


Getting Started 

Welcome!

¡Bienvenidos!

We will get started in a few minutes

Comenzaremos en unos minutes



Selecting a Language Channel: 

How to select a language channel / Cómo seleccionar un canal de lenguaje

• Computer or laptop / Computadora o Laptop:
o Select the globe and pick your preferred language / Seleccione el globo y seleccione su 

lenguaje preferido

• Phone or tablet / Teléfono celular o tableta:
o Click on the three dots. Then "more" and "interpretation" then your preferred language / 

Seleccione los tres puntos. Después “more” e “interpretation” y su lenguaje preferido



Asking Questions: 

How to ask a question / Cómo hacer una pregunta

o Select the “Q&A” icon and type your question / 
Seleccione el icono “Q&A" y escriba su pregunta

o Questions you ask will show up here /                
Las preguntas que hagas aparecerán aquí. 

o Only hosts and panelists will be able to see all 
questions / Solo los anfitriones y panelistas 
podrán ver todas las preguntas 



What is the Required Reporting?

• For each round of funding you receive, there are two required reports that 
must be submitted via the Director Portal within the designated time frame

• The Funding Use Report asks questions about:
• Status of your funded classroom(s)

• Enrollment in your funded classroom(s)

• Staff working in your funded classroom(s) and their wages

• The Narrative Report asks questions about:
• If the grant is meeting its intended goals

• If there were waiting lists for enrollment

• If there was staff turnover



Reporting Timelines

• Please be aware of the following timelines and terms to ensure you will be reporting on 
the correct time period:

• Example:  If you received Round 1 funding, you would have received your check in September 2024 and 
funds should have been used October through December 2024. Your Round 1 report is due by January 31, 
2025 and should cover how you used the funds during October through December.



Before You Begin

• Check that the Staff Listing card in your Director Portal is updated and 
accurate.  

• Collect your payroll or paystub documentation that verifies all staff in grant-
funded classrooms were paid the wage floor during the funding use period.
• Payroll reporting should include the following for each staff member:  name, total 

hours worked, gross pay, deductions (if applicable), net pay, OR paystubs showing 
this information

• Review the Narrative Reporting questions and prepare your responses so 
you are ready to complete the survey online.



Grant Reporting Structure

Grant Round

Funding Use 
Report

Report Specifics

Funded 
Classrooms

Status

Enrollment

Classroom StaffDocumentation
Narrative 

Report

Reporting is completed for 
each Grant Round your 

program receives funding

Two reports need to be 
completed for each Grant Round

The Funding Use Report has 
3 sections

The Funded Classrooms 
section has 3 sub-sections



Access the Grant Reporting Screen

• Log in to the Director Portal

• Click the “Smart Start Workforce Grants 
Application” card

• Click the calculator icon next to the listed 
application to view the Funding Requests

• Then, click the calculator icon next to the 
Funding Request for the grant period you 
need to report on to view the Reporting 
screen



Funding Use Report

• A Funding Use Report will be generated 
automatically and put in “Draft” status

• Click the pencil icon to edit and complete 
the report

• You will be able to “Save & Quit” 
throughout the report, but will not be 
able to click the “Submit” button until all 
information is complete



Step 1 - Complete the Report Specifics section

• Enter the name of the person completing the report, along with their phone number and 
email address



Step 2 - Complete the Funded Classrooms section

• The classroom(s) that were funded for your program during the grant period will be listed

• Click the pencil icon to report the required information for each of those classrooms

• Note: The enrollment, number of staff, and missing hourly wage will all be 0 to begin



a. Complete the Classroom Status sub-section

• These questions refer to “unplanned” closures – 
do not count closures for holidays or staff in-
service days 

• Additional questions may appear based on how 
you respond



b. Complete the Enrollment sub-section

• Enter the number of children enrolled as of the last date the classroom was open during the funding use 
period

• If the classroom closed and was still closed at the end of the funding use period, please report the 
enrollment as of the last day children were in that classroom



c. Complete the Classroom Staff sub-section

• Select the staff assigned to that classroom on the last day of the funding use period / last day children 
were enrolled

• Click the pencil icon next to each staff person to enter the required information



c.1. – Enter the required staff information

• Enter information into each of the 
fields shown

• Classroom Role should reflect the role 
the staff held in that classroom:

• Lead Teacher and Teacher must be paid the 
wage floor for teachers.

