




Family Guidance Center of Alabama 
2358 Fairlane Drive 

Montgomery, Alabama  36116 
Telephone: (334) 270-4100 

Fax: (334) 244-1689 

INITIAL ELIGIBILITY REQUIREMENTS 
 

***Please submit copies, not originals of all items required*** 
 
 

Date: ____________________     County: ____________________ 
 
                                                             
Dear Client:    
 
You have contacted our office for initial application for child care services with Family Guidance Center of 
Alabama.  In order for us to determine your eligibility and place your child/children into care, you must 
complete the enclosed application and return the following required documents: 

______Check stubs for last four weeks of employment (2 most recent if paid bi-weekly) (client and spouse) (must be 
working a minimum of 15 hours per week).  For new employment you may get verification by 
supervisor/manager on company letterhead to include start date, pay rate, pay frequency & hours per week 
expected to work. 

 
______Proof of residence (must be current within the last 30 days)                                                                        

(utility bill, bank statement, work or school I.D with address, check stubs, children’s current school record, 
property tax statement) 

______Verification of any other family income received (i.e, .Family Assistance (FA), SSI, Social Security, Pensions,                  
Unemployment Compensation, etc.) by you or any other member of your household 

 
______Current official class schedule (if applicable) (must be a full-time student) 
 
______Picture ID or Driver’s License (client and spouse) 
 
______Birth Certificates for all household family members under the age of 18 
 
______Medical documentation for any disabled parent (if not employed) for a two parent household 
 
______Completed application, Parent Agreement, and Parental Choice, signed and dated (Attached) 
 
______Completed alternate Cardholder Form (Attached) 
 
______The name and address of the day care you wish to use  
 
 
Please remember that we must receive all the checked information above in order to complete the eligibility process. 
Failure to submit all required information will result in denial of application. If you have any questions, please 
feel free to call us at (334) 270-4100. 
 
Your application and required documents may be submitted to your local Family Guidance Center office in 
person, or you may mail it to: 
 
Family Guidance Center of Alabama   Paperwork can be returned by: 
2358 Fairlane Drive Fairlane Drive   Drop box, Mail, Fax, or Email 
Montgomery, Alabama 36116    Fax: (334) 244-1689 
       Email: childcare@familyguidancecenter.org 
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AlabamaTime and Attendance System(TAS)
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Whatis theAIabamaTAS?
Alabama's TAS is a new way of report-
ing child care attendance that will reduce
paperwork and improve accuracy for
providers participating in the Child Care
Subsidy Program. Cardholders (parents)
must report their child's attendance by
using a swipe card with the provider's
card reading device called a Point of
Service (POS) device.

Who is the Cardholder?
The cardholder is the parent or individ-
ual responsible for the child. Cardhold-
ers are identified in the child care case
at the time eligibility is determined, The
cardholder (parent) may designate an-
other individual to receive a card. They
are called the alternate cardholder.

POS f)evices
What is a point of service (POS)
device?

A POS device is a card reading device
used to record time and attendance of
children. lt looks and works just like a

credit or debit card machine that you
see at stores except instead of record-
ing financial transactions the provider's
POS records attendance transactions.

Who receives a POS device?

Providers who are caring for at least
one child receiving Child Care Subsidy
Program funding publicly funded child
care and have completed a provider
agreement with our vendor, Affiliated
Computer Services (ACS) will receive a
POS device.

How do I get a POS device?

You will receive a Provider Packet from
ACS. The packet will include a cover let-
ter, the Alabama TAS Provider Equip-
ment Agreement form, a Banking
lnformation Form, and a copy of the
Equipment lnstallation Guidelines. This
equipment agreement and the enclosed
Banking lnformation Form must be
signed and returned to ACS. ACS or it's
subcontractor Media Riders lncorporated
(MRi) will contact you to schedule an on-
site visit to install the POS device. You
will receive training on how to use the

POS device at the time of installation.

Do I have to use a POS device?

Yes. All providers participating in the
Child Care Subsidy Program must use
the POS device for subsidized children.
ACS will only reimburse you pay for
care that is recorded through the TAS
system.

I am designated by DHR as a "Rela-
tive Care Provider". Will I be given
a POS device?

No you will not be given a POS device.
You will continue reporting attendance
using the Enrollment Attendance Verifi-
cation (EAV) form. as you do now.

Howwill the POS connectwith the
TAS System?

