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Login

Go to https://eeclead.force.com/EEC_Login

1. Enter your LEAD username and password

2. Click Login

• If you have forgotten your password, you 

can click Forgot Password? and follow the 

steps to reset your password

• If you have forgotten your username, or if  

you are having a problem logging into your 

account, click Support Ticket

1

2

https://eeclead.force.com/EEC_Login
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Homepage

1. Once logged in, you will land on the 

homepage

2. Scroll down to find Grants Management 

Card

Clicking on the View Grants button will open 

the Grants Management system and 

dashboard

1

2
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Homepage

Click the View Grants button in the Grants 

Management card

Clicking on the View Grants button will open 

the Grants Management system and 

dashboard
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Grants Page

Click on the Log in button of the desired 

Program, and you will be redirected to its EEC 

ARPA Grants page

If you are registered with many programs, you 

can search for the Provider using the Search 

bar
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Dashboard – Available Language

The EEC ARPA Grant Application is available 

in English, Spanish, Portuguese and Mandarin. 

Click the drop-down box in the upper right-

hand corner to select your preferred language

This message is also displayed in multiple 

languages to help applicants know they can 

switch the language if they need to. From the 

drop-down list, you can select English, 

Spanish, Portuguese, and Mandarin languages
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Dashboard

On the Dashboard, you'll find:

• Applications In Progress - applications that 

have been started and saved, but not submitted

• Applications Submitted - applications that have 

been submitted

• Applications Under Review - applications that 

have been submitted and are currently under 

review

The Grants Dashboard will indicate the number of 

grant applications in progress, submitted, or under 

review



Application Submission
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Available Grants

Click Apply Today from the Available Grants

section

Please note that once you have started an 

application, this “apply today” button will be 

disabled, but if you scroll down to the bottom of 

the screen you will be able to see any 

applications you have in progress and will be 

able to return to them by clicking continue
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Instructions

1. After clicking Apply Today, you will be 

redirected to the Instructions page

2. Read all the Instructions that will help in 

getting started with your Grant Application

You can read the instructions to understand 

the basics of the grant program and what you 

will need to fill out your application
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Instructions

1. Click Next to continue

- or -

1. Click Cancel to cancel the application filing 

process

No key points
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Program Information

Fields that are read-only have been auto-

populated based on information received from 

LEAD:

• Provider Details

• Licensed Capacity by Age group

• Provider Address

• If your licensed capacity is incorrect, click on 

the underlined link (that says "here") above 

the ‘Licensed Capacity’ field to be redirected 

to the Appeals Form

• All the fields with * are mandatory

2
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Program Information

Please note that throughout the application 

there are blue icons with the letter ”i" If you 

hover over these icons, you can see additional 

information about how to fill out that 

specific application question

The Program Provider Number is a unique 

identifier. Click the following link to find your 

Program Provider Number: 

https://eeclead.force.com/EEC_ChildCareSear

ch

https://eeclead.force.com/EEC_ChildCareSearch
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Program Information

The first field you need to select is the month 

for which you are applying. Indicate the month 

for which you are filling out your initial grant 

application. Each month after the initial 

application will require you to recertify or update 

the information you submitted in the first month’s 

grant application

Your program must be open to serve children in 

the month for which you are submitting your 

initial grant application to apply for grant funding 

and all information provided must be correct for 

the month you are applying. Providers who are 

open and otherwise meet eligibility criteria are 

able to apply for grant funding starting in July
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Program Information

1. Click on the drop-down and select the first month 

of funding for which you are applying in your 

initial grant application

2. Programs should apply for this grant for the first 

month in the grant period (July 2021) they are 

open and serving families. For example, 

programs that are not open in the summer should 

submit their application to start in September

Eligible applicants can apply for up to six 

months of funding beginning in July

Applicants eligible for funding starting in July 

funding should choose July as the first month 

for their grant application
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Program Information

1. Choose your preferred language

2. Enter the primary contact details

3. Enter all required information

4. Click Save and Next to continue

To go back to the previous page, click Previous 

(this is applicable throughout the application). 

