
Provider Portal

How to View and Sign 
the Subsidy Payment 
Authorization Form



When a Subsidy Payment Authorization form has been 
created for a child who will be attending your child care 
program, you will receive an email message similar to the 
one to the right.  

Initially, the document will be ‘read only’.  Once the family 
has signed, the provider can then sign.  This is the same 
as how Subsidy Payment Agreements were routed when 
using DocuSign.  

The portal created by CaseWorthy replaces DocuSign for 
completing these agreements.  
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Clicking on the link in the email you receive from CaseWorthy will take you to this page.
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You can also log in 
directly using the url 
below.  

The link to get here is:

https://prod.casewort
hy.com/CCR_prod-
CCRProviderPortalUn
Auth.portalnew
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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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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.  
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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.  
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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.  
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Or, your password re-set screen 
may look like this.  
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Click OK after receiving the 
password successfully reset 
message
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This screen image is from the testing version.  It shows a fake family with both child and parent named Cotton Test.  

The image above is what it would look like with just one Subsidy Payment Authorization form waiting for the 
provider’s signature.  
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This is what it 
looks like 
with multiple 
Subsidy 
Payment 
Authorization 
forms 
awaiting 
provider 
action.  

Note: Some 
have been 
signed by the 
family and 
others are 
waiting on 
family 
signature.  
This is found 
in the STATUS 
column.
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Scrolling down the page reveals this portion.

Most of these functions are not yet available.  The ability to review, sign, and download completed Subsidy 
Payment Authorization forms is ready for use by providers and families.  

Families have access through a separate portal, built specifically for families. 
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Subsidy Payment Authorization forms which are not yet complete are shown at the top of the page for 
easy reference.  

The Subsidy Payment Authorization (SPA) forms are released to the family and provider portals at the 
same time. However, they must be signed by the family before they can be signed by the provider.   
Providers have ‘read only’ access until the family signs the SPA.

Both family and provider receive an email that a new SPA has been generated.

Providers will receive an additional email once the family has signed the authorization form.  This is to 
notify the provider that they can now sign.

Those which have been completed by family and provider can be accessed through the REVIEW PAYMENT 
AUTHORIZATIONS blue button under TASKS further down the page.  
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Viewing a Subsidy Payment Authorization (SPA) form

-- Which has already been signed by the family

PROVIDER WILL BE ABLE TO SIGN THIS FORM.
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To view a Subsidy Payment Authorization which has been signed by the family and is ready for provider 
signature, click on the row with the child and parent/guardian names.  
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Another example with both Subsidy Payment Authorizations pending family and pending provider signature. 

Click into the row of the child’s SPA you wish to view and sign (the row must say PENDING PROVIDER SIGNATURE).   

Provider Portal - November 2024



This screen will appear.  Click on the gear icon on the row you wish to view and sign.

You’ll see   

Click on VIEW PAYMENT AUTHORIZATION box.  
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This will open up 
next. 

Note: The child’s 
name and DOB 
show.

Click on 
DOWNLOAD 
PAYMENT 
AUTHORIZATION 
to view the 
agreement.  
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The Subsidy Payment Authorization will 
automatically pop up, or you may need to 
open it from the image that appears in the 
upper right hand corner of your screen.

This depends on which device you are using 
to access the portal.

You’ll see that this copy is for a fake child with 
the name Decaf Coffee.  
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The next page, shows the months the 
subsidy is authorized for, the amount 
of the subsidy, the child’s age 
category, and the approved amount of 
care (part-time, full-time, or extended 
care).
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Page 8 is where family and provider 
signatures will be visible.

• Signatures are not added on this 
page.  

• Signatures are added on the portal 
page.  

In this image, the agreement has been 
signed by a parent/guardian named ME 
on October 30.  

The provider name and MERIT ID 
number will be auto filled.  They are 
redacted here.  
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Return to the portal to add the 
provider signature.

When using a smart phone, I 
closed the pdf file to return to 
the provider portal.

On my laptop, I selected the tab 
labeled “CaseWorthy”.  
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That returns us to this page.  Please fill in the published tuition amount  which 
would be charged to this child for the listed amounts of care.
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Providers are required to note what their published tuition is for the named child, for all three amount us use 
categories (part-time, full-time, and extended care).

Tuition information is ONLY USED to determine the subsidy amount for school-age children attending center-
based child acre programs.  For these children, the amount of subsidy to be paid is the lesser of the provider’s 
published tuition amount and the maximum subsidy award for that child.  
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Tuition amounts listed for all children 
attending FCC (family child care) programs 
is for Best Starts Subsidy program 
information only.  It is not used to set the 
child’s subsidy award amount.

Tuition amounts listed by providers for 
infants, toddlers, and preschoolers 
attending center-based programs is also for 
Best Starts Subsidy information only.  It is 
not used to set the child’s subsidy award 
amount.  

