
Our mission is to nurture and sustain 
child-centered, antiracist early learning communities.

Providers:
How-To Complete the 

Payment Request Form (Attendance) 
in the Provider Portal

This guide will help providers learn how to complete the Payment

Request Form (also called the Attendance form) in the Best Starts for

Kids Subsidy Provider Portal in BridgeCare. It explains how to locate,

fill out, and submit the form to confirm the days a child attended care

during a given month. Completing this form helps ensure accurate and

timely subsidy payments.
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About the Payment Request Form
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✔ Answer questions about the child’s care and enrollment

✔ Enter how many hours per week the child attended

Note: Subsidy payments are based on the approved hours of
care, not the number of hours reported

Indicate if the child received another subsidy during the month

Submit the form when complete

We cannot send payment until the form is fully completed and
submitted. If anything is missing or needs to be corrected, we will
contact you directly.

The Payment Request Form (also called the Attendance Form) is
your monthly attendance record. It also acts as your invoice to
request payment for the care you provided.

Payment Request Forms (attendance) is usually available on the
17  of every month in the Provider Portal. You do not need to wait
until the end of the month to complete it. As soon as you have all
the information, you can fill out and submit the form. Once
submitted, we begin processing your payment.
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Please note: If logging in on your phone or mobile device, we
recommend turning your screen to a horizontal view for best
viewing results. 

What Providers Do in the Form
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Logging In to the Portal
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To go to the Provider Portal in
BridgeCare, click here.

You can log into the portal
by entering your email

address and password, or
by requesting and entering
the one-time code sent to

your email. 

Change the language to
Spanish setting by

clicking here

Step-by-Step: How to Fill Out the
Payment Request Form

https://providers.bskchildcare.org/welcome


Click on the blue link
that shows the

number of students
under your provider

location.

 This opens the list of
children currently

enrolled in your care.
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Open Your List of Enrolled Children

Click the Enrolled
Tab

 This opens the list
of children currently

enrolled in your
care.

There are two ways to see the children enrolled
at a program.

Option 1
Option 2
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Go to the Payment Request Form Tab

At the top of the screen, click the 
Payment Request Form tab.

 This will show the children eligible for monthly
payment requests.



Use the dropdown menu to select your
provider location.

 If you only have one site, it will be the only
option available.
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Select Your Provider Location



Select Best Starts for Kids from the
classroom options.

 This tells the system which program you’re
submitting the form for.
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Choose the Best Starts for Kids
Classroom



Find the child you’re submitting for and click
their name.

 This opens the attendance form for that child.
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Click on the Child’s Name



The form will pop up. Answer all the questions in
the form:

Confirm if the child is still enrolled
Report how many hours per week they
attended
Say if the child received another subsidy this
month

Click Update after each section, fill in your
answer, then click Save.
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Fill Out the Attendance Form



When the form is complete, scroll to the bottom.
 

Click I Agree, then click Submit.
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Submit the Form



You’ll see a blue box that says:

“Payment request form updated successfully.”

If you would like to confirm your submission,
please use the “Status” filter option to view
submitted forms. 

If you need to make a change after submitting,
contact the Best Starts Subsidy Team. 

If you would like to download a copy of your
completed PRFs, you can use the checkboxes to
the left to select the forms and use the button
with the three dots to download. 
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After You Submit



To help us send payments on time:
Submit PRFs by the last day of the month of
care 

      (Example: For July care, submit by July 31)

Forms expire 30 days after the month of care
ends

 ➤ For July care, the final day to submit is 
      August 30

If a form is not submitted before it expires, it will
be locked and payment cannot be made.

Please contact us if you need more time — we’re
here to support you.
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Submission Timelines


