Subsidized Child Care Reimbursement System Manual
Revised October 2007

6 FACILITY & NONLICENSED HOME NAME SEARCH

The Facility & Nonlicensed Home Name Search option allows you to search for information
regarding a facility or nonlicensed home by keying a name or a portion of a name. The name
can be a business name or the last name and first name of an individual. With this option your
search can include inactive records.

Select Option 6 from the Main Menu and press <ENTER>. The Facility and
Nonlicensed Home Search screen will appear (Figure 6 - 2).

GHEOOO01M SUBSIDIZED CHILD CARE REIMBURSEMENT 04,/26/07
07870001 MAIN MENU 17:54:56

OPTICON DESCRIPTION

iy PAYMENT PROCESSING MENU

() TOTALS MENU

(3 APPROVAL NOTICE MENU

(4) NONLICENSED HOME/FACILITY W/0 APPROVAL NOTICE MENU

(5 CHILD MAME SEARCH

(6) FACILITY & NONLICENSED HOME MAME SEARCH

(7 PROVIDER MAME SEARCH

(8) QUERIES MENU

(9 ADMINISTRATIVE MENU

(10) SCC BULLETIN BOARD

(11) LIST OF APPROVAL NOTICES RECENTLY ISSUED

(12) WAITING LIST SUMMARY

(13) FEDERAL SAMPLING MENU - CASE RECORDS SELECTED

(14) CASE NUMBER OR FAMILY NAME SEARCH

SELECTION: 6_

F KEYS: 1l=Help 3=Exit GHB

Figure 6 - 1: Option 6 - Facility & MNonlicensed Home Hame Search

GHB1501M TRAINING  SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
07870001 FACILITY AND MONLICENSED HOME SEARCH 17:56:59
SEL NAME ID PROVIDER EFFDATE
---+ ------------------------------------------------------------------------

COUNTY==> _ NEW SEARCH==>

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 1999%)
Enter 5 to select facility detail from screen (if available)

F KEYS: l=Help 3=Exit d=Main Menu 7=Up  8=Down

GHBOBO- Enter a COUNTY (optional) and a NAME to search.

Figure 6 - 2: Blank Facility & Honlicensed Home Search screen
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6.1 Performing a Name Search — Recent Records
You can perform a search of all counties or a specific county by keying the Purchaser ID. If
a facility or nonlicensed home is found, the Approval Notice associated with that facility or the
information associated with that nonlicensed home will appear.

Please keep in mind the following when performing a search:

6.1.1

For an individual, unlike the child search, a space is required between the comma and
before the first name, as in Smith, _John (underline designates a space).

Type in the first few letters followed by an asterisk if you don’t know the full name or if
you're not sure of the spelling. For example, if you're not sure whether the name is
Happy Day Care or Happy Days Care, type in “happy day*” to generate results for both.

Type in more of the name to narrow the search. This results in a shorter search time
and a shorter list.

The search function is not case-sensitive.

Performing general search — county not specified

1. Tab to the NEW SEARCH field and key in the name. For this example we’ll use
“mead*” (Figure 6.1.1 - 1).

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 04,/26/07
07870001 FACILITY AND MONLICENSED HOME SEARCH 17:57:18
SEL HAME ID PROVIDER EFFDATE

MW MW OO MWW WM WM o

COUNTY==> NEW SEARCH==» mead®

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 1999)
Enter 5 to select facility detail from screen (if available)

F KEYS: l=Help 3=Exit 4=Main Menu 7=Up  &=Down

GHBOBO- Enter a COUNTY (optional) and a NAME to search.

Figure 6.1.1 - 1: Facility & Nonlicensed Home Mame search, county not specified
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2. Press <ENTER> and, if found, a listing of detail records will appear
(Figure 6.1.1 - 2).

3. If there are no records, the following message will appear: “Display complete.
There are no more records to display*.

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
(07870001 FACILITY AND NONLICENSED HOME SEARCH 17:57:24
SEL NAME ID PROVIDER EFFDATE
---+ ------------------------------------------------------------------------
_ MEADOWBROOK AFTER SCHOOL 4459003 441023 11-01-05
_ MEADOWBROOK COUNTRY DAY SCHOOL 13210279 321582 08-31-00
_ MEADOWBROOK COUNTRY DAY SCHOOL 13210431 321691 01-31-01

COUNTY==> NEW SEARCH==>

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 199%9)
Enter 5 to select facility detail from screen (if available)

F KEYS: l1=Help 3=Exit 4=Main Menu 7=Up  8=Down
DISPLAY COMPLETE. THERE ARE NO MORE NAMES TO DISPLAY.

