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CCAP Provider Portal 
Overview 
The CCAP provider portal is used by CCAP-approved providers to process enrollments for CCAP children, 
submit attendance for those enrollments, and to view reports related to enrollments and payments. This quick 
reference guide provides an overview of how to log in, enroll and disenroll a child, search for and submit 
attendance, and view reports and correspondence.  

Logging In 
1. Access the CCAP provider Portal at the following URL: https://www.ccap.dhs.ri.gov 
2. Enter your Login ID and Password (provided to you by DHS) 
3. Click Submit 

  
  
 
 
 
 
 
 
 
 
 
 
 

4. If you forgot your password, click on 
Forgot Password? 

a. Enter your User ID 

b. Enter your CCAP Provider ID 

c. Enter your EMAIL Address 

d. Click Submit 

A new password will be emailed to you; it will 
expire in 24 hours. 

NOTE: If you have two failed login attempts, 
use the forgot password link to avoid getting 
locked out. If you get locked out, send an email 
to DHS.ChildCare@dhs.ri.gov requesting a 
password reset. Be sure to include your user 
ID, CCAP provider ID, name, and phone 
number in the body of the email. 

https://www.ccap.dhs.ri.gov/CCAPWeb/
mailto:DHS.ChildCare@dhs.ri.gov
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5. You will be directed to the multi-factor authentication screen shown below. The email address should 
indicate a partial secure version of the email address associated with your provider portal login 
credentials. 

 

 

 

 

 

 

 

 

 

6. You will receive an email sent to the email address DHS has on file for you containing a one-time 
password (OTP) to access your account.  

7. Enter the last six (6) digits of the OTP into the indicated field and click Submit. 

NOTE: You can copy the six (6) 
digits from the one-time password 
from the email and paste them into 
the field on the Multifactor 
Authentication (MFA) screen. 
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8. You will land on your home screen in the 
portal. 

The OTP sent via email expires in five (5) minutes 
and must be entered before that time expires.  

If you enter the OTP after those five (5) minutes, the 
following message will display: Your one-time 
password has expired. Click on the “Resend” 
button to get a new one-time password and 
submit it within 5 minutes. 

Clicking the Resend button will send another email with a new OTP. 

 

 

 

 

 

 

 

 

Enter the newly received OTP (last 6 digits) into the Multifactor Authentication (MFA) screen and click Submit. 
You will land on your home screen in the portal. 

If you incorrectly enter the last six (6) digits of the OTP sent to your email, you will have two (2) further 
opportunities to log in with the same OTP.  The screen will display the following message: 

The one-time password you 
provided is invalid. 1 incorrect 
attempt(s) has been made. You 
have 2 attempts remaining. 

 

Entering the correct OTP after this 
message will bring you to your 
home page. 
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Entering the OTP incorrectly a second time will display the following message: 

 

The one-time password you 
provided is invalid. 2 
incorrect attempt(s) have 
been made. You have 1 
attempt remaining. 

Entering the correct OTP after 
this message will bring you to 
your home page. 

 

Entering the OTP incorrectly a third time will place your account on hold for ten (10) minutes and require a new 
OTP to be requested.  

The screen will display the following message: 

You have entered an 
incorrect one-time 
password too many 
times. Your account will 
be placed on hold for 10 
minutes. Please Click on 
the “Resend” button after 
X:XX AM/PM to get the 
new one-time password. 

The time indicated in the 
message will be ten (10) 
minutes after the third 
incorrect attempt. 

Click the Resend button after the time listed will send another email with a new OTP. 

NOTE: Clicking the Resend button prior to the ten (10) minute window will update the time displayed in the 
validation but the original time limit will remain in place. 
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If you experience a server error or if you enter an email address different from the one on file with DHS for the 
provider portal, the following error message will be displayed: 

Authentication failed due to server error or invalid email address. Please contact your account 
administrator to verify your email. 

