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Introduction 

SEEK Scholarships help pay costs associated with credit coursework, non-credit coursework, books, approved trainings, testing 

fees, and foreign degree translation/evaluation for practitioners working in the Early Childhood field in Palm Beach County. 

The SEEK Scholarship program is currently administered by Palm Beach State College’s Institute of Excellence in Early Care and 

Education (IEECE).  For additional information, including eligibility requirements, for the various SEEK Scholarships, view the 

SEEK Handbook available on the Financial Support page of the IEECE website:  

www.palmbeachstate.edu/IEECE/financial-support/ 

Applications for all SEEK Scholarships are submitted through an online module of the Palm Beach County Early Childhood 

Registry (Registry). 

The SEEK Scholarship module of the Registry: 

- Allows for easy, online application for all SEEK Scholarships 

- Allows for easier access to practitioner profiles when processing scholarship applications 

- Streamlines the SEEK scholarship application processing procedure  

- Will be directly connected to practitioner and training information in the Registry database system 

- Allows practitioners to upload necessary supporting documentation for their applications 

- Allows practitioners to view the status of their current SEEK Scholarship applications and creates a history of all 

applications submitted since inception of the new module 

This guide provides step-by-step instructions on the SEEK Application process using the online module of the Registry. 

http://www.palmbeachstate.edu/ieece/financial-support/
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PART 1 – Updating Your Registry Record 

You must be an active member of the Registry to apply for SEEK Scholarship.  All eligibility requirements for SEEK 

Scholarships are verified with information contained in your Registry record.  For this reason, you need to ensure that you 

have an active Registry record and that it is up-to-date before submitting a SEEK Application. 

1.  Go to the Registry website at www.pbcregistry.org* and click the area for Member or Registry Login.  You will be 

brought to the Login page. 

 

http://www.pbcregistry.org/
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a. If you are an existing Registry member, sign in using your Registry ID and Password 
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b. If you don’t have an existing Registry membership, you need to create an account. 
 

 

Follow the prompts to complete your Registry Application. 

 The Children’s Forum administers this part of the Registry system.  If you have any difficulty finding or creating your Registry account,  

please contact the Children’s Forum at pbregistry@thechildrensforum.com or 561-374-7650 (Option 1) 

mailto:pbregistry@thechildrensforum.com
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2. Once you have been able to login to your account, verify that your Personal information (especially your email address) 

and Employment Information are correct.   

 
 

 
 

SEEK Scholarship uses the 

email address in your 

Registry record for all 

communication about 

your scholarship 

(approvals, denials, 

important information, 

etc.) so it is vital that you 

keep this email address 

updated.  If any of the 

information on this page 

needs to be updated, you 

may do so by clicking the 

“Edit Personal” button 

and following the 

prompts. 
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 The Children’s Forum administers this part of the Registry system.  If you have any difficulty updating information in your Registry record,  

please contact the Children’s Forum at pbregistry@thechildrensforum.com or 561-374-7650 (Option 1) 

 

 

Once you have verified that your Registry record is up-to-date, you can begin to prepare your SEEK application. 

 

 

Your place of employment, your 

title and the number of hours you 

work are important for some SEEK 

Scholarships.  It is vital that you 

keep this information updated.  If 

any of the information on this 

page needs to be updated, you 

may do so by clicking the “Edit 

Employment” button and 

following the prompts. 

mailto:pbregistry@thechildrensforum.com
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PART 2 – Preparing for the Online SEEK Application 

To complete the online SEEK application process you may be required to 

submit supporting documentation with your application.  The online 

system allows you to easily upload1 this documentation as part of the 

application process but you must have the documents ready and saved in 

your computer or on a flashdrive before you begin the application process. 

For example, when applying for SEEK Scholarship for a course or training, 

you must first register for the course/training through the college or 

training organization.  You need to save your registration form to your 

computer or a flashdrive in order to upload it into the SEEK system.  When 

saving such documents to your computer/flashdrive, it is recommended 

that you save it with a name that clearly states what the document is (e.g. 

“RegistrationForm-HEO0185 Teaching Strategies” or “Registration Form-

Behavior Modification”).  This will make it easy to find when it comes time 

to upload it to the system.  Once you have registered and have your 

supporting documents saved, you can then apply for SEEK Scholarship via 

the online system.   

Later in this guide, you will be instructed on how to apply for each type of 

SEEK Scholarship and which ones require supporting documentation.  Be 

sure to read the guide thoroughly so you know what you need to have 

ready to complete the application! 