• Assistant Teacher must be paid the wage 
floor for assistant teachers.

• FCC/Group FCC Assistant must be paid the 
wage floor for FCC/Group FCC Assistants

• FCC/Group FCC Owner/Provider is an 
option being used for data collection 
purposes and does not have a required 
wage floor

• Hours Worked – the typical hours 
worked per week



Repeat for each Funded Classroom

• Repeat parts a. through c. for each of the funded classrooms listed

• If the red “One or more classrooms must be corrected…” text appears, it means that there are issues with 
one or more of the funded classrooms

• Check that the classroom has Enrollment (Last Date Enrollment is not 0)

• Check that the classroom has Staff (Number of Staff is not 0)

• Check that Staff are not missing Hourly Wage (Missing Hourly Wage is 0) 



Step 3 - Complete the Documentation section

• Upload the documentation required

• All programs must upload a Receipt of Funding Letter

• All centers must upload Payroll Reporting Documents that verify 
staff in grant-funded classrooms were paid the wage floor during 
the funding use period

• Family Child Care or Family Group Child Care programs that 
received additional funding for an assistant must also provide 
Payroll Reporting Documents

• Click the “Submit” button once all steps are complete to submit the 
Funding Use Report



Narrative Report

• Click the plus sign icon to start and 
complete your Narrative Report

• You will be taken to a Survey Monkey 
online survey



Step 1 - Complete and Submit Narrative Report

• The Narrative Report has a series of 
questions to better understand the 
impact that grant funds are having 
on programs

• You will see a confirmation screen 
once your narrative has been 
submitted – note it may take up to 
72 hours for it to be noted in the 
Gateways Registry



Getting Help & Troubleshooting



Checking for Status Updates

• Director Portal > Smart Start Workforce Grants Application card
• Click the calculator icon to get to the Funding Requests
• Click the calculator icon to get to the Reporting for a specific Funding Request
• The Report Status column will provide you with more information



Report Status Meanings 

• Draft – The report is started, but still needs to be completed and submitted.

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

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

• Accepted – The report has been reviewed and is considered complete. 



Troubleshooting

• You do not see a Director Portal card:
• Complete the access request form and email it to help@inccrra.org.

• There is no application listed when you click the Smart Start Workforce Grants Application 
card:
• Double check the organization showing on the main Director Portal screen. If you recently 

received a new license, your application may be under your old license/organization ID.  
Check the main Director Portal screen and use the “Change” button to select your 
previous ID.

• The application is listed, but the Funding Request for the grant period you need to report on 
is not shown:
• Same as above, that funding request may have been under the prior license/organization 

ID.

mailto:help@inccrra.org


Getting Help

• Contact the Grants Help Desk (grants@inccrra.org) or Registry Help Desk 
(onlinehelp@inccrra.org) if you need help logging in, do not see the Director Portal, or run 
into any trouble with the reporting.

• The Local Expert at your Child Care Resource and Referral (CCR&R) agency is also a resource if 
you need help with the reporting steps. Find your local expert at 
https://www.ilgateways.com/docman-docs/smart-start/3590-smart-start-workforce-grants-
local-expert-contact-map/file  

mailto:grants@inccrra.org
mailto:onlinehelp@inccrra.org
https://www.ilgateways.com/docman-docs/smart-start/3590-smart-start-workforce-grants-local-expert-contact-map/file
https://www.ilgateways.com/docman-docs/smart-start/3590-smart-start-workforce-grants-local-expert-contact-map/file


Thank You! 
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