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Overview

The KinderSign product is a tablet-based mobile application designed for the provider to collect
child care attendance from parents and other authorized adults when signing their children in
and out of care at their childcare providers. All attendance records obtained via KinderSign are
uploaded to KinderConnect via a Wi-Fi connection.

All KinderSign transactions are secure since all authentication information for the parents and
other authorized adults is instantly available in the system. Real time stamp information is
available for time-and-attendance tracking, reporting and provider reimbursement.
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How to Download KinderSign to an Android Tablet

In order to use KinderSign, you need to first install the app on your Android Tablet. Your device
needs to be connected to the internet.

1. Tap the Play Store icon on the tablet home screen. "‘)

2. Inthe top search field, type KinderSign Missouri, then tap the Search icon.Q

a

3. Once the KinderSign app is found, {—fﬁ",tap to select. Next tap : , and finally tap Install to
download. Tap Accept to initiate download.

4. Once the download is complete, tap Open. KinderSign by Controltec will appear on the
screen and your tablet is ready to scan.

=TSR TI2PN

Tap Scan below to scan the QR code
on the sign-in sheet

SCAN

Version 2.3.37

KindarSign by Contratiec
Version 2.3

5. Tap Scan to register the tablet.

6. Depending on the tablet, upon completion of the download, you might need to tap
Continue, and proceed to the Complete account setup screen. If asked for credit card
information, tap Skip.

7. A message will then flash on the tablet indicating that KinderSign by Controltec has been
added to the home screen.

8. Tap the Home button (@m® on the lower portion of the tablet to return to the home screen.
Locate the KinderSign icon >) and tap it to open the app.
‘.i‘ g«?g

% Mo
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How to Download KinderSign to an iPad

In order to use KinderSign, you need to first install it on your iPad. Your device needs to be
connected to the internet.

1. Tap the App Store icon on the iPad home screen. [Ql

2. If the iPad asks if the App Store may access your location, tap Allow. If the iPad asks if you
want to set up Family Sharing, tap Not Now.

3. Inthe search field (top right), type KinderSign Missouri, then tap Search. E

4. Once the KinderSign app is found . tap GET, then Install to download it. If your iPad
asks you to sign into the iTunes Store, enter your Apple ID, password and tap OK.

5. Agree to the iTunes terms and conditions if asked to do so. If this is a new Apple ID, tap
Next to go to a series of screens labelled Complete your Apple ID. Use these screens to
provide additional information, including billing information such as your address. You are
not required to provide credit card details.

6. Once the download is complete, tap GET, then Open. KinderSign by Controltec will appear

on the screen.

Tap Scan below to scan the QR code
on the sign-in sheet

SCAN

Version 2.3.37

KindarSign by Controhec
Version 2.1.37

7. Tap Scan.

8. When the iPad asks “Do you want KinderSign to access your location while you use the
app?” tap Allow. If it asks whether you want to set up family sharing, tap Not now.
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Initial Registration of Provider’s Tablet

Providers will need to register each tablet one time only. To register the tablet, it is necessary
to complete steps both in KinderConnect and KinderSign. You must be able to log in to
KinderConnect on your computer using the URL that was provided to you in the Read Me First
document. There are additional Quick Reference Cards (QRCs) if you need more information
about KinderConnect.

In order to use KinderSign on a tablet, you must first register with KinderConnect using a
computer.

1. Open KinderConnect and click on Reports under Reports.

Documen‘ty
Reports

2. Press the drop-down arrow and select KinderSign Tablet Registration Form from the menu.

| Report: KinderSign Tablet Registratien Ferm ll ]

 denotes a required report parameter
Description Display a KinderSign tablet registration form

3. Press View. A document that contains the QR code is automatically downloaded to your
computer an icon labeled KinderSign Tablet...pdf appears or, depending on your computer
configuration, a prompt to open the .pdf document. Click to open the PDF document.