1NOTE: Uploading your supporting documentation directly into the SEEK system ensures 

that the documents are received.  If you are unable to upload the documents into the 

system, you may submit them via fax (561-868-7042) or email 

(IEECE@palmbeachstate.edu). This may cause delays in the processing of your application.  
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PART 3 – The SEEK tab 

When you are logged into your Registry record, you will see a SEEK tab on the far right top of the screen.  Clicking that tab will 

bring you to your personal SEEK page.   

  

Go to the 

SEEK tab 
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PART 4 – Applying for SEEK Scholarship 

 Basic Steps of the Application Process 

You begin the SEEK application process from the SEEK tab of the Registry.  For Community Based Trainings and HEO courses 

offered at Palm Beach State College, you can also begin the SEEK application process directly from the Training Calendar (refer 

to the details of this process on page 34 of this guide).  All applications follow these basic steps below. 

1. When applying for SEEK from the SEEK tab of the Registry, simply click the “Apply for SEEK Scholarship” button. 

 

  

Click here to begin the 

application process. 
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2. You will see the Eligibility page which outlines the basic requirements for all SEEK Scholarships.  If you are confident 

that you meet these requirements, click “Continue”.  If you are unsure if you meet these requirements, click “Cancel” to 

exit from the application.  You may want to discuss your eligibility with your assigned Career Advisor and apply for SEEK 

once you are sure you meet the eligibility requirements. 
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3. Next, select the type of scholarship for which you are applying and click “Continue”.  Each scholarship type has 

different requirements for completing the application process.  The following pages of this guide will go through each 

step of the process depending on the type of scholarship you have selected. 

 

  

Only one Scholarship 

Type can be selected.  

Once you complete the 

application process for 

one scholarship, you 

can start over and 

apply for another. 
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4. Almost all scholarships require you to add some additional information.  Others also require submission of supporting 

documentation.  Within this guide, find the specific type of scholarship you are applying for to learn what additional 

information is needed (pages 20-33).  Once you’ve entered the required additional information and added the required 

supporting documentation, click “Continue”. 

 

 

This step is required for 

most types of scholarships.  

For more details on this 

step, follow the instructions 

for each specific scholarship 

later in this guide (pages 

20-33).  Enter the necessary 

information and click 

“Continue” 
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5. If you need to provide supporting documentation for your specific type of scholarship, you can upload the document(s) 

right from your computer (refer back to page 9 of this guide).  In the section labeled Supporting Documentation, click 

the “Select” button to upload a new file. 
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This should bring you to the files on your computer (or flashdrive).  When you find the correct document to upload, 

double click the file to add it to the SEEK tab.   

 

For this example, I am applying for a 

credit course at Palm Beach State 

College so I need to upload my saved 

copy of my registration form.  When I 

double-click this file, it will be 

uploaded to the SEEK system.  I could 

also simply select the file and click 

“open” below and it will be uploaded 

to the SEEK system. 
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This should return you to the Additional Information step of the application and you should see your file listed in the 

Supporting Documentation section.  If you uploaded the wrong file, you can remove it and try again.  If you need to 

upload another document, follow the same steps until all relevant documents appear.  When you are ready, click 

“Continue” to finish the remaining steps of the application process. 

 

 

 

  

If you upload the wrong 

document, you can remove it 

and select another document.  

When all documents are 

uploaded, click “Continue”. 

NOTE: We encourage all applicants to upload documents directly through this system but if you 

are unable to do so, the documents can be sent via fax (561-868-7042) or email 

(IEECE@palmbeachstate.edu).  However, this may cause delays in the processing of your 

application. 

mailto:IEECE@palmbeachstate.edu
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6. Next, you must read and agree to the SEEK Participation Agreement and Recipient’s Responsibilities.  It is important 

that you read and understand this information.  You must check the box near the bottom of the page to indicate your 

agreement to the terms and click “Save”. 

 

Once you click 

“Save”, you will be 

unable to make any 

edits to this 

application.  If you 

need to go back to 

review or edit 

information, click 

“Previous”.  If you 

would like to cancel 

the application, click 

“Cancel”. 
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7. Finally, you will see a note that states your application has been submitted.  You must click the “Finish” button to 

complete the process. 

 

 
 

 

Once you click the “Finish” button, you will be brought back to your personal SEEK page.  From here, you can apply for 

another type of scholarship, you can monitor current scholarships or you can return to any other part of your Registry 

record by clicking the tabs at the top of the page.  If you apply for another type of scholarship, the same basic steps are 

followed. 
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 Additional Information Needed (based on Scholarship Type) 

 Palm Beach State College Coursework (includes ECPC/FCCPC, ECE Credit courses, ECE Non-credit 

courses/HEO, general education and language courses) 
 
If you are applying for a scholarship for any type of coursework at Palm Beach State College, you will need to enter 

additional information and supply a copy of your class schedule/registration form.  Then click “Continue”. 

