
Workforce Retention Grant Expense Report

https://ocfs.ny.gov/programs/childcare/grants/workforce-grant/

Presenter Notes
Presentation Notes
The workforce retention grant portal will open on July 26th . You can access the application through the grant portal by clicking on the link below.

https://ocfs.ny.gov/programs/childcare/grants/workforce-grant/


Workforce Retention Grant Expense Report

Forgot username, you will 
be asked to enter your email 
address and you will receive 
an email with all your NY.GOV 
usernames.

Forgot password, you will be 
asked to enter your NY.GOV 
username, you can reset your 
password by answering the security 
questions or chose to have a reset 
link sent to your email. 

Presenter Notes
Presentation Notes
You will be asked to log into your account. If you do not have an account you can create one.

If you are having trouble logging into your account because your user name and password are not recognized. The best thing to do is first click forgot user name. Enter your email address on the next page and the system will send you an email of all your user names. 

Once you have your user name click forgot password and you will have the option of answering a security question or having a reset link sent to your email address.

The process should get you through the log in process 





Grant Opportunities Page 

Select the first option 

Presenter Notes
Presentation Notes
This page may look different once the portal is open. You will click apply review next to workforce retention.

Remember that what you choose from the grant opportunities page will determine if you can get into the grant portal.



Provider Verification Page 

Click in the middle of the dropdown bar to 
highlight your facility and select next.

Presenter Notes
Presentation Notes
Once you select apply / review from the grant opportunities page you will be brought to the provider verification page. 

The workforce retention grant is an entirely separate grant from the stabilization and the workforce support grant. 

We want to start a new application by entering in our facility ID number on the left side of this page under start a new application.

Click search 



Workforce Retention Grant Expense Report

This may appear anywhere on 
the page depending on your 
device. Computer/cell phone 

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report

Make sure all staff are listed 
who you certified worked in 
you program at the time you 
applied for the bonus.

If you have multiple 
staff on your roster 
you can move to the 
next page by 
clicking the arrow.

Examples of records 
descriptions are 
payroll docs, bank 
statement, note of 
payment to myself

Chose the first date a 
payment was made to 
the employee. 

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report

Select the date the first payment was 
made to the employee 

How you recorded the expense. Examples are 
bank statements, bank journal, note that you 
paid yourself with the date of payment.

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report
Employees who did not 
receive the full bonus 
amount.

The first date a payment 
was made. Even if this 
employee did not

Select the reason why 
the employee did not 
receive the full amount 
of the bonus.

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report

2230
This amount includes the 
recruitment bonus and the 
payroll tax assistance amount

To enter in your expense 
description, click the arrow and 
EDIT will appear. Click edit to enter 
in your expense.

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report

230

2000

230

If you have unspent funds you 
have until September 2024 to 
spend all recruitment funds.

There is not a section to record your payroll tax assistance 
amount. The payroll tax assistance amount should be 
included in your remaining recruitment funds. You may be 
asked to complete another expense report.

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Workforce Retention Grant Expense Report

Check each box to submit your expense form. 
This form can be downloaded from the home 
page. It is highly suggested that you download 
this form once you’ve completed it.

Presenter Notes
Presentation Notes
The link will direct you to the division of Child care services page and an option to apply for the workforce retention grant will available on July 26th. 

Providers may also receive an email with a link directing them to the grant portal.



Kiersten Kennedy
Finance Specialist 

(518) 426-7181 EXT 349
kkennedy@brightsideup.org

Workforce Retention Grant Expense Reporting 

Jennifer Callaghan
Registrar/Child Care Start up Specialist
518-426-7181 Ext. 356
www.brightsideup.org

mailto:kkennedy@brightsideup.org
https://protect2.fireeye.com/url?k=0301364e-5f270e70-0303cf7b-000babda0031-c1484d8fcd2dd615&q=1&u=http%3A%2F%2Fwww.brightsideup.org%2F
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