
Child Care Scholarship Application on 
the Benefits Portal

Instructions how to complete and submit the online child care application. 

If you need assistance, after viewing this User Manual, please call 800-476-0199
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Client Main Screen
https://benefitsportal.dss.sc.gov

Shows the applicant the basic 
qualifications for the program.

If the applicant already has an account to 
apply for TANF/SNAP, they may use the 
same login information.

If the applicant does not have an 
account, one will need to be created. 
All correspondence will be through 
the benefits portal or to the email 
associated with the account. 
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Creating an Account

Limited number of special 
characters

All date boxes work the 
same:

1. Change Month
2. Change Year
3. Click on date
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Once the client logs in, this is the first screen they see. They will 
need to click on View/Apply for Child Care Financial Assistance.
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Statuses are updated 
automatically on the 
applicant side when it is 
changed on the staff 
side. 

Click here to start a new application

Reasons provide the applicant with 
the incomplete or denial reason for 
their application. They will 
automatically receive emails with 
this information as well. 

Until the application is 
submitted, the client has 
the option to edit it. They 
will also be able to edit if it 
is sent back as incomplete. 

Once the application 
is submitted, the 
applicant cannot edit 
it however, they will 
be able to view it and 
download it as a PDF 
file for their records. 

Gives a description of the status
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This is the first page of the application. It gives the client their rights and responsibilities. 
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The is the bottom of the first page, and advises the client of all required documents they will need to provide with their application. 

This is at the bottom of every page. This allows the applicant to 
exit the application without losing information.

Each section will 
change from gray 
once the client views 
the page and they 
will be able to jump 
to the last section if 
they have to come 
back to complete the 
application.

The DSS Form 1247 will be linked under parent 
details if the applicant indicates they are disabled.
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The application should be completed by the parent/guardian. 
If you are applying for child care assistance for a foster child, it should be completed in the foster child’s name. 

Required fields are indicated by the red *. 
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If applicant indicates the mailing 
address is the same as the residence, 
the mailing address does not populate 
on the application.

If the applicant indicates there is a 
separate mailing address, they are 
given the section to complete. 

The email is automatically entered and 
cannot be changed from the email 
address associated with the portal login.

Required fields are indicated by the red *
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All other questions are single-
select.

Race is a multi-select option, all 
chosen races appear in the 
blank above the dropdown box

Required fields are indicated by the red *
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This is the client reference number. It is now tied to this application. 

If this is a 2-parent household, 
both parents must be included 
in the household. The client will 
not be able to continue if the 
second parent is not included.

At least one child must be 
added in the household. 

All household members can be 
added, the eligibility worker 
will determine who to include 
in the household size. 

The applicant is automatically 
added as in the household.
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This allows the client to add 
multiple household members 
without returning to the previous 
screen.

If no more household members need 
to be added, saves current household 
member and to return to the previous 
screen. 

Age auto populates 
based on the 
birthdate. Goes back to 

previous screen 
without saving 
the information

Required fields are indicated by the red *
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If household is a two-parent 
family, the second parent 
cannot be labeled “No 
Relation”. The next best 
relation will need to be 
selected.
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All yes responses will populate the income 
choices. It is multi-select and will populate the 
next several pages based on these responses.

The drop down selection
Required fields are indicated by the red *. 14



Every household member 
that was listed as having 
income on the previous page, 
will be given their own page 
to list what type of income 
and how often received. 

Click the green button to 
add the income. If 
something was selected by 
mistake, return to previous 
page and edit the selection 
for that household member.
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For self-employment, applicants should list the 
household member who is self-employed as the 
employer and their address as the employer’s 
address.

Wages (employment income) and self-employment need 
the additional information. It will be repopulated under 
parent details on a later screen.

All other income sources resemble what the TANF 
screen looks like. 

Required fields are indicated by the red *. 
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View what was 
inputted

Delete the 
entered 

information

Edit the inputted 
information
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Eligible children must be under the age of 13 at the time of application. 
If the child is between 13 and 19 year old, they will need to have a verified special need or be a foster child.

Add each child 
who needs 
child care.

Each child 
that has been 
indicated as 
needing 
services, and 
the option to 
edit or delete 
if needed.
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Which child needs child care? 

The client will add each child they need services for. 
As the applicant completes each question, the 
answer will populate additional questions as 
needed. 

School-Ager Legal Alien

Infant - Preschooler
Required fields are indicated by the red *. 19



If the applicant has not 
chosen a child care provider, 
this screen can be skipped.

If a provider has been chosen, 
the applicant will add the 
provider and will indicate which 
child or children will attend that 
child care provider. 
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This will only list children the applicant chooses a child care provider for. If a child was indicated as needing child care 
services, but a provider is not chosen, that will be noted on the application. Applicants should not be alarmed if all 
children are not listed. 
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If this is a two parent family, there must be two parents listed before continuing. 
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Wages and self-employment are auto populated from the household income 
once the household member is selected.

The applicant will need to 
select each parent from 
the drop down list.

Multi-select for employment, school, 
training, disability
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This form must be 
completed for all who 
have stated they are 

disabled, by the 
physician who will verify 

the disability.

These fields only populate if the 
applicant indicates in school, in 

training, or disabled.
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Reminder of the 
required documents that 

need to be uploaded. 

Applicant will need to 
select the file on their 
computer/tablet/smart 
phone, then upload the 
attachment. 

One uploaded 
document is required 

for submission.
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The applicant is able to preview the full application to check for any errors 

prior to submission. 

The green 
edit button 

will take 
applicant to 
the chosen 
section to 

make 
corrections. 
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The signature page lists 
the applicant rights and 
responsibilities once 
again.

The applicant 
must read 
and check 
each item.

Applicant will type their name as 
an electronic signature. Once signed, 

submit the 
application
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Congratulations, the application has been submitted. 

The applicant may download a copy 
of their application for their records. 
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