
Provider Portal

How to Complete 
the Payment 

Request Form



Coming soon…

Beginning with payment for February 2025 care, all 
providers receiving Best Starts for Kids subsidy payments 
will be required to complete an acknowledgement of 
attendance referred to as a Payment Request Form.  

Payment Request Forms



Once logged 
into the 
Provider 
Portal, you’ll 
see a screen 
similar to 
this…

Payment Request Forms



If you need assistance in logging into the Provider Portal, please 
see the slides at the end of this set.  

Payment Request Forms



Scroll down the 
screen to see the 
“Tasks” and “Menu” 
sections.

Look for ATTENDANCE 
LOG & REQUEST FOR 
PAYMENTS in the 
“Tasks” section.  

Payment Request Forms



After clicking on 
ATTENDANCE LOG & 
REQUEST FOR PAYMENTS 
in the “Tasks” section, the 
next screen will look 
similar to this.  

If there are Payments to 
Request these will be 
listed below the blue 
section shown here.  

Payment Request Forms



In this example, 4 
payments are pending 
provider verification of the 
child’s attendance.  

Typically, these will all be 
for the same month.   

This example is from our 
testing environment.  

Payment Request Forms



If there are additional 
pending payments, they’ll 
continue down the page.   

Payment Request Forms



For each entry, the following information will be displayed.  

Payment Request Forms

Formatted as: 
Last name,      
First name

Head of 
Household name.

Formatted as:
Last name, First 
name

Month of 
care 
provided.

May be 
different from 
month of 
payment.

Shows if 
payment is 
for a full or 
partial month 
of care. 

Shows if 
verification 
of 
attendance 
is done or 
must still be 
completed. 



To access a child’s 
Payment Request Form, 
click on the small box to 
the left of the child’s name.  

Payment Request Forms



After clicking into the 
box to the left of the 
child’s name, a 
screen similar to this 
comes up.  

Payment Request Forms



There are three 
sections to this page 
and a signature 
space at the end.

1.) The month of care 
the payment is for.  
YELLOW

2.) The previous 
month.  GREEN

3.) Notes – from you 
to us, or us to you.  
PINK

Payment Request Forms



Payment Request Forms

Required fields:
• Has the child attended at least 1 day this month?

• Children must attend at least one day in the 
specified month in order for subsidy payment to be 
issued.

• Will the child be enrolled/attending next month?
• “Next” refers to the month after the month of care 

listed at the top of this section.
Use only if the child will not be 
attending the following month:
• When was their last attendance 

day?

Month of care



This section is 
regarding the month 
BEFORE the month of 
care you are reporting 
attendance for.  

This previous month 
section does not 
impact payment to 
your program unless 
there is a discrepancy 
with other reported 
attendance 
information.

Payment Request Forms

In this example, the previous month was December.
The month of care reporting (yellow section) was for 
January.  



This section is for 
comments regarding 
child attendance.  

Payment Request Forms

These are optional fields.

• Providers can share information with the Best Starts 
Subsidy payment team.

• And, BrightSpark’s Best Starts Subsidy team can send 
notes to providers.  



Filling in the Payment Request Form…

Payment Request Forms

First, complete the information about the month of care payment is pending for.  
• Child’s name, the month of care, and the attendance period are all listed in the lightly 

shaded section.  There is nothing to complete in this grey section.

• Click to open the dropdown menu.

“This month” refers to the 
month listed in the grey 
section above.



Filling in the Payment Request Form…

Payment Request Forms

Move to the second required question:
• Will the child be enrolled/attending next month?

“Next month” refers to the 
month after the month 
listed in the grey section 
above.

In this example, that would 
be February.



Filling in the Payment Request Form…

Payment Request Forms

If the child will no longer be 
enrolled at the child care 
program, please complete the 
third question

If the child will be enrolled in the 
child care program the following 
month, please leave this question 
blank.  



Completing the section for the “previous month”…

Payment Request Forms

The next two questions will be regarding the child’s attendance for the month 
listed as “previous month”.  
 In this example, that is December.  



Completing the section for the “previous month”…

Payment Request Forms

Both questions are required responses.  
 In this example, December is the “previous month”…

• How many days did the child attend in December?
• What is the average number of hours per week the child attended in December?



Completing the section for the “previous month”…

Payment Request Forms

In this example, the child, Green Panda, attended care 16 days in the month of December.
Green Panda was at the child care program an average of 20 hours per week in December. 



Optional NOTES section…

Payment Request Forms

Providers can include a note for the Best Starts Subsidy’s team of billing specialists.  
There is also a space where notes from the subsidy team can be included for the child care 
provider.



Payment Request Forms

The "Notes from BrightSpark" box only appears 
when a note is being sent from BrightSpark.



Payment Request Forms

No box for a note from Best Starts Subidy/BrightSpark will show if there 
was no note sent with that Payment Request Form.

Only the box for providers to 
send a note to the Best Starts Program
will show.



Attestation and Required Signature

Payment Request Forms

Please read the included 
attestation just above the 
ADD SIGNATURE  function.  