The POS must connect with the ACS
Host System by the means of an analog
telephone line or an internet connec-
tion. Please refer to the Equipment
lnstallation Guidelines included in the
Provider Package sent to you by ACS
for further details.

How many POS devices will I re-
ceive?

You will receive one (1) POS device at
no cost to you for every 50 subsidized
publicly funded children in your care.

Do I have to payfor the POS device?

No. There is no cost for a standard
installation and normal wear and tear.
You will be asked to pay for the equip-
ment ONLY if the equipment is de-
stroyed, stolen or not returned to ACS
when requested.

Who do I call if I have a question
about my device or need assistance?

For questions about your equipment,
please call the TAS Provider Help Desk
at 1-866-316-5450.

Swipe Cards
How does the swipe card work?
The cardholder (parent) and any alter-
nate cardholder will receive a swipe
card. When the cardholder drops off
or picks up the child from care, they

will swipe their card through the POS
device to record the time that the child
was picked up or dropped off. These
swipes are called "attendance transac-
tions. "

What if there is more than one child
in the family?

Each child is assigned a unique two-
digit number (ex. 01, 02, and so on).
Child numbers are can be written on on
the card carrier that parents caretakers
receive with their card. and on all regu-
lar notices sent by the CMA. county.

Will the POS indicate whether the
child is authorizedl
Yes. Once the cardholder swipes
their card, the POS device will display
whether the attendance transaction for
the child is approved or denied. This is
also printed on the receipt and dis-
played on the Alabama Provider Web
Po rta l,

What if the cardholder is unable to
report the child's attendance with
the swipe card?

Cardholders or Alternate Cardholders
can catch up on missing days by back
swiping using the "Previous Check
ln", and "Previous Check Out" and
"Absence" process on the POS device.
These transactions are often called
"backswipes". They have 10 calen-
dar days to enter these attendance
backswipes. (Current day, plus 9 days
from day the transaction should have
occu rred.)

Who is responsible for maintenance
and replacement costs for the POS
device?

ACS repairs or replaces malfunctioning
equipment free of charge. ln the case
of replacement, the old device must
be returned to ACS, and the provider
is given a pre-paid shipping label to
use for returning it. See the Provider
Equipment Agreement for more details.
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Alabama
Sisterna de asistencia r,lroras (TAS) de Alabama

:Qrd es el sistemaTAS deAlaba:na)

El sisterna TAS de Alabama eS una nueva

rnaneia de registrar la asistencia al cui-

dado del nirio. Usted es respbnsable de

registrar la asistenbii de iu hijo util'rzando

una tarjeta magnetica (similar. a una

a;;=i;'J. debiib) y la leciord,de tarieias
del prcveedorde cuidado de su hijo que

se denomina 'disposiiivo de punio de

servicio" (POS).

iQri6n es eI p,ortad.or de la tarjeta?

El portador de la iarjeta es el padre o la
. persona responsable del nino. Los poria-

dores de tarje'ias se ideniifican en la car-
peta de cuidaCo del nif,o en el momento
de determinar si 6ste re0ne los requisiios
necesarios. El padre puede designar a

oira persona para que reciba una tarjeta.
Esta persona recibe el nombre de "pofta-

dor cie iarjeia aliernaiivo'.

;De'oo u'ilizal el sistemaT?.S de

Ala-ba:na-l

Si. El Depariamenio de Recursos Huma-

'nos cie Alabama le-s pagarS a los provee-

dores 0nicamente por el cuidado que

se registre a trav6s del sistema TAS de

Alabama, Si se reh0sa a pasar la tarjeta,

su elegibilidad para recibir beneficios de

cuidado del niho podrir ser cancelada y

usted seri responsable del pago de cual-

quier cuidado Q,'e se propo.rcione.

;Puedo continuat eligiendo a
cualquier proveedor para que cuide

aru h{oi
' Si. El proveedoi debe hdberse registrado

en la Agencia de gestion del cLiidado

de nifros (CMAi, para que se'le paguen

los servicios provistos en nornbre de las

iamilias que reciben fondos del Programa

de subSidio pbra el cuidado de nihos, Si

su proveedor no bsti regisi,rado en la

CMA y no particiPa del Programa de

subsiCios,'usted podria tener que hacer-'

.sg responsable del pago de cualquier

cuidado que le haYan brinda'do.

;C.6mo sabii rrii proveedor que

cumplo los requisitos para reci!,ir
senicios de cuidadc de ninos?