Provider . gelect ==

4. The PDF document contains a scannable Quick Response (QR) code.

5. Verify the tablet is connected to wireless internet (Wi-Fi). You may either...

e Scan the KinderConnect QR code on the computer screen, or
e Scan the KinderConnect QR code from a printed copy.

6. Using the tablet, open KinderSign.

7. Tap Scan on the tablet screen, which switches the tablet to scan mode.
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8. To scan, move the QR code into the view of the tablet camera so that the QR code is visible
on the tablet screen. As soon as the whole QR code is visible to the tablet camera, the
tablet scans the QR code automatically.

9. Once the scan is successful, the tablet will be registered to the provider and displays the
following message: Device Registered. Your device has been registered and is ready to
use.

You are now registered. It is necessary to return to KinderConnect using your computer and do
the final steps in order to be able to track attendance.

10. Open KinderConnect and click on Reports under Reports.

Documeiy
Reports

11. Press the drop-down arrow and select Provider Mobile Sign In Sheet from the menu to
complete setup.

Reports

Report: Provider Mobile Sign In Sheet ﬂ

4 denotes a required report parameter
Description Display a sign in sheet for mobile attendance

Provider  , ABC DAYCARE Select ==

12. Press View. A document that contains the QR code is automatically downloaded to your
computer an icon labeled Provider Mobile Sign In Sheet...pdf appears or, depending on
your computer configuration, a prompt to open the .pdf document. Click to open the PDF
document.

13. Upon successful completion, the telephone keypad displays and parents/sponsors can use
KinderSign for checking their children in and out of care.
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How to Sign In as a Provider

Once the Provider’s tablet is registered,

1. Use the keypad to enter the 10-digit telephone number as registered in the Operator >
Detail page of KinderConnect. Tap Next.

JCProvidert (Sn)

Please enter your Telephone number an the keyboard

1 2 3

4 5 6

7 8 9
0 :

2. Enter your 4-digit PIN number as registered in the Operator Account page of
KinderConnect. Tap Verify to display the Activities screen.

JCProvider] (25)

Please enter your PIN number on the Keyboard
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3. From the Activities screen, select the activity you would like to perform.

Online MOProvider3 (7) Attendance queue; 0
(<) Back Staff Activities
E | Messages (65)

_ O | Refresh Data
g.f:q' Scan QR Code

P
[ %j Staff Attendance
\_____/
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How to Read a Message

Providers can receive and review messages in their tablets, automatically generated in
KinderConnect and related to the Attendance.

1. Use the keypad to enter the 10-digit telephone number as registered in the Operator >
Detail page of KinderConnect. Tap Next.

1 2 3
4 5 6
74 8 9
c 0 ]

2. Enter your 4-digit PIN number as registered in the Operator Account page of
KinderConnect. Tap Verify to display the Activities screen.

3. Tap Messages.

K= T7T%0334PM

Online MOProvider3 (7) Atiendance queue: 0

(<) Back Staff Activities

E Messages /

(65)
) | Refresh Data
Scan QR Code

' % | staff Attendance
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4. When the list of all messages appears, tap on the down arrow to expand and review a

message.

= 84%H11:16 AM

Online Tap a message to view the details below

(<) Back Messages

Joe (Provider admin) Admin
Pending Attendance Transactions

P

Pending Attendance Transactions

@

Pending Attendance Transactions

Joe (Provider admin) Admin
dthdg

KinderSign by Controltec
Version 2.2.24
© 2018 Controltec, Inc. All Rights Reserved

05/03/18

05/03/18

05/02/18

04/24/18

5. Expanding a message activates the Delete Message button. Tap to delete the message.

Provider Admin
Pending Attendance Transactions

You have one or more pending attendance transactions to approve.