Signing the Payment 
Request Form indicates 
agreement and acceptance 
of the attestation 
statement.  



Attestation and Required Signature

Payment Request Forms

Select ADD SIGNATURE



Required Signature

Payment Request Forms

Print your name here.

For the cell “Role/Title” the 
only option available is 
“Provider” which will be 
automatically filled in.  



Required Signature

Payment Request Forms

Sign using a mouse, 
touchpad, or screen which 
is touch sensitive.  

Click on SAVE.

Please note: No real provider signatures were used.  These were created for the purpose of demonstration.   



Required Signature

Payment Request Forms

After clicking SAVE, the signature and time/date stamp will show.  

• If this does not appear, please go back to ADD SIGNATURE.



Submitting the form…

Payment Request Forms

Scroll down to the bottom of the page and select SAVE & SUBMIT.
.



Confirmation of status change to "Completed"...

Payment Request Forms

The status on the January care entry for Green Panda has now changed from “Not Completed” to 
“Completed”
.



Payment Request Forms

Complete the same process for all children whose Payment Request Form has been released (i.e., is 
visible on your screen and listed as “Not Completed”.

• Be sure to select SAVE after filling in each form.
• Be sure to select SAVE & SUMBIT as the final step for logging attendance.  



Viewing the Completed Form...

Payment Request Forms

Once the form has been signed, SAVED, and SUBMITTED, where the ADD SIGNATURE 
portion had been will now be a record of the signature and date signed.
.



Filtering Available Payment Request Forms

Payment Request Forms

The Provider Portal has the ability to filter and see only select Payment Request Forms.
 The search is available using a single or multiple criteria.    

•



Filtering Available Payment Request Forms

Payment Request Forms

Click here to select a search by month.



Filtering Available Payment Request Forms

Payment Request Forms

In this example, “January” was selected and two results were found.  



Filtering Available Payment Request Forms

Payment Request Forms

If we only want to see forms not yet submitted.  The filter for status can also be used.  



Filtering Available Payment Request Forms

Payment Request Forms

After clicking SEARCH to see the results of the applied filters (Month = January, Status = Not Completed), 
there is only one match, which shows in the space below the blue rectangle. 



Filtering Available Payment Request Forms

Payment Request Forms

Searching is also available by typing in a portion or all of a child or parent/guardian’s name.

Note– 
The search for the child Green Panda Bamboo turns up the desired result with:
 “Green”
 “Green Panda”
 “Bamboo”
 “Bamboo, Green Panda”

The search does not work when “Green Panda Bamboo” is entered.  

If first and last names are entered, the last name must come before the first name.  



Instructions for logging into the Provider Portal start here…

Payment Request Forms



You can log in directly 
using the url below.  

The link is:

https://prod.casewort
hy.com/CCR_prod-
CCRProviderPortalUn
Auth.portalnew

Provider Portal – November 2024

https://prod.caseworthy.com/CCR_prod-CCRProviderPortalUnAuth.portalnew
https://prod.caseworthy.com/CCR_prod-CCRProviderPortalUnAuth.portalnew
https://prod.caseworthy.com/CCR_prod-CCRProviderPortalUnAuth.portalnew
https://prod.caseworthy.com/CCR_prod-CCRProviderPortalUnAuth.portalnew


You can change the 
preferred language by 
clicking where it says 
ENGLISH in the lower 
right-hand corner

These are the 
available languages

Provider Portal – November 2024



Sign-in
Your screen will look like one of 
these images depending on 
what device you are using

Click on either the 3 lines or 
where it says SIGN IN

Provider Portal - November 2024



This takes you to a sign-in page 
used by both providers and 
families.  

Your USERNAME is the email 
address on file for your child 
care program.  If you have 
questions regarding which email 
address this is,  please contact us 
at providers@bskchildcare.org or 
(206) 339-5570.

Upon request, we can add 
additional email addresses for 
multiple staff at a child care 
program.  

Provider Portal - November 2024

mailto:providers@bskchildcare.org


Setting Your Password
Select FORGOT PASSWORD to 
be taken to a page where you 
can set your password.  

Please keep your password in a 
safe space.  BrightSpark staff 
cannot see your saved password.  

If  you forget the password you 
created, you’ll need to use 
FORGOT PASSWORD to re-set it.  

Provider Portal - November 2024



When you select FORGOT 
PASSWORD you’ll be taken to a 
screen similar to this.  

Please enter the email address 
associated with your child care 
program.  Then select SUBMIT.

You’ll then be asked to type in the 
password you wish to use for 
logging into the Provider Portal.  

Provider Portal - November 2024



Or, your password re-set screen 
may look like this.  

Provider Portal - November 2024



Click OK after receiving the 
password successfully reset 
message

Provider Portal - November 2024



Thank you. 

• Please contact us if you have any questions regarding portal access or the 
Payment Request Forms.  We can be reached at providers@bskchildcare.org 
and (206) 339-5570.  

• Please note, if a staff member at your child care program has a CaseWorthy 
family portal access with Best Starts Subsidy, they will need to use a different 
email address for their CaseWorthy provider portal access.

Provider Portal - November 2024
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