Una vez que escoja un proveedor, 5sie re-

cibird las copias de las noiiiicaciones de la

aprobacion y de cambios. Las noiificacio-
nes incluirSn la cantidad de horas sema-
nales que han sido aprobadas, la caniicjad

mSxima de reembolso por el cuidado y
el total de copago que )e conesponde a

usied. Si tiene un copago, debe pagarlo

dir-eciamente a su proveedoi.

;C6mo funciona mi ta{eta
magn6tica?

Usted registrari las veces que su hijo re-
cibe cuidado utilizando una tarjeta magn6-
tica y el lector de tarjetas de su proveedor.

Al pasar su tarjeta, se registra la iecha y

la hora de llegada o pariida de su hijc.

iC6mo ac'ri-,,o mi taijeta maga6'uca?

Una v=z que haya recibicjo la tarjei.a,
comuniquese con la Linea de ayuda para

poriadores de tarjeias al 1-866-960-6629
y siga las indicaciones para escoger su

Ntmero de ideniificacion personal (PlN)
de 4 digitos.

iQr6 ocurre si no puedo registar
la asistencia de rr"ri hijo?
Puede regisirar los dlas perdidos utili-
zando el proceso de "Entrada anterioi',
"Salida anterioi'y "Ausencia" del lector
de tarletas magn6iicas. Es imporianie
recordar que usied solo cuenia csn '10

dias calendario para realizar estos pro-

cedimientos.

;Es posible que otra peisona pueda
dejar o recoger a mi hijo?

Si. Tambi6n puede designar a oira perso-
na para que reciba una tarjetaque pueda

utilizar para registrar la asistencia en su

. nombre. Sin embargo, usiedes.respon-
sable de asegurarse de que se repone
con precisi6n Ia asistencia de su hijo.

ninguna persona que act0e eh nombre
del proveedor. Si.le enirega la tarjeta
a un proveedor, esiird infringidndo las
politicas y la-s ieglas del DHR. Esto podria
prcvocar la cancelaci6n de los beneficios
Ce cuidado del nino y su proveedor podria
ser elimlnado del Programa de subsidios
para el cuiCado de ninos.

Si tengo ni-ios coa diferentes

proveedo;es, laecesito ra6.s de una
rarjetz?
No. La tarleia funcionara en las instalacio-
nes de cualquier proveedor a las cuales
sus hijcs est6n au'torizados a asistir.

Si reago mAs de un hijo, ;aecesiio
mis de uaa tarjeta-?

No. Puede regisirar la asistencia d: todos
sus hijos con una sola tarjdta.

;Qi6 riebo hacer si.olvido mi FIN,
si d-ano o pierd.o mi tarjeta?

Para resolver problemas con su tarjeta o
su PlN, comuniquese con la Linea de
ayuda para portaciores de tarjetas al

1-866-960-6629. Esie numero de tel5fono
tambi6n est6 impreso en el anverso de su

iarjeta. r;r3

pQr6 ocurre si recibo un mensaje

de error ea ellector d,etarjetas|

Su proveedor recibir5 una lista de men-
sales de error y sus significados. St el
lector de tarjetas indica que su hijo no
es elegible, comuniquese'coh el respon-
sable del caso de su hiio en su CMA.

SI DESEA OBTENERiViAS

INFORIVIACIONVISITE:

\AA,lrvV.D HRJ.LASA}4A, G OV
si- sin ernbargo, cada provgeior debe proveedor Para que haga et registro

"ti"i 
t"giti*iq Ln ta Rgbnbii para el en mi rrorrbre?

fla!.ejo det cuidado'de niiros ICMA); " ' -t!0. Nd budda entid$arfi su tarieta al
..- proveedor de cuida-dos de su hijo ni a
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Cardholder Functions 

POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card

Please ENTER PIN Enter PIN on POS                
Press Enter

Attendance Type? Press “2” for Check Out

Enter Child 1# _ _ Enter TAS Child #                
Press Enter (See * NOTE)

Wait for Authorization

CHECK OUT

POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card

Please ENTER PIN Enter PIN on POS                
Press Enter

Attendance Type? Press “5” for Absence

Date: MM/DD Enter MM/DD (12/31) 
Press Enter

Enter Child 1 # _ _ Enter TAS Child #                
Press Enter (See * NOTE)