 

 

 

 

 

 

 

 

In these instances, please email the CCAP Provider Management team at DHS.ChildCare@dhs.ri.gov to verify 
your email address or to report an outage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:DHS.ChildCare@dhs.ri.gov
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Navigation 
The Provider Home Page displays the provider’s information, messages, and navigation to other screens. 
 
Top Navigation Menu: select 
tabs to view navigate through 
portal functions 

o Home: View provider 
details on record, 
contact information, and 
Provider ID# 

o Enrollment: View or edit 
current roster of enrolled 
children 

o Attendance: Enter, edit, 
or submit attendance 

o Correspondence: 
Review notices from 
DHS to your program 

o Reports: Submit or view 
relevant reports 

o Messages: Review 
updates to specific 
children and view 
broadcast messages 
from DHS to all 
providers 

o Contact Us: For more 
support using the portal 
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Enrollment 
Overview 
The Enrollment screen displays a list of children already enrolled with the provider and allows the provider to: 

a. Search for a specific enrollment 
b. Disenroll existing enrollments by clicking on the Disenroll link 
c. View/update existing enrollments by clicking on View/Update link 
d. Create new enrollments by clicking on Enroll New Child button 
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Enrollment of a New Child 
After clicking Enroll New Child on the Enrollment screen, the Enroll New Child screen will display. 

1. Enter the Certificate Number provided. 
NOTE: When a child is authorized for the Child Care Assistance Program (CCAP), a certificate number 
is generated automatically and provided to the family. The provider should request the CCAP page of 
the family’s Benefit Decision Notice to obtain the certificate number, the child’s authorized hours, and 
age category. The family may only have a family’s Pending Certificate Notice, which is proof of the 
family’s application – not a determination of eligibility. In this case, an enrollment can be processed, but 
if eligibility is denied, it is the responsibility of the family to pay for CCAP services rendered. 

2. Select the Child Name from the pre-populated list of children associated with the certificate number. 
Note: Once the child’s name has been selected, a Certificate Summary will appear. If the child’s name 
does not appear, please email DHS.ChildCare@dhs.ri.gov.  

3. Enter the Enrollment Start Date and the other information in this section. 
Note: This date must always be Sunday. If the child starts on a Monday, the start date should be the 
Sunday prior.  

mailto:DHS.ChildCare@dhs.ri.gov
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4. Enter the Child Care Schedule. 
NOTE: Select one or multiple days of the week and enter the starting and ending time in From and To 
boxes respectively in Time Slot 1. If the child is attending two shifts in one day (e.g., attending before 
and after school), the morning shift must be entered in Time Slot 1, and the afternoon shift must be 
entered in Time Slow 2. 

5. Click Update Attendance Hours to save the attendance. The saved hours are displayed in a table at 
the top of the section. 
NOTE: Repeat Steps 4 and 5 as needed. 

6. Select Yes or No to the question “Do you want to enroll another child on this certificate number?” 

7. Click Submit to enroll the child.  
NOTE: If the child has an existing enrollment with another provider, the system will provide a warning 
asking you if you would like to proceed with the enrollment. Select OK if appropriate, then you will be 
prompted to provide a Disenrollment Date – this date must be the Saturday date prior to your Sunday 
enrollment date and cannot be a date in the past. 
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View/Update Child 
After selecting the View/Update link on the Enrollment screen, the Enrollment Details screen will display; you 
can view the enrollment details and/or update the enrollment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Quick Reference Guide 
 

Approval Date: March 2026 
 
Page | 11 
 

Updating Enrollment 
1. Enter the Change Effective Date. 

Note: This date must be either the Sunday of the current week or a Sunday in the future. 

2. Click Next. 
Note: This will bring you to the Update Enrollment Details screen. 

 

 

 

 

 

 

 

 

 

 

3. Enter the required information. 
 

 

 

 

 

 

 

 

 

 

 

 

 

####### Child’s Name 
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4. Enter the Child Care Schedule 
Note: Select one or multiple days of the week and enter the starting and ending time in From and To 
boxes respectively in Time Slot 1. If the child is attending two shifts in one day (e.g., attending before 
and after school), the morning shift must be entered in Time Slot 1, and the afternoon shift must be 
entered in Time Slow 2 

5. Click Update Attendance Hours to save the attendance. The hours saved are displayed in a table at 
the top of the section. 
Note: Repeat Steps 4 and 5 as needed. 