Figure 6.1.1 - 2: Facility & Nonlicensed Home Name search results, county not specified

4. To view a detail record in the listing, tab down and place an “S” beside the
desired record (Figure 6.1.1 — 3).

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
OF&70001 FACILITY AND NONLICENSED HOME SEARCH 17:57:24
SEL HAME ID PROVIDER EFFDATE
---+ ------------------------------------------------------------------------
S MEADOWBROOK AFTER SCHOOL A4459003 441023 11-01-05
_ MEADOWBROOK COUNTRY DAY SCHOOL 13210279 321582 08-31-00
_ MEADOWBROOK COUNTRY DAY SCHOOL 13210431 321691 01-31-01

COUNTY==> NEW SEARCH==»

SEARCH INMACTIVE RECORDS==> (Y or N - forms prior te Oct 1999)
Enter 5 to select facility detail from screen (if available)

F KEYS: l1=Help 3=Exit 4=Main Menu 7=Up  8=Down

DISPLAY COMPLETE. THERE ARE NO MORE NAMES TO DISPLAY,

Figure 6.1.1 - 3: Select record to review
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5. Press <ENTER> to view the Approval Notice for the selected record
(Figure 6.1.1 — 4). Please note that this view is query only and no
updates can be made.

GHE4301M SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
07870001  99%00163 APPROVAL NOTICE 17:57:26
DATE PROCESSED 2005-12-01 FACILITY DEMOGRAPHIC DATA TERM DATE
FACILITY ID A4455003 CURRENT FORM EFFECTIVE DATE 2005-11-01

FACILITY MAME  MEADOWBROOK AFTER SCHOOL
MAILING ADDRESS 85 MORMINGSTAR ROAD

CANTON NC 28716 -
e LOCATION 45 MORNINGSTAR ROAD CITY CANTON
FACILITY LICENSE 44000112 COUNTY 44 REGION A

FACILITY LEVEL 1 FACILITY TYPE 1

OPERATION CHILD CARE CENTER

CAPACITY 1ST 100 2ND 000 3RD 000  AGE FROM 04 THRU 12
DIRECTOR MAME DANNY MILLER

TELEPHONE ( 828 ) Bd6 - 3445

PROVIDER ID 441023 MORE PROVIDERS N UPDATE PROVIDER N
NAME HAYWOOD COUNTY SCHOOLS
ADDRESS 2238 ASHEVILLE ROAD

WAYNESVILLE NC 28786
CONTRACTING AGENCIES 101
LOCATION CHANGE N OWNERSHIP CHANGE N CURRENT FACILITY ID
MERGED FACILITY M PREVIOUS FACILITY ID
F KEYS:1=Help 3=Exit d4=Main Menu G=Merg &=Down O9=Reveiw

GHBE2S- Inquiry only. You cannot update the facility information.

Figure 6.1.1 - 4: Selected Approval Motice

6.1.2 Performing general search — county specified
1. Key in the Purchaser ID in the COUNTY field and the name in the NEW SEARCH
field. For this example we’'ll key “49” in the COUNTY field and “bless*” in the
NEW SEARCH field (Figure 6.1.2 - 1). Note that since the spelling is uncertain,
we keyed in an asterisk (*) at the end to generate more possible results.

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 05/02/07
07870001 FACILITY AND NONLICENSED HOME SEARCH 15:54:31
SEL NAME ID PROVIDER EFFDATE

S

COUNTY==> 92 NEW SEARCH==> bless®_

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 19%9)
Enter 5 to select facility detail from screen (if available)

F KEYS: 1=Help 3=Exit 4=Main Menu 7=Up 8=Down

GHEOBO- Enter a COUNTY (opticnal) and a MAME to search.

Figure 6.1.2 - 1: Facility & Nonlicensed Home HName search, county specified
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2. Press <ENTER> and, if found, a listing of detail records will appear
(Figure 6.1.2 - 2).

GHB1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 05/02/07
07870001 FACILITY AND NONLICENSED HOME SEARCH 15:54:45
SEL NAME ID PROVIDER EFFDATE
e T T e o et == =SS
- BLESSED BEGINNINGS 19270395 921394 04-30-06
— BLESSED BEGINNINGS CHILDCARE 19210248 921394 (5-31-03

COUNTY==> NEW SEARCH==>

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 199%9)
Enter 5 to select facility detail from screen (if available)

F KEYS: Ll=Help 3=Exit 4=Main Menu 7=Up 8=Down

DISPLAY COMPLETE. THERE ARE NO MORE NAMES TO DISPLAY.

