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Tips to Navigating and Completing your Grant Application 

Verify your account 

Each time you log-in, you may be prompted to verify your email (i.e., receive a verification code 
sent to the email associated with your account). This is done to make sure your data stays safe. 

If you select the box “Remember me” on the log-in screen, you will reduce the number of times 
you must enter a verification code. 
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Saved Applications 

If you have started an application, you will see the open application on the welcome page, with 
the option to “Edit”. 

 

 

Application Information 
This information is auto-populated from data input when you created your account. You may edit 
this data by navigating to your name on the upper-right side of the webpage and selecting “My 
Account.” This is also where you can create a new password for your account. 
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You may add a “second contributor” or “reviewer” from your organization (e.g., you are the director 
and want to keep your financial manager informed on the application) by selecting the Person+ 
symbol.  

You may only add individuals who have already created an account. You may search for them by 
email and manage their access by selecting either “Can manage applicants” (allowing the user to 
edit an application) or “Receives email notifications for application status updates” (allowing the 
user to stay updated on the application status). 

 

Any question with a red asterisk is required. 
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Application 

The application questions are split into 2 sections: (1) Provider Information; and (2) Certification 
and Verification. 

These questions can be viewed by selecting the +, which will expand the tile and reveal the 
questions. 

 

Selecting your program 

As part of the application, you must select the program on whose behalf you are applying. This 
can be done by searching for your program in the first field of the application under “Provider 
Information.”  

To search for your program, begin typing either your program name or licensing ID in the search 
field (pictured below for Child Care Centers). 

 

This search function is called “Smart Type,” and the related program options will appear as you 
begin typing (e.g., if you start typing “Stor…”, Stork’s Nest Child Academy programs will appear 
in the drop down bar). 
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If your program does not appear or you notice edits in your program’s name, licensing ID, or 
address that need to be corrected, select the checkbox as seen below. You will then be provided 
fields to update your program information. 

 

 

Download your application 

You may download a copy of the application at any time by selecting the download icon on the 
top right side of the application page. 
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Auto-save 

As you complete the application, the blue icon on the left side of the application screen will refresh 
and auto-save your application. If you leave the application page or are disconnected for some 
reason, it will display the auto-saved information when you return to the application. 

 

 

Upload your W-9 

You may “drag and drop” a saved file into the blue box with the cloud icon, or you may select the 
cloud icon to search for the saved file on your computer. You may also add a file by selecting the 
blue pencil icon. You will know the file has uploaded because the name of the file will appear in 
the blue box under the cloud icon. 

To remove a file, select the red X below the blue box.
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Submit and Review your application 

Your application will be submitted only once you select the Submit icon at the bottom of the page. 
This will generate a confirmation email.  

 

You may check on the status of your submitted application on the home screen, or by navigating 
to the “My Application” tab at the top of the page. On the right side of the screen, an icon will show 
the status of your application. 
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The application status list and corresponding meanings are summarized in the table below: 

Draft Applicant has started and saved the application but has not yet submitted. 

Awaiting Review Application was submitted. 

In Progress Application was submitted, and review of the application is in progress.  

On Hold A grant reviewer has requested a revision from the applicant. 

Approved A grant reviewer has approved the application. 

Declined A grant reviewer has declined the application. 

 

Once an application has been submitted, it can only be edited by an application reviewer. Please 
reach out to ChildCareGrants@pcgus.com if you need to make a change to a submitted 
application or if you need assistance in completing the application.  

 

 