Navigate throughout sections of the application by 

clicking on the step number in the top-left of the 

screen, “Previous” or “Save and Next” at the 

bottom of the screen. Clicking the “back” button on 

your web browser, may impact your ability to save 

changes

1

2

3
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Operation Hours

1. Review the Fee Schedule and Days and 

Hours of Operations in the Provider 

Information section

2. If this information is incorrect or incomplete, 

click on the link to navigate to your EEC 

LEAD Consumer Web Page to make edits

When you click the link, a new web browser 

tab opens, complete your updates and close 

the window to return to the application; any 

changes you make here will reflect on your 

site's consumer web page

1

2
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Child Care Edit 

Once you have clicked on the link from the 

Provider Information section, you will be 

landing on the EEC LEAD Consumer Web 

Page

1. Click the 'Edit icon' to edit or create your 

program's Schedules and Fees

No key points

1
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Child Care Edit

Once you have clicked on the ‘edit icon’ from 

the EEC LEAD Consumer Web Page,, 

‘Schedule and Fees’ pop-up window will open-

up

1. Click the ‘plus icon’

2. Click Save to open the pop-up application 

window

Due to some providers offering multiple 

schedule options (i.e., "full-time", "summer 

only" etc.) more than one "Schedule Shift" may 

be displayed (along with the associated "Hours 

of Operation" and "Fees" pertaining to each 

shift offered.)

1

2
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Child Care Edit 

1. Enter the required details

2. Click on Save; the application will be saved 

and you will be redirected to ‘Child Care Page’

3. Click Go Back to come back to the ‘Child Care 

Page’ without saving the information 

4. Click on Add Day and/or Add Fee to include 

more details

Enter the Fee Amount in only a numeric form

1

23
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Child Care Edit 

Click the ‘plus icon’ to add Schedule and Fees

No key points
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Child Care Edit 

1. Enter the required details

2. Click on Save; the application will be saved and 

you will be redirected to ‘Child Care Page’

3. Click Go Back to come back to the ‘Child Care 

Page’ without saving the information

4. Click on Add Day and/or Add Fee to include 

more details

You cannot have the same Schedule Type twice

4 3 2

1
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Child Care Edit 

1. Click Save; a pop-up window will appear to 

confirm saving the application. Click Save; 

the application will be saved

2. Click Exit; a pop-up window will display to 

confirm exiting from the application. Click 

Exit return to the ‘Operation Hours’ page 

No key points

2 1
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Operation Hours

1. Review 'DAYS AND HOURS OF 

OPERATION’ information. (These details 

are retrieved from your site's consumer web 

page)

2. Check the acknowledgement box

3. Click Save and Next

If you updated the 'Days and Hours Of 

Operation’ information on your site's 

consumer web page, you will need to refresh 

this screen to see the changes take place on 

this screen

1

2
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Capacity Information

Enter the number of children enrolled in your 

program on the first of the month by each age 

group listed. For example, if this program is 

applying for July funding and has 10 infants 

under 12 months enrolled on July first, then the 

number 10 should be entered next to 0-12 

months

Once you have completed all the different age 

ranges, the system will automatically add the 

enrollment numbers from each age category to 

report on the total of your current enrollment. If 

the total is incorrect, please review your count 

by age group
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Capacity Information

If your program helps families to pay for care, 

answer ‘Yes’ to be prompted for more 

information

If your program offers additional support 

outside of subsidies to families, answer those 

additional questions.  This could include sibling 

or staff discounts, scholarships, sliding scale 

tuition or other types of reduced tuition
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Capacity Information

For center-based providers - enter the 

number of classrooms currently open in your 

program by age group. If a classroom serves 

children in two age groups, count it in the 

youngest applicable group

For example, if you have a classroom that 

serves infants and toddlers together, count the 

classroom in the infant category and NOT the 

toddler category. You will see the total number 

of classrooms summarized at the bottom of the 

screen
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Capacity Information

1. You may provide additional information 

about your monthly program expenses

2. Click Save and Next

A report on the amount you spent last month 

on program expenses will be used to inform 

EEC federal reporting and future grant 

opportunities

1

2
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Capacity Information

If the Total number of children enrolled on 

the first of the month field is 0, a confirmation 

window will appear after clicking Save and 

Next

1. Click Yes to proceed with the application

No key points
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Staff Information – Children Enrolled

This page will appear if you have enrolled 

children for the first month 

1. Provide a report on the total number of Full-

time Equivalent staff (FTEs) currently 

working in each role and the salary ranges 

by role

Center-based providers will be asked to 

provide a count of the number of full time

equivalents or FTEs in different roles. A FTE is 

a calculation of the percentage of full time

coverage your staff provides. Read the 

instructions about how to count full-time staff 

and how to provide wage information
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Staff Information – Children Enrolled

1. Populate staffing information

2. Mark ‘Yes’ or ‘No’, to federal/state funding 

question

3. Mark all the benefits your organization 

offers to educators

4. Mark ‘Yes’, if you have provided additional 

stipends or bonuses in FY21

For more information about how to fill out these 

fields, hover over the help "I" icons

1

2

3

4
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Staff Information – Children Enrolled

1. Select the compensation range of your 

organization's highest paid employee

2. If you have selected $750K+, a 

dependency field will appear; specify 

the compensation amount

3. Click on Save and Next

The compensation ratio is automatically 

populated based on the information you 

provide about salaries. If you feel the 

compensation ratio is not accurate as per your 

program, click the link to raise an appeal

1

2

3
Appeal form
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Equity Adjustment

1. The Equity Adjustment displays the 

information used to determine your award 

total. 