Figure 6.1.2 - 2: Facility & Nonlicensed Home Name search results, county specified

3. Repeat Steps 3 through 5 from Section 6.1.1.

6.2 Performing a Name Search —Archived Records
Records prior to October 1999 are archived. You can indicate an archive search by keying
Y in the SEARCH INACTIVE RECORDS field. You can perform a search of all counties’
archives or a specific county’s archives by keying the Purchaser ID. If a facility or
nonlicensed home is found, a listing of only archived detail records associated with that
facility or nonlicensed home will appear.

Please keep in mind the following when performing a search:

e For an individual, unlike the child search, a space is required between the comma and
before the first name, as in Smith, John (underline designates a space).

o Type in the first few letters followed by an asterisk if you don’'t know the full name or if
you're not sure of the spelling. For example, if you're not sure whether the name is
Happy Day Care or Happy Days Care, type in “happy day*” to generate results for both.

e Type in more of the name to narrow the search. This results in a shorter search time
and a shorter list.

e The search function is not case-sensitive.

6 — Facility & Nonlicensed Home Name Search 5



Subsidized Child Care Reimbursement System Manual
Revised October 2007

6.2.1 Performing a name search in archives — county not specified

1. Key the name in the NEW SEARCH field. For this example we’ll key “mead*”.
Since we are uncertain of the name, we keyed in an asterisk (*) at the end to
generate more possible results. Tab to the SEARCH INACTIVE RECORDS
field and key in “y” for yes (Figure 6.2.1 — 1).

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
07370001 FACILITY AMD NONLICENSED HOME SEARCH 17:57:40
SEL NAME ID PROVIDER EFFDATE
---+ ------------------------------------------------------------------------

COUNTY==> _  NEW SEARCH==> mead*®

SEARCH INACTIVE RECORDS==> ¥ (¥ or N - forms prior te oct 1999)
Enter 5 to select facility detail from screen (if available)

F KEYS: 1=Help 3=Exit 4=Main Menu 7=Up  &=Down

GHBOBO- Enter a COUNTY (optional) and a NAME to search.

Figure 6.2.1 - 1: Facility & Nonlicensed Home Name archive search, county not specified

2. Press <ENTER> and, if found, a listing of detail records will appear
(Figure 6.2.1 - 2).

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
07870001 FACILITY AND NONLICENSED HOME SEARCH 17:57:47
SEL NAME ID  PROVIDER EFFDATE
---+ ------------------------------------------------------------------------
_ MEADOWBROOK COUNTRY DAY SCHOOL 13210279 321582 11-10-%3
_ MEADOWBROOK ELEM SCH CHILD CARE A4459003 441023 09-14-99

Dates are prior to
October 1999,

COUNTY==> NEW SEARCH==>»

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 1999)
Enter 5 to select facility detail from screen (if available)

F KEYS: 1l=Help 3=Exit d=Main Menu 7=Up  8=Down

DISPLAY COMPLETE. THERE ARE NO MORE MAMES TO DISPLAY.

Figure 6.2.1 - 2: Facility & Honlicensed Home Name archive search results,
county not specified
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3. If there are no records, the following message will appear: “Display complete.
There are no more records to display”.

4. To view a detail record in the listing, tab down and place an “S” beside the
desired record (Figure 6.2.1 — 3).

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 04/26/07
07870001 FACILITY AND MONLICENSED HOME SEARCH 17:57:47
SEL HAME I0 PROVIDER EFFDATE
---+ ------------------------------------------------------------------------
s MEADCWBROOK COUNTRY DAY SCHOOL 13210279 321582 11-10-98
_ MEADOWBROOK ELEM SCH CHILD CARE A4458003 441023 09-14-99

COUNTY==> NEW SEARCH==>

SEARCH INACTIVE RECORDS==> (Y or N - forms prior to Oct 1999)
Enter 5 to select facility detail from screen (if available)

F KEYS: 1l=Help 3=Exit 4=Main Menu T7=Up  8=Down

DISPLAY COMPLETE. THERE ARE NO MORE NAMES TO DISPLAY.