Wait for Authorization

ABSENCE

POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card

Please ENTER PIN Enter PIN on POS                
Press Enter

Attendance Type? Press “1” for Check In

Enter Child 1# _ _ Enter TAS Child # 
Press Enter (See * NOTE)

Wait for Authorization

CHECK IN
POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card

Please ENTER PIN Enter PIN on POS                
Press Enter

Attendance Type? Press “3” for Prev Check In

Date: MM/DD Enter MM/DD (12/31) 
Press Enter

Time: HH:MM (08:00) Enter HH/MM (08:00) 
Press Enter

1-AM / 2-PM Enter “1” for AM or “2” for PM

Enter Child 1 # _ _ Enter TAS Child #                
Press Enter (See * NOTE)

Wait for Authorization

PREVIOUS CHECK IN

POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card

Please ENTER PIN Enter PIN on POS                
Press Enter

Attendance Type? Press “4” for Prev Check Out

Date: MM/DD Enter MM/DD (12/31)      
Press Enter

Time: HH:MM (08:00) Enter HH/MM (08:00)               
Press Enter

1-AM / 2-PM Enter “1” for AM or “2” for PM

Enter Child 1 # _ _ Enter TAS Child #                
Press Enter (See * NOTE)

Wait for Authorization

PREVIOUS CHECK OUT IMPORTANT REMINDERS
*	 You must use your TAS card to report all time and attendance each day. 
*	 NOTE: If you are recording the same action for more than one child, 

enter in the next child # and press  
ENTER. When all children have been recorded, press ENTER again.

*	 If you lose your card, you must call the Xerox Cardholder Call Center for 
a replacement. 

*	 Do not leave your swipe card with your provider.

State of Alabama
Department of Human Resources

Child Care Services Division
Time and Attendance System

Conduent Cardholder Call Center:
1.866.960.6629

© 2017 Conduent Business Service, LLC. All rights reserved. 
Conduent and Conduent Agile Star are trademarks of Conduent 
Business Services, LLC in the United States and/or other countries.
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Alabama ECC
Point of Service (POS) Quick Reference Guide for the Time and Attendance System (TAS)

This Quick Reference Guide provides instructions for PARENTS and their authorized cardholders on reporting child care attendance using the TAS Point of Service device (POS).



POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options

User Pwd Enter Password                        
(ex: 123456)     

Provider Options Press “1” for Reports

Reports Press “2” for Exceptions

Date: MM/DD         Enter MM/DD (12/31)                   
Press Enter

Approved Wait for Receipt to Print

EXCEPTIONS REPORT

POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options

User Pwd Enter Password                        
(ex: 123456)   

Provider Options Press “1” for Reports

Reports            Press “1” for Daily Attendance

Date: MM/DD          Enter MM/DD (12/31)                   
Press Enter

Approved Wait for Receipt to Print

DAILY ATTENDANCE REPORT

POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options

User Pwd Enter Password                        
(ex: 123456)

Provider Options Press “2” for Void Transaction

Enter Tran # Key in up to 12-digit Transaction Number  
Press Enter

Printing Complete Wait for Receipt to Print

Note: Transactions can be voided for up to 10 calendar days

VOID TRANSACTION

POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options

User Pwd Enter Password                        
(ex: 123456)  

Provider Options Press “3” for Send SAF’s

Note: Stored transactions will transmit and clear the device when telephone or 
internet connectivity is restored.

STORE AND FORWARD

POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options

User Pwd Enter Password                        
(ex: 123456)  

Provider Options Press “4” for Case Inquiry

Enter Case ID Key in Case ID Number    
Press Enter

Approved Wait for Receipt to Print

CASE INQUIRY

Provider Functions 

Contact your local Child Care Management Agency for 
questions regarding Eligibility and Payment Policies. 

AL TAS
Child Care Provider Help Desk: 

1.866.316.5450

Provider Web Portal: 
www.alacctas.com

© 2017 Conduent Business Service, LLC. All rights reserved. 
Conduent and Conduent Agile Star are trademarks of Conduent 
Business Services, LLC in the United States and/or other countries.

05/2017	 ALECCTASQRG0517

Alabama ECC
Point of Service (POS) Quick Reference Guide for the Time and Attendance System (TAS)

This Quick Reference Guide provides instructions outlines the most common PROVIDER actions on the Point of Service device.  
Below are instructions for child care providers on how to access reports, void parent errors, perform a case inquiry and send store and forward transactions




