B Delete Message

6. Tap on Set Reminder to create a reminder message for yourself.

12/27/18

e

7. A Reminder message is not sent to anyone, just remains on KinderSign as a reminder to

yourself. After entering the content of the Reminder message, tap Save.

anline

(&) Back

Alpha, Dad

Your subjoct

8. When you finish reviewing your messages, tap Back to return to the previous menu.

KinderSign User Manual
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Provider Administrator Refreshes a Tablet

A Provider Administrator needs to Refresh the tablet whenever a change is made to a Child,
Provider or Parent/Sponsor record in KinderConnect, including the addition of a new
Parent/Sponsor.

1. Use the keypad to enter the Provider Administrator’s 10-digit telephone number. Tap Next.

1 2 3
4 5 6
7 8 9

2. Enter the Provider Administrator’s 4-digit PIN and tap Verify to display the Activities screen.

KinderSign User Manual
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3. Tap on Refresh Data.

Do you wish to refresh the data
on this device?

0K Cancel

4. When the system prompts you to confirm that you would like to refresh the data on the
device, tap OK to proceed.

5. Once the data refreshes, KinderSign returns to the telephone keypad and is ready for the
next Parent/Sponsor to sign it.

KinderSign User Manual
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Staff Attendance

The attendance of the Provider staff can also be registered using KinderSign. Staff just signs In
and Out in the same way as children’s do.

1. Use the keypad to enter the 10-digit telephone number as registered in the Operator >
Detail page of KinderConnect. Tap Next.

JCProvider] (46)

Please enter your Telephone number on the keyboard

1 2 3
4 5 6
7 8 9
0 Del

Next

2. Enter your 4-digit PIN number as registered in the Operator Account page of
KinderConnect. Tap Verify.

SCProvider] (4B}

Please enter your PIN number on the Keyboard

2 3
4 5 B
7 B 9

KinderSign User Manual
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3. From the Activities screen, select Staff Attendance.

N = 77 E3APM

Online MOProvider3 (7) Attendance queue: 0
() Back Staff Activities
] Messages (65)

O Refresh Data

at: | ScanQR Code

\ S}, ) staff Attendance «

4. Tab on Sign In or Sign Out to register your attendance.

LS aray Eheado ]

Onfine

() Back Staff Attendance

08-30-2018, 4:06 PM £

o Admin, Joe (Provider admin) | #Sgan Sign Ot Sicance |

5. Upon completion, KinderSign automatically returns to the previous screen.

KinderSign User Manual
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How to Create a Parent/Sponsor PIN and Secret Question/
Answer

If you are logging into KinderSign for the first time, you need to create some security settings in
order to verify your identity.

1. Use the keypad to enter your 10-digit telephone number. Tap Confirm.

1 2 3
4 5 6
7 8 9

2. If the tablet does not recognize the telephone number entered, you will receive a prompt
informing you that it was not found and asking if you would like to register that number as a
Parent/Sponsor?

Phone number not found!

The phone number you en-
tered (854) 325-6933 was not
found, do you wish to register
this number as a sponsor?

Yes No

3. Tap Yes to refresh the device automatically with the latest information or No to re-enter the
telephone number.

4. If selecting Yes, once updated, you will receive a message indicating that your security
settings are incomplete. Tap Next.

Your account security settings are incomplete.

Click the Next button to set up your PIN and Secret Question/Answer
Back Next

5. Depending on the settings, it might be required that a Provider staff member enters his/her
4-digit PIN to validate. If this is the case, after the Provider staff member enters the PIN,
tap Confirm. Otherwise, you will be automatically directed to the next screen to complete
the identity verification settings.
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6. You will need to select a secret question and a secret answer to be used when verifying
your identity in case you forget your 4-digit PIN.

Online Secret Question for Smith, Joe (Sponsor)

(<) Back Smith, Joe

Please select your security question and type in a security answer.
This information will be used to verify your identity if you forget your PIN.

