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

STEPS TO SUBMIT AN APPLICATION
Follow the steps below to submit a Smart Start Workforce Grant application. 

STEP : LOG IN TO DIRECTOR PORTAL

Go to https://registry.ilgateways.com, and click on “Dashboard Login.” 
 

 If you do not see the DIRECTOR card, you will need to request/renew access. 

STEP : VERIFY STAFF AND CLASSROOMS

Staff will need to be assigned to an existing classroom. All programs will need to have a classroom set up before 
applying and requesting funding. If you have any changes that need to be made to your staff or classrooms, 
make those first!

STEP : COMPLETE THE SMART START WORKFORCE GRANTS APPLICATION

Go back to the main Director Portal and click the “Smart Start Workforce Grants Application” card.

https://registry.ilgateways.com
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Click the “Create Application” button. 

Under Program Details, check the “Program Name” and “Address” to be sure that you are applying under the 
correct program.

All gray fields are preexisting and cannot be modified. Fields in “blue boxes”, shown below, need to be entered.
*If you have been unable to obtain a Unique Entity ID (UEI), it is okay to leave this blank, but INCCRRA must receive it from you before the 
documentation deadline.

Under Payment Details, enter the required information for this section. Be sure that the first 4 items on this 
page match what is filed with the IRS and what you have listed on your W-9! This step is very important.

Enter the mailing address – this is where the check will be sent.
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Under Documentation, click the “Choose File” button and find where you saved the document or picture on 
your computer. Double click on the file to add it to the application.

If you need to do more work, click “Save & Quit” to come back later; otherwise, click the “Submit” button.

Please take note – there is an additional step you must take before submitting your application! Click the link in 
the confirmation message to move to the next step and submit a funding request.

You can also submit a funding request by clicking the calculator icon next to your Application History screen.

STEP : SUBMIT FUNDING REQUEST 

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.
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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. 

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. 

• 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 eligible or ineligible. 
 - When your grant payment check has been mailed. 

• Grant reports will be due on the 15th of the month following the funding period. For example: Round 1 
funding is October-December 2024, so reporting will be due January 15th, 2025. 
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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.

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). 

Below, you will find Application Status meanings: 

• Pending (Online Submission) – You have saved your application but still need to finish it and click submit.

• Pending (Awaiting Review) – You have submitted your application, and it is in the queue to be reviewed. 

• Pending (Information Required) – Your application is being reviewed and requires some information from 
you (please check your email for details). 

• Eligible – Your application is approved, and you will receive payment. 

• Eligible (Waitlist) – Your application meets eligibility criteria and has been placed on a waitlist for approval 
based on the availability of funding.

• Ineligible – Your program does not meet program eligibility requirements (e.g., not a full-time program, 
does not meet CCAP requirement, etc.) or did not submit required information within the deadline. 