 

 

 

Your Student ID and the Start Date 
of the course can be found on your 
class schedule/registration form.  
Do not use dashes when entering 
your Student ID. 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (class 

schedule/registration form) 
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 Florida Atlantic University (FAU) Coursework 

 
If you are applying for a scholarship for any type of coursework at FAU, you will need to enter additional information 

and supply a copy of your class schedule/registration form.  Then click “Continue”. 

 

 

 

Your Student ID and the Start 
Date of the course can be 
found on your class 
schedule/registration form.  
Do not use dashes when 
entering your Student ID. 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (class 

schedule/registration form) 
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 Florida International University (FIU) Coursework 

 
If you are applying for a scholarship for any type of coursework at FIU, you will need to enter additional information 

and supply a copy of your class schedule/registration form.  Then click “Continue”. 

    

Your Student ID and the 
Start Date of the course can 
be found on your class 
schedule/registration form.  
Do not use dashes when 
entering your Student ID. 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (class 

schedule/registration form) 
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 Pre-approval for Reimbursement for courses at non-participating universities 

 
If you are applying for a scholarship for pre-approval for reimbursement for coursework taken at a regionally 

accredited institution, you will need to enter additional information and upload a copy of your class 

schedule/registration form and a description of the coursework.  Then click “Continue”. 

 

 

You must enter the name of the 
Institution (college or university) 
where you will be taking the course.  
You should also enter your Student 
ID and the Start Date of the course.  
All of this information should be 
found on your class 
schedule/registration form.  Do not 
use dashes when entering your 
Student ID. 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (class 

schedule/registration form) 
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 Community Based Training/Registry Approved Career Pathway Training 
 

If you are applying for a scholarship for a Community Based/Registry Approved Career Pathway Training (CBT), you 

will need to enter the training Event ID and provide a copy of your Training Registration form.   

 

 
 

If you know the Training Event 

ID, enter it here and click the 

“Lookup” button.  If you do not 

know the Event ID, skip to page 

26 to learn how to find it. 
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When you enter the Event ID and click “Lookup”, the system automatically pulls the Training details into your 

application, as shown below.  Next, upload a copy of your training registration form. Then click “Continue”. 

 

 
 

 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (training 

registration form) 

Training details 

are pulled in 

automatically 

after you enter 

the Event ID and 

click “Lookup”. 
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If you don’t know the Registry training Event ID number of the training, you can find it in the Registry Training 

Calendar.    

 

  

If you don’t know 

the Event ID, click 

here to go to the 

Training Calendar. 
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Once in the Training Calendar, search for the training in the Training Calendar by entering key words or the training title 

into the “Keywords” field, or leave all fields as is and hit “Locate Events”. 

 

 
 

Enter 

keywords of 

the training 

title here or 

just leave it 

blank and click 

the “Locate 

Events” button 
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When you find the training, you will see the Event ID in the upper right corner of the training details.  Write that 

number down and return to your SEEK Application and enter that number where needed on the Additional Information 

page. 
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When you enter the Event ID and click “Lookup”, the system automatically pulls the Training details into your 

application, as shown below.  Next, upload a copy of your training registration form, then click “Continue”. 

 

 
 

 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (training 

registration form) 

Training details 

are pulled in 

automatically 

after you enter 

the Event ID and 

click “Lookup”. 
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 Palm Beach State College Tests (i.e., PERT, TABE, LOEP) 
 

If you are applying for a scholarship for a test at Palm Beach State College (PERT, TABE, LOEP), you are required to select 

the Type of Test you will be taking, then click “Continue”. 

 

  

 

 

 

 

You must click 

the arrow to 

make the list of 

tests appear.  

Select the test 

you will be 

taking. 

LOEP 

PERT 

TABE 
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 GED Test Reimbursement 
 

If you are applying for reimbursement for the GED Test, you must be sure your Registry record reflects your completion 

of the GED Test and submit proof of personal payment, a Vendor Application and W9 form via fax (561-868-7042) or 

email (IEECE@palmbeachstate.edu).  You do not have to upload these documents into the SEEK module.  Then click 

“Continue”.  

 

 

 

 

Submit the necessary supporting 

documents [proof of personal 

payment, Vendor Application and 

W9 via fax (561-868-7042) or 

email 

(IEECE@palmbeachstate.edu)].  

Do not upload these documents 

into this system. 