What is your mother's maiden name? -

7. Tap on the drop-down arrow to select the Secret Question you would like to use. Tap on
the blue Secret Answer ribbon to activate the field and enter the secret answer. When
finished making your selections, tap Confirm.

Secret Answer

8. KinderSign returns to the keypad to create your PIN. Enter your 4-digit PIN and tab
Confirm. Re-enter the 4-digit PIN and tab Confirm again.

9. KinderSign returns to the telephone keypad and is ready for you to login using your
telephone number and new PIN.
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Checking Children In and Out
Parent/Sponsors can use KinderSign to check their children In and Out of care. Upon arrival,

1. Use the keypad to enter the Parent/Sponsor 10-digit telephone number. Tap Next.

SO | |4

Ploase enter your Telophons mambar on the keybaard

NOTE: If more than one Parent/Sponsor shares the same telephone number, KinderSign
displays a list of their names. The Parent/Sponsor needs to select his/her name from the
list in order to continue.

2. The Parent/Sponsor enters his/her PIN and taps Verify. If the Parent/Sponsor is signing a
child In or Out for the first time, the system prompts the Parent/Sponsor to create his/her
own PIN. The PIN consists of four digits (contact the Support Desk if you forget your PIN).

Pl aiarigien 1 |

Please ented your PIN sumBar on the KeySasard

KinderSign User Manual
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3. When the Activities screen appears, tap Attendance.

@- Back Sponsor Activities
uf Attendance

4. The tablet will take a picture of the Parent/Sponsor who is signing the children In or Out of
care. Tap Authenticate to capture the picture and continue.

e Tese

Grine

<) Back Authenticate LAMB, MARY (Spansor)

[

AUTHENTICATE
Kintarsign by Contrahes

5. The Parent/Sponsor’s list of children now displays. Select Sign In or Sign Out by tapping the
box(es) corresponding to the name of one or more children. The system highlights your
selections.

08-27-2018,11:18 PM [
Aaron, Greg

Checked In

6. The Parent/Sponsor signs in the space provided to indicate that the Attendance as entered
is true and accurate.

CLEAR SIGNATURE

k)

SUBMIT

7. The Parent/Sponsor then taps Submit to automatically transmit the Attendance to
KinderConnect. The tablet needs to be online in order to transmit.

8. The Parent/Sponsor receives a message confirming the Attendance was saved successfully.

9. KinderSign returns to the telephone keypad and is ready for the next Parent/Sponsor to sign
in.
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How to Backdate Transactions

There are times when a transaction needs to be backdated. In this case,

1. Use the keypad to enter your 10-digit telephone number. Tap Next.

Piease erer your Telephons ronber on the keyboard

2. Enter your 4-digit PIN and tap Verify.

Please enter your Fik rumber on the Keyboard

3. From the Activities screen, tap Attendance.

= 88% W 10:51 AM

Online Attendance queue: 0

@ Back
S
( ;' Attendance /
A

Davis, Mom (Sponsor)

;/-- -‘\‘.
[ ] ) Messages
o

\C

KinderSign User Manual
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4. Tap Authenticate to snap a photo and proceed to the check-in screen.

CTEg Tearw

e

(%) Back Authenticate LAWS, MARY (Sponsor)

Rica

5. Tap on the Date to open the calendar.
(<) Back Davis, Mom (Sponsor) ©)

i

08-27-2018,11:04 PM (3

Davis, Betty Ann

Checked In H#signin G Sign Out (2 Absent m

If using an Android tablet:

6. Use the arrows next to the month and year to move to other months. Select the target date
and tap onit. Tap OK to open the clock.

2018
Tue, May 8

< May 2018

CANCEL 0K
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7. Tap the Hour and move the hands to adjust to the desired hour. Then tap the Minutes and
move the hands to adjust to the desired minutes. Select the time of the day by tapping AM

or PM. Press OK.
G il

CANCEL 0K

If using an iPad:

8. Use your finger to roll until you have lined up the date and time desired.

ll ATERT = 1:47 PM om |

Select Transaction Date
Today 1 46 PM

9. You can now tap to make your selection (Sign In or Sign Out). Once all attendance has been
entered, tap Submit. The Parent/Sponsor signs in the space provided to indicate that the
Attendance as entered is true and accurate.