Figure 6.2.1 - 3: Select record to review

5. Press <ENTER> to view the selected record. (Figure 6.2.1 — 4).

GHE3E0IM SUBSIDIZED CHILD CARE 04/26/07

07870001 APPROVAL NOTICE 17457251

DATE PROCESSED 1999-06-14 FORM EFFECTIVE DATE 1998-11-10 (Note:10/99-GHB4301M)
FACILITY ID NUMBER - 13210279 DIRECTOR - MIRIAM BELINDA EVANS
MEADOWBROOK COUNTRY DAY SCHOOL

4823 MEADOW DR LOCATION -

DURHAM NG 27713 - ([ 919 ) 544 - 8208

e PROVIDER ID NUMBER - 321582

MEADOWBROOK COUNTRY DAY SCHOOL, INC. MORE PROVIDERS - N

4826 MEADOW DR OMWNER RACE -

DURHAM NC 27713 - S5N - 244 - 23 - 3713
OWNERSHIF CHANGE - LOCATION CHANGE -

PREV. FACILITY:

FACILITY LEVEL - 1 CHILD CARE CENTER

CATEGORY - A FACILITY COUNTY - 032 TEMPORARY - N EXEMPT - N
FACILITY TYPE - 1  AGE RANGE FROM 00 THRU 12  LICENSE NUMBER - 32000733

CAPACITY 1ST SHIFT 2ND SHIFT 3RD SHIFT

TOTAL 86 36 * DO NOT EXCEED THIS SUBSIDIZED
SUBSID. 42 * 42 *® CAPACITY. SEE PROVIDER LETTER FOR
INSTRUCTIONS TO INCREASE OR CHANGE
F KEYS: l=Help 3=Exit 4=Main Menu 5=Prev G=Next 8=Down

GHBZ204- Facility data has been displayed, ENTER new id or F3 to exit.

Figure 6.2.1 - 4: Selected Approval Motice
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6.2.2 Performing a name search in archives — county specified

1. Key in the Purchaser ID in the COUNTY field and the name in the NEW SEARCH
field. For this example we’'ll key “49” in the COUNTY field and “bless*” in the NEW
SEARCH field. Since we are not sure of the name, we keyed in an asterisk (*) at
the end to generate more possible results. Tab to the SEARCH INACTIVE

RECORDS field and key in “y” for yes (Figure 6.2.2 — 1).

GHEL501M SUBSIDIZED CHILD CARE REIMBURSEMENT 05/02/07
07870001 FACILITY AND NONLICENSED HOME SEARCH 15:56:42
SEL NAME ID PROVIDER EFFDATE
e e e S S T OO CEr O T EOrTeS SOCSCETT Cormmos Cossrems

COUNTY==> 32 NEW SEARCH==> bless*

SEARCH INACTIVE RECORDS==> y (¥ or N - forms pricr to Oct 199%)
Enter 5 to select facility detail from screen (if available)

F KEYS: 1=Help 3=Exit 4=Main Menu 7=Up 8&=Down

GHBOGD- Enter a COUNTY (optional) and a NAME to search.

Figure 6.2.2 - 1: Facility & Monlicensed Home Hame archive search, county specified

2. Press <ENTER> and, if found, a listing of detail records will appear

(Figure 6.2.2 - 2).
3. Repeat Steps 4 through 6 from Section 6.2.1.

GHE1501M SUBSIDIZED CHILD CARE REIMBURSEMENT 05/02/07
07870001 FACILITY AND NONLICENSED HOME SEARCH 15:56:50
SEL NAME ID PROVIDER EFFDATE
e e T e Sy

LESSED BEGINNINGS CHILDCARE 19210248 921594 10-09-%3

Date is prior to
October 1999

COUNTY==> NEW SEARCH==>

SEARCH INACTIVE RECORDS==> (¥ or N - forms prier to Oct 199%)
Enter 5 to select facility detail from screen (if available)

F KEYS: 1=Help 3=Exit 4=Main Menu 7=Up &=Down

DISPLAY COMPLETE. THERE ARE NO MORE MAMES TO DISPLAY.

Figure 6.2.2 - Z2: Facility & Honlicensed Home Name archive search results
results, county specified
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6.3 Help in Setting Parameters for a Search
Pressing the F1 key generates a list of search options (Figure 6.3).

GHBL15011 SUBSIDIZED CHILD CARE REIMBURSEMENT
FACILITY NAME SEARCH
HELF

Search on facility name. Examples follow. oOther combinations are
possible. &

CHIL® ==»> lists all with name beginning CHIL 1ike CHILD,

CHILDREN, etc.
CHILDR*  ==» 1ists all with name beginning CHILDR 1ike CHILDREN

F KEYS: 3=Exit

Figure 6.3: Facility & Monlicensed Home Hame search screen
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