6. Click Submit to update the enrollment. 
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Disenroll Child 
After selecting the Disenroll link on the Enrollment screen, the Disenroll Child screen will display. 

1. Enter the Disenrollment Date. 
Note: This date must be a Saturday. Do not use a date in the past if attendance records have been 
generated for that week. Please direct any questions to DHS.ChildCare@dhs.ri.gov. 

2. Click Submit. 
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Attendance 
The Attendance screen displays a list of past attendance billing sheets, complete attendance billing sheets for 
the current batch (or pay period), or complete back billing attendance sheets. 

 Hyperlink types: 

a. Report – These reports have not been submitted and can be edited. 

b. View – These reports have been submitted and cannot be edited. 

 

 

  



 

Quick Reference Guide 
 

Approval Date: March 2026 
 
Page | 15 
 

View Attendance Report 
After selecting the View link on the Attendance screen, the Attendance Report Details screen displays with 
the submitted details.  
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Submit Attendance Report 
After selecting the Report link on the Attendance screen, the Attendance Report Details screen displays with 
the attendance details. 

NOTE: Attendance is tracked weekly; therefore, if a child attends some part of the week, the provider can mark 
the child as present. If the child’s attendance continues to be significantly more or less than the enrolled hours 
for more than four (4) consecutive weeks, then the provider should speak with the family to fill out a new parent-
provider agreement and update the enrollment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the appropriate Attendance Status for each child. 
2. Select Reason for Attendance Status, as applicable, for each child. 
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Note: Reasons for attendance statuses are as follows: 
 

 

 

 

 

 

 

 

 

3. Upload Special Circumstances Absent Notice(s), if applicable. 

a. Select option to upload Special Circumstances Absent Notice(s) if you have one or more 
children that are absent for more than four (4) consecutive weeks. 

NOTE: If you have a child that will be absent for more than four weeks because of special circumstances, mark 
the child as Absent - Special Circumstance and select the option to upload a Special Circumstances 
Absent Notice. 

4. Click Submit. The following message will appear once successfully submitted: Attendance has been 
submitted successfully. 
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NOTE: If there is a previous attendance that has not been yet submitted, the system will not allow submission 
of the current batch's attendance until previous ones have been submitted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Quick Reference Guide 
 

Approval Date: March 2026 
 
Page | 19 
 

Correspondence 
The Correspondence screen is for providers to view notices. 
There are four types of correspondence/notices that are sent to the childcare provider. These notices are sent 
automatically by RIBridges. You can search for correspondence up to one year back. 

The 5 notices are: 
• DHS-0199 – Provider’s Letter for Disenrollment 
• DHS-0194 – CCAP Payment Notice 
• DHS-0195 – CCAP Provider Closure Notice 
• DHS-0198 – Child Care Enrollment Provider Notice 

 To search for a specific notice: 
1. Enter the required information. 
2. Click Search. 
3. From the search results, click the PDF icon next to the document to view details. 
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Reports 
The Reports screen is for providers to view reports. 
 There are four types of reports generated by RIBridges: 

• Recertification of Enrolled Children: Displays list of enrolled children with recertification due in the 
selected month. 

• Child Enrollment History: Displays history of child’s enrollment with provider. 
• Details: Displays the details of DHS CCAP payment. 
• Child Copay History: Displays historical copay information for previous and current enrollments. 

  
To view, click the Report Name link. 
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 Messages 
The Messages screen is for providers to view Current Messages (messages related to specific children), 
Broadcast Messages (messages sent to all providers by DHS), and cleared messages (messages deleted by 
the user) 

To view a message, click the name link.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Quick Reference Guide 
 

Approval Date: March 2026 
 
Page | 22 
 

Contact Us 
The Contact Us screen provides ways to request assistance if you have questions or are experiencing issues 
using the portal. 
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