CLEAR SIGHATURE

ey

KinderSign User Manual
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10. The Parent/Sponsor then taps Submit to automatically transmit the Attendance to
KinderConnect. Note: The tablet needs to be online in order to transmit.

11. The Parent/Sponsor receives a message confirming the Attendance was saved successfully.

12. KinderSign returns to the telephone keypad and is ready for the next Parent/Sponsor to sign
in.

Note: It is not possible to backdate a transaction when the KinderSign device is offline.

KinderSign User Manual

21



How to View Case Information
The primary Parent/Sponsor can review information relevant to the case of the child(ren).

1. Use the keypad to enter your 10-digit telephone number. Tap Next.

Plaais sider your Talnphans farled & the keyksard

2. Enter your 4-digit PIN and tap Verify to display the Activities screen.

Plaasd el your PN sumber on The Keylaard

3. Tap Case Information.

Attendance

Meszages
Cass infarmatisn F

Transactions
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4. When the list of children’s names appears, tap to select the name of child whose Case
Information you would like to see.

Dnkne

(<) Back Case Information

‘.-""

Alpha, Kid1
Alpha, Kid1
Alpha, Kid2
Alpha, Kid3
Alpha, KIDS
Alpha, KIDS

Chiid, Test

5. Information relevant to the case of the selected child displays. This is View Only, no
changes can be made.

Flne

{€) Back Case Information

@J AAT, Kid1

Speckal Needs:

Functional Ape:

dnrua| Sliding Fos: 000
FT Eliding Fee: E0L00
HT Eliding Fee: gn.no
PT Shding Fee §0.0o0

Active Authorization(s)
Provider: MOProvicers OV 333

| Sehadulke

12430470
Whnit Type:

Relatlon To Pravider:

PS/IM Statas:

Draytime:

Evening/Weekend:

Transional Benefit:
Expired Authorization(s)

6. When you finish reviewing your messages, tap Back to return to the previous menu.
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How to Approve Attendance Transactions

The primary Parent/Sponsor needs to approve Attendance transactions made by others.

1. Use the keypad to enter your 10-digit telephone number. Tap Next.

Pleass prded pour Telephons fatler o the keyboand

2. Enter your 4-digit PIN and tap Verify to display the Activities screen.

Plaass enled your PIN rsmber oh the Keyloard

3. Tap Transactions.
@ Activities
Attendance
[?] Messages (29)

@ Case Information

= et

Transactions

KinderSign User Manual

24



4. When the list of Transactions appears, tap the drop-down arrow on the right of the desired
transaction to expand the details.

@ Back Transactions

All Transactions Pending Transactions

May 13, 2019 - May 19, 2019

MOProvider6RS DVNO6

Abago, Aiden

Abago, Aavery
5. To approve each transaction, tap Approve to the right of the desired transaction, then tap
OK to confirm.

() Back Transactions

All Transactions Pending Transactions

May 13,2019 - May 19, 2019

MOProvider6RS DVNO6

Abago, Aiden \

05/13/19 8:00AM Time In (Pending) Approve

05/16/19 8:00AM Time In (Pending) Approve

6. When you finish approving attendance transactions, tap Back to return to the previous
menu.
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Sponsor Options

The primary Parent/Sponsor can select the actions that other non-primary Sponsors can
perform.

1. Use the keypad to enter the primary Parent/Sponsor 10-digit telephone number. Tap Next.

NOTE: If more than one Parent/Sponsor shares the same telephone number, KinderSign
displays a list of their names. The Parent/Sponsor needs to select his/her name from the
list in order to continue.

