
Family Portal

How to View and Sign the Subsidy 
Payment Authorization Form



You will receive an email when there is 
a Subsidy Payment Agreement ready 
for you to sign. 

The message will look similar to the 
one to the right.  

Clicking on the link will take you directly 
to the sign-in page.

We will no longer be using DocuSign for 
Subsidy Payment Authorization forms.
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Clicking on the link in the email will take you directly to this page.

Please select SIGN IN.



You can also sign-in as you did 
for the reauthorization 
application.  If you do, you’ll 
come to the same page.

The link to get here is: 

https://prod.caseworthy.com/C
CR_Prod.portalnew

It will be slightly updated from 
this view you had at 
reauthorization.  

Please select SIGN IN.  
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You can change 
the preferred 
language by 
clicking where it 
says ENGLISH in 
the lower right-
hand corner

These are the 
available 
languages
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Signing In
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Your screen will look similar to one of these images 
depending on what device you are using and which route 
you took to signing in.

Click on either the 3 lines or where it says SIGN IN
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This takes you to a sign-in page 
used by both families and 
providers. 

Your USERNAME is the email 
address you used to sign-in when 
completing your reauthorization 
application.  Your password will 
be the password you set.

If you’ve forgotten the password 
you created, please select 
FORGOT PASSWORD and set a 
new password.  



This example uses a fake family.

Head of Household is: Latte Coffee

Using the email address Latte@Coffee.com 
as the user name.

The password is the same one used to 
complete the reauthorization application.
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Once signed in, you’ll land at a page that looks like the image above.

Go to PAYMENT AGREEMENT SUMMARY and click there.  

--This page will look a bit different from the page which was your starting point for the reauthorization application.
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After selecting PAYMENT AGREEMENT SUMMARY, you’ll see a page similar to this.

It will list the name of the selected child care provider, the name of the Head of Household, the name of the child, 
the timeframe when the subsidy is effective, and who has signed the Subsidy Payment Authorization form.

The form must be signed by the family before the provider can sign.

Family Portal – November 2024



Click on the gear 
icon to the left of 
the child care 
provider’s name.
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Click on REVIEW 
AND SIGN.
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If there is more than one Subsidy Payment Authorization, you’ll see more than one row.  

Please select DOWNLOAD PAYMENT AUTHORIZATION (highlighted in yellow here), clicking on the blue bubble.  
This will allow you to read the full Subsidy Payment Authorization.  
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The Subsidy Payment Authorization document will 
open up.  

On some devices, it may appear as an icon in the 
upper right hand corner which will need to be 
clicked on to open.  

Information regarding the child, the provider, the 
subsidy amount, and the length of the subsidy will 
be indicated.

Terms and conditions of the agreement are 
included in this document.



The months the subsidy agreement is effective will 
be listed on page 2 of the authorization document.

The subsidy amount for care with the provider noted 
on page 1 and the amount of authorized care (part-
time, full-time, or extended care) is also noted on 
this page.

Family Portal – November 2024



Page 8 shows the signature spaces.
You will not be able to sign into this form directly.  You 
will sign in the portal, not on the downloaded form.

Once you have reviewed the Subsidy Payment 
Authorization form, please close out of the document 
and return to the portal.  

It is in the portal which you will sign the document. 
After family and provider have signed, you’ll see the 
signatures filled in within the Subsidy Payment 
Authorization form.
------------------------
 Note:  There may be SPA forms for more than one 
child within the pdf agreement document.   Only 
children who are members of this same family will be 
represented.
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After reviewing the Subsidy 
Payment Authorization (SPA), you 
will need to navigate back to the 
portal to sign and accept the SPA 
agreement.  

On my laptop, I access the portal 
by clicking on the tab that says 
CaseWorthy Portal.   

On a smart phone, closing out the 
pdf returned me directly to the 
portal screen. 

Returning to the portal will allow 
you to move to the space where 
you can sign the form.  
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Returning to the portal brings us back to this page.

In order to access the signature form, you must check the small box (highlighted in yellow in the picture above).  
In doing this, you are agreeing that you’ve read and agree to the terms of the Subsidy Payment Authorization. 

Checking the box opens up access to the signature function.

Select CONTINUE TO SIGNATURE.
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After clicking on CONTINUE TO SIGNATURE, this is the page which appears.  

The names of the child(ren) show as does the name of the child care provider.

Click on the box next to I HAVE CAREFULLY READ AND AGREE….  to access the signature field.
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Now that the box is checked, click on the blue bubble where it says ADD SIGNATURE.
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The signature box appears on the screen.  It 
functions the same as the signature box on 
the reauthorization application.

Type your name into the first empty cell.

The only option for the second empty cell is 
PARENT/GUARDIAN.

Then, using your mouse or touch screen, sign 
your name in the third empty field.

Select SAVE.
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After selecting 
SAVE, the 
screen will look 
similar to this.  

The date and 
time of your 
signature will be 
recorded.

Select SAVE in 
the lower right-
hand corner to 
complete the 
signature 
function.
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You’ll be taken back to this screen.  Note that the information in the column “Signed by Family” has changed from 
NO to YES.  The Subsidy Payment Agreement will now be available for the noted provider to sign.  
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Please remember, Subsidy Payment Agreements are not valid until signed by the 
family and provider and verified by the Best Starts Subsidy billing team.

Thank you.

If you have any questions, please reach out to the team of Family Access and 
Support Navigators at support@bskchildcare.org or (206) 208-6865.
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