
Greenville County CARES Act 
SCHOOL AGED Funding

HOW TO SUBMIT A FUNDING REQUEST



1. Learn about the Funding

Visit http://www.greenvillefirststeps.org/CaresAct to learn more about 
the grant funding, what organizations are eligible, and what expenses can 
be reimbursed.

If you believe your organization is eligible, continue to the 
Greenville County CARES Act SCHOOL AGED Application.

This is a Reimbursement Grant. 
Itemized Receipts must be submitted for ALL awarded money spent. 

http://www.greenvillefirststeps.org/CaresAct
https://webportalapp.com/sp/caresactschoolaged


2. Creating a Profile and Submitting Application

Select “Sign Up”

Note: If you received a CARES Act Childcare Grant, you will still need to complete this 
process again. The two grants are independent of each other. However, you can use 

the same email address for both.



Enter your email (director) and Password. *Make sure to save your log-in 
information.



Select “+Create Profile to Get Started” 



Create Profile by entering in your Organization, Director’s First Name, 
Director’s Last Name, and Director’s Email. Then, select “Save” 



Once your profile is set up, you will see a submission card that says 
“Get Started”. Select “Get Started” to begin the grant Application.
(If you already started and saved a draft of an application, this box will say “Application Intake”.)



Next to Application, select “Edit”



Complete all required fields on the application page. Once you have 
completed all fields, select “Mark Complete” at the bottom of the page. 

You can also select “Save Draft” if you want to save it and finish it later. Just make sure to click “Save” once you are done.

Top of page Bottom of page



Select “Submit” to complete your application and the first stage of the 
grant process.

If you go back to your Homepage after submitting, the application box will now say “Under Review”.



If your application as been approved, your submission card will say “Awarded” and you 
can continue to the next step.  



3. Completing your Memorandum of Agreement
If your application has been approved, your submission card will turn 
blue and say “Awarded”. To proceed to your MOA, select “Awarded”. 



Next to Award, select “View”.



Select, download, print, and sign your Memorandum of Agreement (MOA).

DO NOT type your signature. You must 
print and hand sign the MOA. 



To upload your signed Memorandum of Agreement, select “Open” next to 
Action Required. Then, upload your signed MOA (as a .pdf file) and select 
“Save Changes”.
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Select your organization name again to go back. Then select “Submit”

After your MOA is submitted, Greenville First Steps will approve you to begin entering reimbursement receipts. 



After your MOA has been approved, the submission card on the Home Page 
will say “Reimbursements”. Select “Reimbursements” once you are ready to 
begin a submission.



4. Submitting Reimbursement Receipts

You will submit one or two reimbursement receipt requests:

Option 1: Payroll Reimbursement Form- this form should be used to submit for expenses 
related to payroll for staff time solely dedicated to the COVID-19 related school aged program 
at your organization. Please keep track of your expenses and submit only 1 Payroll Template 
with the total amount you spent on payroll. DO NOT submit paystubs. This Payroll Template 
MUST be used.

Option 2: Site Expenses Reimbursement - Save ALL itemized receipts related to 
unbudgeted expenses incurred for your school-aged program. Once you have completed all 
expenses, submit only 1 site expenses reimbursement request with ALL itemized receipts in 
one document.

**You can submit your entire amount as payroll or site expenses. Or, you can submit for a 
combination of the two. Either way, all expenses must amount to the TOTAL grant amount you 
were awarded.

https://www.greenvillefirststeps.org/caresact


Select “Edit” to upload your Payroll Template and Site Expenses receipts. Reminder 
all money should be spent by Oct 30th.

**Important Note: 

Keep track of all of your expenses and upload them ALL at one time. 

You will only submit a maximum of 2 documents for this grant: 
One Payroll Template for ALL staffing expenses (if applicable)

One Site Expense .pdf with ALL itemized receipts (if applicable)

Total of the reimbursement request should equal the total award amount. 



Select “Add New Item” to upload each reimbursement receipt. 

Upload your Payroll 
Template here

Upload your Site 
Reimbursement 
Receipts here

Once you have 
uploaded receipts 
for the ENTIRE 
amount of your 
award, select “Save 
Changes”



Finalize your Reimbursements by selecting “Submit.”



5. Submitting Completion Survey
Select “Open” and fill out the Completion Survey as the final step in the 
grant process. Once completed, select “Submit”. 

final step



Workforce Assistance Voucher
In addition to this organizational grant, funds are available to provide 
financial assistance for children of qualified essential workers enrolled in 
your school-aged, all day program. $1,000 is available per child of an 
essential worker ($100 per week for 10 weeks) on a first come, first served 
basis until funds run out. All $1,000 must be used to offset the weekly cost 
for these essential worker families. 

For more information, visit www.GreenvilleFirstSteps.org/CARESAct and 
follow the links for School Aged/Workforce Assistance.

Only awarded organizations will receive the link to ask for Workforce 
Assistance.

http://www.greenvillefirststeps.org/CARESAct


If you have any questions, please reach 
out to Greenville First Steps by 

contacting Anne Lee at 
annelee@greenvillefirststeps.org. 

mailto:annelee@greenvillefirststeps.org