Please erier your Talephons monber on the keyboard

2. The Parent/Sponsor enters his/her PIN and taps Verify. The PIN consists of four digits
(contact the Support Desk if you forget your PIN).

Please enied your PIN rumBer on the Keytoard

KinderSign User Manual
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3. When the Activities screen appears, tap Sponsor Options.

MOProvider3 (7}
[1ed Sponhsor Activities

Attendanca
Messages (25]
Casze Information

Transactions

Sponsor Options k’/

4. When the Sponsor’s child list appears, tap on the name of the child to select.

@ Back Sponsor Oplions

JCFam1, 12345678001 234567B001 234567850 M

JoFami, chie =

JeFami, Child 7

JCFam?, Kid1 &

JCFamd, kid13

5. When the Sponsor list for the selected child displays, tap to enable or disable the options
for each Sponsor.

]

KinderSign User Manual
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JCFam, Childs

Sponsor: JEFam3, Mom

Attendanca antanad raquires my appmoval:

14

88 88 68

Can view caze Infomation:

Sponsor: Twentyfive, Spansor2s
Attendanca enterad requires my approval:
Can view cage infamation:

Sponsor: Parent??, Mon

Alteriianca antened requires my appoval:

Can view cage Infomation:

27



e Selecting to enable Attendance entered requires my approval indicates that the Parent
will need to review and approve all Attendance entered by a Sponsor.

e Selecting to enable Can view case information indicates that the Sponsor can review all
details of your child case.

6. Once all the selections have been made, tap Save.

7. KinderSign returns to the Activities screen.

KinderSign User Manual
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	3. Tap on Refresh Data.
	4. When the system prompts you to confirm that you would like to refresh the data on the device, tap OK to proceed.
	5. Once the data refreshes, KinderSign returns to the telephone keypad and is ready for the next Parent/Sponsor to sign it.

	Staff Attendance
	1. Use the keypad to enter the 10-digit telephone number as registered in the Operator > Detail page of KinderConnect.   Tap Next.
	2. Enter your 4-digit PIN number as registered in the Operator Account page of KinderConnect.  Tap Verify.
	3. From the Activities screen, select Staff Attendance.
	4. Tab on Sign In or Sign Out to register your attendance.
	5. Upon completion, KinderSign automatically returns to the previous screen.
	6.

	How to Create a Parent/Sponsor PIN and Secret Question/ Answer
	1. Use the keypad to enter your 10-digit telephone number.  Tap Confirm.
	2. If the tablet does not recognize the telephone number entered, you will receive a prompt informing you that it was not found and asking if you would like to register that number as a Parent/Sponsor?
	3. Tap Yes to refresh the device automatically with the latest information or No to re-enter the telephone number.
	4. If selecting Yes, once updated, you will receive a message indicating that your security settings are incomplete.  Tap Next.
	5. Depending on the settings, it might be required that a Provider staff member enters his/her 4-digit PIN to validate.  If this is the case, after the Provider staff member enters the PIN, tap Confirm.   Otherwise, you will be automatically directed ...
	6. You will need to select a secret question and a secret answer to be used when verifying your identity in case you forget your 4-digit PIN.
	7. Tap on the drop-down arrow to select the Secret Question you would like to use.  Tap on the blue Secret Answer ribbon to activate the field and enter the secret answer.  When finished making your selections, tap Confirm.
	8. KinderSign returns to the keypad to create your PIN.  Enter your 4-digit PIN and tab Confirm.  Re-enter the 4-digit PIN and tab Confirm again.
	9. KinderSign returns to the telephone keypad and is ready for you to login using your telephone number and new PIN.