 

mailto:IEECE@palmbeachstate.edu
mailto:IEECE@palmbeachstate.edu
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 Foreign Degree Translation/Evaluation 
 

No additional information is needed for scholarships for Foreign Degree Translation/Evaluation.  You simply follow the 

basic steps to complete the application process. 

 

 

 Requests for Reinstatement from SEEK Suspension/Termination 
 

If you were unsuccessful in a previously funded SEEK event, you may be suspended or terminated from SEEK eligibility. 

You will see this noted on the SEEK tab.  If you have completed the requirements for reinstatement, and your Registry 

record has been updated accordingly, you can apply for reinstatement through the SEEK module.  Click the “Apply for 

Reinstatement” button. 

 

 

 

 

If you are currently 

suspended/terminated 

from SEEK, a note will 

appear on the SEEK tab. 

Click “Apply for 

Reinstatement” to 

begin the reinstatement 

request. 
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Next you must upload supporting documentation to show proof of personal payment for the professional development 

events you completed for reinstatement.  Then click “Submit”. 

 

 

 

 

 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (proof of 

personal payment) 
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 Applying for an HEO Course (Non-Credit) or Community Based Training from the Registry 

Training Calendar  

 
1.  Register for the course or training through the College or Training Agency depending on who is offering the 

course/training. 

2. Login to your Registry account to apply for SEEK from the Training Calendar.    

  

 

Click here to go to 

the Training 

Calendar to search 

for the training and 

apply for SEEK 

Scholarship 
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3. Search for the course/training in the Training Calendar by entering key words or the course/training title into the 

“Keywords” field, or leave all fields as is and hit “locate event”.  You may also choose the SEEK box to only see those 

trainings/non-credit courses eligible for SEEK. 

 

You can find the 

training you 

want using 

keywords, 

checking the 

SEEK box or 

simply clicking 

“Locate Events” 
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4. Once you have found the course, look for the “Apply for SEEK Scholarship” link and click it.  If there is no link, the 

course/training is not eligible for SEEK Scholarship. 
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5. This will bring you to the “Eligibility” part of the SEEK Application process.  If you are confident that you meet these 

requirements, click “Continue”.  If you are unsure if you meet these requirements, click “Cancel” to exit from the 

application.  You may want to discuss your eligibility with your assigned Career Advisor and apply for SEEK once you are 

sure you meet the eligibility requirements. 
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6. Next you’ll have to enter some additional information.   

a. For HEO (Non-Credit) courses: 

i. You will have to enter your Student ID and the Start Date of the course – all of which can be found on your 

course schedule/registration form.   

ii. Then upload your Registration Form/Course Schedule in the Supporting Documentation section. 

 Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (class 

schedule/registration form) 

Your Student ID and the Start Date 
of the course can be found on your 
class schedule/registration form.  
Do not use dashes when entering 
your Student ID. 
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b. For Community Based Trainings: 

i. All training details should appear – confirm that the information is correct. 

ii. Then upload your Registration Form in the Supporting Documentation section. 

 

 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation (training 

registration form) 

Make sure the correct training 

information was pulled in. 
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PART 5 – Editing Your Application/Uploading Additional Documents after Application Has Been 

Submitted 

After you have submitted your application, you may still upload documents, as long as you do so before the application is 

processed by the IEECE.  For example, if you forgot to upload your registration form/course schedule at the time you applied, 

you can go back into the system, find that application and upload supporting documentation. 

1. When you are logged in to your Registry Account, click the SEEK tab. 

2. You will see a list of all the SEEK applications you have submitted.  Find the one you need to add documentation for and 

click the “Details” link. 
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3. You will see the details of that application.   

4. Verify it is the correct application and click “Add Documentation”. 

 

 
 

 

Verify that this is the correct 

application (the note below shows 

that you have not submitted 

supporting documentation). 
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5. Upload the required supporting documentation. 

6. Click “Save and Close”. 

 

 

 

 

Refer to pages 15-17 of this 

guide for instructions on 

uploading supporting 

documentation  
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7. You will then see that your supporting documentation has been added and the date it was added. 

8. Follow the same steps again if you have additional documentation to add for this scholarship. 
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PART 6 – Monitoring Your Application 

One benefit of the SEEK Scholarship Online Application Module is that you can continuously monitor your application from the 

time you submit it until it has been completely processed by the IEECE. 

1. When you are logged in to your Registry Account, click the SEEK tab. 

2. This will bring you to your personal SEEK page.  You will see a list of all the SEEK applications you have submitted.   

3. The first column, titled “Application Status” indicates where your application is in the process.   

 Refer to the Application Status definitions on the next page to understand what each status means. 
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 Application Status – Definitions 

 

  

 Submitted:  Your application has been submitted 

successfully but no further action has been taken by the IEECE 

to review it yet. 

