6-digit user password (123456). Press
green enter key.

18



*4; Press 2 for Void
Subsidized Early Educuf'u:: for Kids' * TransaCtion Number

Provider Options

1-Reports
2-Upid Tran Humber
3-Send SAF7s
4-Reprint
E-Terminal Setup
Back HMain

OO m

Press 2 for Void Transaction Number
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g Key in Transaction
*
Subsidized Early Educur'u:: for Kids * Number

Uoid Transaction
Ernter Tran #

OO m

Back Main

20

Key in up to 12 digit transaction number. Press green enter key. Remember that the
transaction number may be found on the receipt.
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X Key in Transaction
Subsidized Early Education for Kids! * Number

Uoid Transaction
VOID APPROVED

Printing Complete.

OO m

<< Press Ang Key *>

21

Wait for confirmation. The system displays
“CONNECTING” then “PROCESSING” followed by an
approved or denied message. If paper is being used, a receipt will print.

21



| 2o POS Messages

Subsidized Early Education for Kids'

* Error Messages
— No SAF to settle
— No host response
« POS Error Codes
— A8 Check in exists
— DD Check in not found
« Communication Messages
— Waiting for line
— Dialing

22

The POS device tries to let you know what is happening at all times through a series of
messages.

Error message typically mean you have tried to do something the device can’t do such as
trying to send store and forward swipes that don’t exist (No SAF to settle) or if there is no
connection to SEEK, you will see No Host Response.

POS Error codes are explanations for why a swipe is denied such as Check in exists. This
error typically occurs when a user has forgotten to check out the previous evening and
needs to perform a previous check-out before checking in for the current day. Check in not
found occurs when the user is trying to check out and there is not a matching check in. The
user needs to perform a previous check in before performing a check out. The two digit
code in front of the error message is not really significant and do not show up on the POS
device, but you will see those codes in the Provider Web Portal in front of the description.

The device will also give you informative messages such as the Communication Messages
to let you know what is happening. For example, if your device shares a line with your
phone, when the phone is in use and the device cannot send a swipe, you will see Waiting
for Line. Or, if someone swipes and the device is sending the information, you will see
Dialing as the device is establishing a connection.

For a list of all of the different error codes and communication messages, please refer to
your POS User Guide.

22
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o X When to ask for help!

Subsidized Early Education for Kids!

 Questions about POS set up

Unsuccessful communication test

POS device seems to be malfunctioning

Swipes are no longer accepted
POS device is disabled
SEEK Provider Packet

23

When should you contact the help line? Just about any time you have a question, but

specifically

- if you have questions about how to set up your device

- you can’t complete a successful communication test

- your working POS device is suddenly malfunctioning

- swipes that were previously accepted are no longer accepted
- your POS device is disabled

or if you have problems accessing the Provider Web Portal.

23
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Subsidized Early Education for Kids!

—Provider Help Line
1-877-606-2776

—SEEK Provider Contract Center
1-866-217-1076

Fax (405) 951-5389 ot i

Sort Code: 5G5S

100 N. Mustang Rd
Yukon, OK 73099
(866)217-1076

Fox (405)551-5385

24

The Provider Call Center will offer troubleshooting for the POS device. The IVR will step the
caller through the troubleshooting steps. If there are still problems, the caller can opt out
to speak with a live person to further troubleshoot or have a new device shipped.

If you are a new provider or were recently shipped your POS device and need additional
help with setting up your device, you can contact the depot at this number. There are
instructions included in the box with your device on performing a communications test and
troubleshooting. This document also includes the contact information for the depot.

If you are not sure who to call, start with the Provider Help Line.

24
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> i } Quick Reference Guide

Subsidized Early Education for Kids' Parents

NC SEEK QUICK REFERENCE GUIDE FOR POINT OF SERVICE (POS) DEVICE

SEEKwd,
*
; The Quick Reference Guide outlines instructions to parents and responsible adults on how to

50834710 0000 DOOO 0O

“check in" and “check out” children through the SEEK Point of Service device.

