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1. INSTRUCTIONS FOR ADDING CHILD CARE PROVIDER RATES AFTER GO-LIVE 

1. Locate your Child Care Case (Sample is Contra Costa case #1B27L20). 
a. This case is active with Certificates into the 2022 year. 
b. Hover over the Child Care tab in the Global navigation bar and click Case 

Summary. 

 
Figure 1-1 – Case Summary Page 
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2. You are now on the Child Care Focused Case Summary page. On the left side, 
you will see task items specific to the Child Care Program  

 
Figure 1-2 – Child Care Focused Case Summary Page 
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3. Click on Child Care Certificates, to view the Child Care Certificates List page for 
the case. 

a. Click the Funding Source link for the certificate you wish to update. 

 
Figure 1-3 – Child Care Certificates List Page 
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4. On the Child Care Certificate Detail page, scroll down to Provider Name at the 
bottom left of the page, and click the link for the name, this will take you to the 
Resource Detail page 

 
Figure 1-4 – Child Care Certificate Detail Page 
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5. On the Resource Detail page, click the Services task item on the left side. 

 
Figure 1-5 – Resource Detail Page 

6. You are now on the Service List page; this allows you to add new services for 
child care providers and edit the service types that exist. 

a. Click the Active Service Type link to go to the Service Detail page. 

 
Figure 1-6 – Service List Page 
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7. On the Service Detail page, click the View Rate List button at the top right. 

 
Figure 1-7 – Service Detail Page 

8.  This opens the Provider Rates List page: 
a. As can be seen from the provider below, in the instance of the process 

Contra Costa follows, it records every single payment made to the 
provider. 

b. The following instructions will end date these historical records and allow 
the County to proceed with payments using the functionality in CalSAWS 
using the accurate provider rate for age groups, times of day, rate types, 
and rates. 

9. Click the Add Rate button on the top right as shown below to get to the Provider 
Rate Detail page. 

  
Figure 1-8 – Provider Rates List Page 
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10. On the Provider Rate Detail page: 
a. Fill out this information accurately, with the correct information. 
b. This page is also where you will add any OPTIONAL special criteria for a 

certain rate, such as drop-in, not toilet-trained, before/after school, etc. 
c. Begin date should be a recent date after your county’s Go-Live date to 

ensure that the month prior can be paid accurately. 
d. Click the Save and Return button after entering the updated information 

 
Figure 1-9 – Provider Rate Detail Page 
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11. When you click the Save and Return button, the Effective Dating Confirmation List 
page will appear. This page: 

a. Advises you that you are adding a new record, and due to this, the 
system will adjust the end dates for the previous records. 

b. Shows the historical payment records and the effective end date, in this 
case example, 03/31/2022. This will end date ALL rates that match the 
basic criteria you entered for age group, rate type, time, and care type. 

12. Click the Save button to confirm and return to the Rates List page. 

 
Figure 1-10 – Effective Dating Confirmation List Page 

13. On the Rates List page, you will see that the new rate you added, along with the 
historical records that matched the criteria, now have end dates. 

 
Figure 1-11 – Rates List Page 
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14. Once you are done reviewing the rates, hover over the Child Care tab in the 
Global navigation bar and click Case Summary. 

15. Then select Child Care Certificates on the left side menu to return to the Child 
Care Certificates List page 

16. When you click on the certificate you are updating, you will select the correct 
rate you want to pay under the Rates header. 

17. Click the Edit button on the Certificate Detail page. 

 
Figure 1-12 – Certificate Detail Page 

18. Scroll down to the Rates section and click the Add Rate button. 

 
Figure 1-13 – Certificate Detail Page – Rates Section 

19. You can then select the rate that you just added to start making a payment. 
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