	Checking Children In and Out
	1. Use the keypad to enter the Parent/Sponsor 10-digit telephone number.  Tap Next.
	2. The Parent/Sponsor enters his/her PIN and taps Verify.  If the Parent/Sponsor is signing a child In or Out for the first time, the system prompts the Parent/Sponsor to create his/her own PIN.  The PIN consists of four digits (contact the Support De...
	3. When the Activities screen appears, tap Attendance.
	4. The tablet will take a picture of the Parent/Sponsor who is signing the children In or Out of care.  Tap Authenticate to capture the picture and continue.
	5. The Parent/Sponsor’s list of children now displays.  Select Sign In or Sign Out by tapping the box(es) corresponding to the name of one or more children.  The system highlights your selections.
	6. The Parent/Sponsor signs in the space provided to indicate that the Attendance as entered is true and accurate.
	7. The Parent/Sponsor then taps Submit to automatically transmit the Attendance to KinderConnect.  The tablet needs to be online in order to transmit.
	8. The Parent/Sponsor receives a message confirming the Attendance was saved successfully.
	9. KinderSign returns to the telephone keypad and is ready for the next Parent/Sponsor to sign in.
	10.

	How to Backdate Transactions
	1. Use the keypad to enter your 10-digit telephone number.  Tap Next.
	2. Enter your 4-digit PIN and tap Verify.
	3. From the Activities screen, tap Attendance.
	4. Tap Authenticate to snap a photo and proceed to the check-in screen.
	5. Tap on the Date to open the calendar.
	6. Use the arrows next to the month and year to move to other months.  Select the target date and tap on it.   Tap OK to open the clock.
	7. Tap the Hour and move the hands to adjust to the desired hour.  Then tap the Minutes and move the hands to adjust to the desired minutes.  Select the time of the day by tapping AM or PM.  Press OK.
	If using an iPad:
	8. Use your finger to roll until you have lined up the date and time desired.
	9. You can now tap to make your selection (Sign In or Sign Out).  Once all attendance has been entered, tap Submit. The Parent/Sponsor signs in the space provided to indicate that the Attendance as entered is true and accurate.
	10. The Parent/Sponsor then taps Submit to automatically transmit the Attendance to KinderConnect.  Note:  The tablet needs to be online in order to transmit.
	11. The Parent/Sponsor receives a message confirming the Attendance was saved successfully.
	12. KinderSign returns to the telephone keypad and is ready for the next Parent/Sponsor to sign in.

	How to View Case Information
	1. Use the keypad to enter your 10-digit telephone number.  Tap Next.
	2. Enter your 4-digit PIN and tap Verify to display the Activities screen.
	3. Tap Case Information.
	4. When the list of children’s names appears, tap to select the name of child whose Case Information you would like to see.
	5. Information relevant to the case of the selected child displays.  This is View Only, no changes can be made.
	6. When you finish reviewing your messages, tap Back to return to the previous menu.

	How to Approve Attendance Transactions
	1. Use the keypad to enter your 10-digit telephone number.  Tap Next.
	2. Enter your 4-digit PIN and tap Verify to display the Activities screen.
	3. Tap Transactions.
	4. When the list of Transactions appears, tap the drop-down arrow on the right of the desired transaction to expand the details.
	5. To approve each transaction, tap Approve to the right of the desired transaction, then tap OK to confirm.
	6. When you finish approving attendance transactions, tap Back to return to the previous menu.

	Sponsor Options
	1. Use the keypad to enter the primary Parent/Sponsor 10-digit telephone number.  Tap Next. NOTE:  If more than one Parent/Sponsor shares the same telephone number, KinderSign displays a list of their names.  The Parent/Sponsor needs to select his/her...
	2. The Parent/Sponsor enters his/her PIN and taps Verify. The PIN consists of four digits (contact the Support Desk if you forget your PIN).
	3. When the Activities screen appears, tap Sponsor Options.
	4. When the Sponsor’s child list appears, tap on the name of the child to select.
	5. When the Sponsor list for the selected child displays, tap to enable or disable the options for each Sponsor.
	6. Once all the selections have been made, tap Save.
	7. KinderSign returns to the Activities screen.


