Attendance Tracking System (ATS) Quick Reference Guide B @

Parents: Resetting your ATS PIN

Introduction

Each CCCAP parent/caregiver or delegate must have their own unique eight-digit
personal identification number (PIN) to check children in and out of care using ATS.
You shall not share your PIN with anyone, including the child care provider.

If you forget your PIN, follow these instructions to reset your PIN.

To reset your PIN:

1. From the provider location and provider device, the provider will access ATS
and switch to KIOSK mode.
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2. On the Welcome screen, select Forgot PIN?
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3. Enter the email address that you use with your county CCCAP case and select
Request New PIN. You will be instructed to check your email to complete
resetting your PIN.
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Please check your email to complete
resetting your pin.
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Request New Pin

4. Check your email inbox for an email to complete the PIN reset process. If you
don’t see the email in your inbox, check your spam and junk folders for the
email sent from cdhs_ats_helpdesk@state.co.us. The link will be active for 24
hours from when the email was sent.

Hi Testsarahjane teststate,

Arequest to reset your PIN has been received. Please click HERE ¢r open
the URL link below to complete the PIN reset process

Please remember, this PIN is your electronic signature. DO NOT share
your PIN with anyane_ If anyone asks for your PIN or instructs you on what
PIN to enter, please contact the ATS help desk and your CCCAP county
immediately.

TIPS:
* Do not begin your 8-digit PIN with a 0 (zero)
+ Pin must be unigue_ If the screen returns to blank, the 8-digit
number you selected is in use. Please choose another 8-digit
number.
s Do not choose sequential numbers (not 1111-1111, etc.)

https-//iwcuat-coloradoshinesportal.cs35 force com/providerhub/ATS#/pin-
reset?code=1W+FIEGusP3REPQAGTIh3ImH%h+
AINHY JZXIARAT Y 215rnoX GlopspKSTxl 8rdSFITKixBoN+7 TNXIQTBdusA==

IMPORTANT: The link to reset your PIN is custom to you and will be
available for 24 hours. You will not be able to utilize the check-infout
capabilities until you set up your PIN.

You must use the Chrome browser to set your PIN_ If you do not open your
email with Chrome, copy the link and paste into Chrome to set your PIN

If you did not request a PIN reset, please disregard this email and contact
your the ATS help desk to report.

Read the email for tips to successfully set your PIN. Select the HERE link to
complete the PIN reset process. The link will expire after 24 hours. If do not
set your PIN within 24 hours, you will receive a reminder email with a new link.
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On the New PIN screen, enter an eight-digit number, four digits in each box, in
the first row. Enter it again in the second row. NOTE: ATS will present a clear
understanding of the reason why the PIN entered is not accepted.
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There was a problem with your pin reset request.

Please select a different PIN.
New Pin
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5. Click New/Reset PIN to save the PIN. You will receive a message that your PIN
was successfully changed.

Once you have set the PIN, you can use it to access the ATS at a provider facility. Go
to the device that your provider makes available to use for ATS, enter Kiosk mode,
enter your new PIN and select Log In to check your children in and out of care.
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