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SMART START
WO R K F O RC E  G R A N T S

STEPS TO SUBMIT A FUNDING REQUEST
Follow the steps below to submit a Smart Start Workforce Grants Funding Request. 

Note: To receive Smart Start Workforce Grant funds, ALL programs must submit a funding request for each round 
 of funding.

BEFORE SUBMITTING A FUNDING REQUEST:

All programs must first complete a Classroom(s) card and assign staff before submitting a Funding Request! If you are a 
Family Child Care or Family Group Child Care program not using an assistant, you must assign yourself to the classroom. 

1.	 Once you complete this step, open a classroom from your “Classrooms” card and review the “Classroom Staff” 
section at the bottom of the page. This will show whether you have assigned staff or not. 

2.	 If you do not see any staff listed, you must update this before submitting a funding request. 
a. Tip: If you see an incorrect funding request dollar amount (e.g., $0.00), you likely need to update your 

classroom and assign staff.

3.	 Update the “As Of Date”, and click on “Submit” button.

Additional Information: Classroom Card (Centers), Classroom Card (FCC/FGCC), and the Maintaining & Updating the 
Staff Listing tip sheets.

STEP : ACCESS FUNDING REQUEST

After you submit a new application, a confirmation message will appear. Click the link in the confirmation 
message to move to the next step and submit a funding request.

If you already have an existing application, you can also submit a funding request by clicking the calculator icon 
next to your “Application History” screen. 

https://www.ilgateways.com/docman-docs/smart-start/3615-smart-start-workforce-grants-classroom-card-tip-sheet-centers/file
https://www.ilgateways.com/docman-docs/smart-start/3616-smart-start-workforce-grants-classroom-card-tip-sheet-fcc/file
https://www.ilgateways.com/docman-docs/smart-start/3611-smart-start-workforce-grants-staff-listing-tip-sheet/file
https://www.ilgateways.com/docman-docs/smart-start/3611-smart-start-workforce-grants-staff-listing-tip-sheet/file
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STEP : SUBMIT FUNDING REQUESTS

Select the grant period you are submitting your request for and click the “+” icon.

Next, check eligible classrooms. 
•	 Review the classrooms listed. If incorrect, go back to the ‘Classroom’ card and revise. 
•	 Select the reason for a waiver if a classroom falls below the enrollment minimum. 
•	 Review the maximum dollar amount listed. This is the maximum funding you may be eligible to receive for 

the grant period. 

There are 3 new columns:
1.	 Number of Staff: There should always be 1 or more staff listed here.
2.	 Missing Hourly Wage: This should always be 0.
3.	 As of date: This date is from the “Classroom Card.” This must be within 30 days of when you submit your 

funding request. 
If none of the criteria matches when trying to submit the “Funding Request,” then a red message displays on the top 
and the submit button will be disabled. You can select “Save & Quit” to make the required changes under the 
“Classroom” Card. To fix these errors, please click on the “Classroom” Card and update your classroom information.

What changes are needed if you receive a red message in the “Eligible Classrooms” screen:
1.	 If Number of Staff is Zero: Classrooms must have staff assigned. Go the “Classrooms Card” and add staff in 

the classroom that does not have assigned staff. Then, update the “As of Date” under the “Classroom Card” 
after changes are made. Click on “Submit” button.

2.	 Missing Hourly Wage: Staff must have an hourly wage. If any number other than 0 appears in this column, it 
means the Hourly Wage is missing within the Classrooms Card. If so, first select the “Update Classroom” page, 
and then go to “Classroom Staff.” Please add the correct “Hourly Wages” and then update the “As of Date” 
under Classrooms Card after changes are made. Click on “Submit” button.

3.	 As Of Date: The “As Of Date” must be within 30 days of your funding request date. If no changes are needed 
under the “Classrooms Card” then enter “Current Date” and click on “Submit” button. 
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Next, complete the remaining information. 
•	 Review the “Use of Funds” statements. 
•	 Enter your name and today’s date to state your agreement with the Use of Funds. 
•	 Upload the required documents. 

Lastly, click “Submit” to submit your application for review.

WHAT TO EXPECT NEXT: 
•	 Applications will be reviewed 
•	 INCCRRA will email you to let you know: 

	- If your application is incomplete or clearer documentation needs to be uploaded.
	- If you need to submit clearer documentation, you will be allowed time to submit additional documentation. 
	- If your application is found ineligible or eligible. 
	- When your grant payment check has been mailed. 

•	 Grant reports will be due on the last day of the month following the funding period. For example, Round 1 
(FY26) funding is July - September 2025, so reporting will be due October 31, 2025. 

STEP : CHECK THE STATUS OF YOUR SMART START WORKFORCE GRANT APPLICATION AND  
FUNDING REQUEST

Click the Smart Start Workforce Grants “Application” card in the Director Portal to access the “Application History.” 
•	 The status column shows the status of your main application. 
•	 To see the status of your funding requests, click the calculator button. 

•	 The ‘Status’ column on the ‘Funding Requests’ listing shows the status of each funding request. 
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Below, you will find status meanings for the Funding Request: 

•	 Draft – You have saved your funding request, but still need to finish it and click “Submit.” 

•	 Submitted – You have submitted the funding request, and it is in the queue to be reviewed. 

•	 Information Required – The funding request has been reviewed and additional information is needed 
(check your email for details).

•	 Accepted – The funding request has been accepted and is in the queue for funding. 

•	 Rejected – The funding request was reviewed and could not be approved (check your email for details). 