CHECK IN CHECK OUT State of North Carolna
Department of Health and Human Services
POS Screen Display Cardholder Action POS Screen Display Cardholder Action Division of Child Development
Subsidized Early Education for Kids

SWIPE CARD lo Begin | Swipe Card SWIPE CARD to Begin | Swipe Card

Please ENTER PIN Enter PIN on POS Please ENTER PIN Enter PIN on POS
Press Enter Press Enter

Attendance Type? Press "1” Type? Press "2"

Enter Child 1 # Enter SEEK Child # Enter Child 1 # Enter SEEK Child #
Press Enter (See * NOTE) Press Enter (See * NOTE)
Wait for Authorization Wait for

ACS Cardholder Call Center for

PREVIOUS CHECK IN PREVIOUS CHECK OUT Parents and Responsible Adults
POS é’creenrDLspiay " Cardholder Action "l Pos screen Uwrsplray Cardhoider Action 1-877-766-2322
SWIPE CARD to Begin | Swipe Card SWIPE CARD to Begin | Swipe Card
Please ENTER PIN Enter PIN on POS Please ENTER PIN Enter PIN on POS
Press Enter Press Enter * NOTE: If you are recording the same action for more
Type? Press "3" Type? Press "4" than one child, enter in the next child # and press
Date: MM/IDD Enter MMDD (12/31) Date: MM/DD Enter MM/DD (12/31) ENTER. When all children have been recorded,
Press Enter Press Enter press ENTER again.
Time: HH:MM Enter HH:MM (08:00) Time: HH:MM Enter HH:MM (08:00) * Do not leave your swipe card with your provider.
LT Precs Enlon * If you lose your card, you must call the ACS
1-AM / 2-PM Enter 1" for AM or “2" for PM 1-AM/ 2-PM Enter "1" for AM or "2* for PM Cardholder Call Center for a replacement
Enter Child 1# Enter SEEK Child #
Press Enter (See * NOTE) et E?:Liis: (Csi::ad-#nom " Youmust use your SEEK card to report all time
Wait for Wait for Authori e ch day.

With your POS device, you should have received a laminated Quick Reference Guide. This
is a great tool to keep near the POS device at all times. One side is geared towards the
Parents/Responsible Adults. The guide shows the user step by step how to perform a
check in, check out, previous check in and previous check out. It also references the
cardholder call center number if there are any problems.

25
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.
Subsidized Early Education for Kids' PrOVIderS

*
S.EEM* This Guide outlines the most common provider actions on the Point of Service device

R S Below are instructions for child care providers on how to access reports, void parent errors, and store
o el and forward information on the POS when the telephone line or internet connection is not working.

EXCEPTIONS REPORT VOID “ONLY” ERROR TRANSACTIONS

SWIPE CARD fo Press F4 Bution SWIPE CARD fo Begin Press F4 Butfon
Begin Enter Password User Pwd Enter Password
User Pwd (ex: 123456) (ex 123456) )
Provider Options Press "1 for Reports Provider Options Press "2 for Void Transaclions Qrmiiaroy "\
Reports Press 1" for E Enter Tran # Enter Number S‘EE_KﬂE
Press Enter Bution SSdires Forly Facemnon tor KR
| _PRINT DAILY TRANSACTION RECEIPTS Wait for Authonzation
POS Screen Display  Provider Action Printing Complete "
SWIPE CARD fo Press F4 Button NOTE: You only h (7) days to voud error Prf]:v;%f;réi)aﬁllzcﬁlger
Begin - - i
User Pwd. Enter Password STORE AND FORWARD
(ex: 123456) POS Screen Display  Provider Action
Provider Options | Press "4" for Reprint SWIPE CARD lo Begin | Press F4 Button
Reprint Press ™" for Daily Tran User Pwd Enter Password (ex: 123456) %\
Receipt Provider Options Press "3" for Send SAF's A © s
Daily Tran Receipt | Leave Blank and Press Enter The stored transactions will transmit and clear the
Start ltem device %
Daily Tran Receipt | Leave Blank and Press Enter
End Item NC DHHS i an qual opportundy empioyer and provider
Wait for Receipt to Print o s s s et e
Printing Complete

On the reverse side is the quick reference for providers. This shows the user how to print
an exceptions report and daily transaction receipts, how to void a transaction and how to
send stored swipes. This side also references the provider call center number.
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The Manual Attendance Form is used to report issues with swiping at the Child Family Case
level. The Form is filled out for each Family Case that has one of the issues listed with
swiping. Each child that belongs to the Family that authorized to receive subsidized
childcare are listed on the Form. The Parent must sign the form before it is submitted with
the Monthly Attendance Sheet.

The form cannot be used to record any other issues outside those issues listed on the form.

If there is an issue with swiping that is not listed on the form, please contact your local DSS
Staff Member.
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Thank you for attending. If you have questions after this presentation, please contact your

local DSS Staff Representative and they will assist you as best they can and/or direct you to
someone who can.

For further assistance, you may also access our SEEK Frequently Asked Questions (FAQs)
using the following URL:

http://ncchildcare.dhhs.state.nc.us/general/mb_SEEK.asp
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