The tuition information given by the provider 
is taken into consideration when 
determining the subsidy amount to be paid 
for school-age children attending center-
based programs.  The lesser of the tuition 
amount and the child’s maximum award will 
be the amount of subsidy to be paid.
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After filling in the tuition amounts, please click on the button next to the text: “I 
have carefully read and agree…” (It is marked in yellow here.)
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You may need to scroll down the page to see where it says, CONTINUE TO SIGNATURE.  

Entries for any listed children can be checked (to access signature), or unchecked (signature functionality will 
not appear).  The checkmark option is to the left of the child’s name.
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After clicking on CONTINUE TO SIGNATURE, this page appears.

The family signature will show, noting who signed it (here it says, “me”.  In reality, the adult signing the form will 
write in their name.  The date signed also shows.   

Now it is the provider’s turn to sign.  Click on the box next to “I have carefully read and agree…” 
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The signature box opens up after clicking on ADD 
SIGNATURE.  

• Type your name into the first empty field.

• The only option for the second field is “Provider”.

• Using a mouse or touch sensitive screen, sign 
into the third field.  

Select SAVE when you are done.  
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After selecting SAVE on the signature field, you’ll be back to this screen.  

Select SAVE in the lower right-hand corner.  

Provider Portal - November 2024



This next page will look familiar.  

Please check to verify that the provider signature portion was completed.  It will say, “SIGNATURES 
COMPLETE, PENDING REVIEW”.

After the billing team has reviewed the signed Subsidy Payment Authorization, the status will change to 
COMPLETED.
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This screen shows 2 authorization forms signed by both family and provider.  

• The first is pending review by the Best Starts Subsidy billing team.  It can be viewed by clicking on the 
gear icon on that row.

• The second has been reviewed and approved by the billing team.  To view, click on DOWNLOAD PDF.  
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Clicking on DOWNLOAD PDF 
brings you to this page.  

The icons for downloading a 
copy and printing have been 
highlighted in yellow on this 
image.  

Scrolling to the signatures page 
will show the family and 
provider signatures added in 
the respective portal spaces.
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Scrolling to the signatures 
page will show the family and 
provider signatures which had 
been added in the respective 
portal spaces.
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Viewing a Subsidy Payment Authorization (SPA) form

-- Which has not yet been signed by the family

PROVIDERS ARE UNABLE TO SIGN THE FORM UNTIL THE 
FAMILY HAS SIGNED FIRST.

Providers may view the SPA as a ‘read only’ document.  
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To view a Subsidy Payment Authorization which has not yet been signed by the family click on that child/family row
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Click on the gear icon to the left of the parent/guardian’s 
name.  Then on, VIEW PAYMENT AUTHORIZATION.  
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This screen will 
appear next. 

The name of the 
child will show, 
and the child’s 
DOB.   

Click on the 
DOWNLOAD 
PAYMENT 
AUTHORIZATION 
blue bubble.  
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The download appeared in the upper 
right hand corner of my screen.  To 
open, I clicked on the file name.  
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The Subsidy Payment Authorization form opens.  

The child and provider information will be filled 
in.  (This is a test document for a fake child, so 
the subsidy amounts show as $0.)

Scrolling through the document will show 
months of authorized care, subsidy amounts, 
and amount of approved care (part-time, full-
time, or extended care).

Terms and conditions of the agreement are also 
included in the SPA form.
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Signatures, by family and provider are not 
completed on the pdf form.  

Instead, families and providers return to their 
portal spaces to sign the agreement.

Once the family and provider have signed the 
form within the portal, these signatures will be 
viewable on the pdf.  Families and providers both 
have access to view and download a copy of the 
completed Subsidy Payment Authorization form.
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Return to the provider portal

On my laptop, this was 
simply clicking on the 
CaseWorthy tab.  On a smart 
phone, I closed the pdf and it 
reverted to the portal.  
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If you were to try to sign the Subsidy Payment Authorization, you’d see the following message.

The family must sign before the provider can sign the authorization form.
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Viewing a Subsidy Payment Authorization (SPA) form

-- No unsigned authorization forms

Previously signed Subsidy Payment Authorization forms can 
be viewed and downloaded.
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If there are no incomplete subsidy authorization forms, the provider page will look like this.
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Click on                   
REVIEW PAYMENT 
AUTHORIZATIONS 
to view completed 
forms.
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This screen shows 2 authorization forms signed by both family and provider.  

• The first is pending review by the Best Starts Subsidy billing team.  It can be viewed by clicking on the 
gear icon on that row.

• The second has been reviewed and approved by the billing team.  To view, click on DOWNLOAD PDF.  

Provider Portal - November 2024



Clicking on DOWNLOAD PDF 
brings you to this page.  

The icons for downloading a 
copy and printing have been 
highlighted in yellow on this 
image.  

Scrolling to the signatures page 
will show the family and 
provider signatures added in 
the respective portal spaces.
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Scrolling to the signatures 
page will show the family and 
provider signatures which had 
been added in the respective 
portal spaces.
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Thank you.  We are excited to have this opportunity 
to share the provider portal and how to access 
Subsidy Payment Authorizations with you.

• Please contact us if you have any questions or wish to add additional staff 
members to your program’s portal.  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.
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