 Awaiting Documentation: Your application was 

submitted but required supporting documentation has not 

been provided.  You need to upload the required 

documentation into the system (refer to pages 15-17 for 

instructions on how to do so).  If you are not sure what 

documentation you need to submit, contact your Career 

Advisor (561-868-3670).   

 Assigned: Your application has been assigned to a Career 

Advisor for review and processing.  Generally, processing is not 

completed until after the SEEK deadline has passed, if 

applicable. 

 Pending Notification: Your application has been reviewed 

and processed but your notification letter has not been sent 

yet.   

 Processing Complete: Your application has been 

completely processed and you should have received an email 

notification about the application.  If you have not received the 

notification, contact your Career Advisor (561-868-3670). 
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You are also able to monitor the approval status of each transaction tied to a specific application.  For example, when you 

apply for coursework, your assigned Career Advisor will add transactions for any books associated with that course and any 

fees that SEEK scholarship will cover.  By clicking the “Details” link next to a specific application you can see all of the 

transactions and the “Approval Status” of each. 

 

 
 

Click the “Details” link to see 

more information about each 

application.  
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 Refer to the Approval Status definitions on the next page to understand what each status means. 
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 Approval Status - Definitions 

 

 New:  This is the initial approval status for all transactions.  

 Pending: The transaction is ready for review by a Career Advisor.  

 Under Review: The transaction has been processed by a Career Advisor and is awaiting final approval. 

 Approved: The transaction has been approved and will be paid for by SEEK Scholarship. 

 Pre-Approved: The transaction for reimbursement of college coursework has been pre-approved.  Once the 

coursework is paid for and successfully completed, the status will be changed to approved.  

 Denied: The transaction has been denied for SEEK coverage.  A reason for denial will be noted.  

 Unsuccessful: A training/course that was paid for by SEEK Scholarship was not completed successfully.  This results 

in Suspension/Termination from SEEK eligibility. 

 Dropped: A training/course approved for SEEK Scholarship was dropped within the drop/add period.  This does not 

impact SEEK eligibility. 

 Incomplete: The applicant failed to meet the requirements but SEEK had not paid for the transaction.  This will be 

most common in instances for reimbursement of courses taken outside of PBSC, FAU, or FIU where the applicant was 

pre-approved for reimbursement but did not complete the coursework. 

 Other Financial Aid: Financial Aid covered all or a portion of the costs associated with that transaction. 

 Expired: Tests and foreign degree evaluations must be completed within 30 days following SEEK approval.  If the 

applicant did not complete the tasks within that timeframe, the transaction expires and the applicant must reapply.  

 Cancelled: The course/training was cancelled, therefore, the transaction is cancelled as well.  
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PART 7 – Notifications About Your Application 

Once you have submitted your SEEK application through the online system, you may be contacted by a member of the IEECE 

staff if they have questions about your application or see that additional information is needed.   

Also, all letters and other notifications regarding SEEK Scholarship are sent to the email address listed in your Registry 

record.  Be sure to keep it updated in your Registry record and when you see an email from the IEECE or a Palm Beach State 

College email address review it in case it contains important information about your scholarship application. 

When your Application Status is listed as “Pending Notification”, this means a decision has been made about your application 

and you should be receiving an email about it in the near future. 
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PART 8 – Important Links and Contacts 

Palm Beach State College – Institute of Excellence in Early Care and Education (IEECE) 

 For information on SEEK Scholarships, Career Advising and Training  

www.palmbeachstate.edu/IEECE 

Email: IEECE@palmbeachstate.edu 

Fax: 561-868-7042 

Career Advising: 561-868-3670 

SEEK Scholarship: 561-868-3828 

 

Palm Beach County Early Childhood Registry (Registry) 

 Log in to create or update your Registry record 

 Log in to access the SEEK Scholarship Online Application System 

www.pbcregistry.org 

 

The Children’s Forum 

 Assistance in creating or updating your Registry record 

www.thechildrensforum.com 

Email: pbregistry@thechildrensforum.com 

Phone: 561-374-7650 

 

Children’s Services Council of Palm Beach County 

 Children’s Services Council, a special district created by Palm Beach County voters, provides leadership, funding  

and research on behalf of the county’s children so they grow up healthy, safe and strong.  

www.cscpbc.org 

Phone: 561-740-7000 

http://www.palmbeachstate.edu/IEECE
mailto:IEECE@palmbeachstate.edu
http://www.pbcregistry.org/
http://www.thechildrensforum.com/
mailto:pbregistry@thechildrensforum.com
http://www.cscpbc.org/