2. Click Save and Next

A message will be displayed on the screen 

based on formula calculations on the previous 

page. This is read only

1
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Attestation

1. Mark all the categories that you support 

with the funding received from the grant

2. Check the box for the attestation statement

• By checking Attestation boxes, you are 

attesting that this language is true 

• By checking the second box, you are 

agreeing that you will use these funds only 

for the categories and purposes you have 

indicated on this application

1

2

1

2
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Attestation

1. Provide the Legal Name (either legal name 

of the program or the legal name of the 

person filling out the application)

2. Click Save and Next

By signing this application, you are certifying 

that you will meet requirements throughout the 

period of the grant

1

2
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Banking Information

1. Select the Payment type (EFT or check by 

mail)

2. Select the type of Legal Name and Address 

you want to use

3. Read the Account Holder Information. To 

raise an appeal, click the underlined link

• Your legal name and address information 

will be pre-populated from your LEAD 

licensing records

• Please be advised that choosing to receive 

paper checks instead of electronic fund 

payments may delay payments due to 

processing and mailing

1

3

2
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Banking Information

1. Enter the applicable Tax Identification 

Number

2. Enter correct banking information

3. Click Save and Next

4. Hover over the ”i" Help Text icon for more 

information (applicable throughout the 

portal)

• Once the bank information is entered and 

you click Save and Next, the system will 

validate that the bank account with the given 

legal name is valid and active

• Make sure to enter your correct bank routing 

and account number information to ensure 

timely and accurate payments!

3

1

2
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W9 Details

1. Select the appropriate federal tax 

classification on this W9 Screen

2. Hover over ‘Help icon’ for more information 

(applicable throughout the portal)

Select the appropriate federal tax classification 

that applies to your program.

1

2

2
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W9 Details

1. Provide Email Address and Phone 

Number

2. Hover over Help icon from "which type of 

identification number you are holding" for 

instruction about what needs to be done if 

you have an ITIN

Taxpayer Address will be auto-populated

1

2
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W9 Details

1. Select the type of Taxpayer Identification 

Number you are holding and provide that 

number

2. Read and check each box that applies for 

the validation criteria

3. Enter the Legal Name

Fill out the fields on this screen the way you 

would fill out your IRS W9 form. For more 

information, please click here.

1

2

1

2

3

https://www.irs.gov/pub/irs-pdf/fw9.pdf
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W9 Details

1. Check the box if the legal name and address 

on your W9 is different from that on your bank 

account

2. Once the box is checked, an error message 

appears notifying that you will not be able to 

proceed further. Click the here link and 

complete the Appeal form

3. Click on Save and Next

In order to administer funding under this grant 

application, EEC requires that your legal name and 

address on the W9 is the same as the information 

on your bank account.

If these documents do not match and the legal 

names and addresses differ, you will need to check 

the box and complete an Appeal Form

1 2

3
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Review and Summary

Review all details

To revise any information, you can go back to 

any of your completed steps by clicking the 

name of the step in the sidebar
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Review and Summary

Review all details

1. Check the box stating you have read all 

details and accept the Terms and 

Conditions of the service

2. Provide Legal Name

3. Click on Submit to submit the application 

for EEC review

No key points
1

2
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Monthly Award Projection

Once the application is submitted, a ”Monthly 

Award Projection” window will pop-up

1. Click the link if you wish to raise an appeal

2. Review the information and Close

• You will see a success message on the screen 

confirming that the application is submitted 

successfully

• The monthly award projection will show you a 

chart of your projected monthly award amount

• Please note this amount is only a projection and 

may change based on information you provide 

when you recertify your application

1

2
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Dashboard

The Submitted Application status will show on 

the dashboard

• You will be notified via email when your 

grant application is approved

• You will also notice the status of your grant 

application update on this dashboard once 

the status is approved



Application Submission

(FCC - Family Child Care Grants)

48
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Providers

Click on the Log in button of the FCC 

Program, and you will be redirected to its EEC 

ARPA Grants page

Your program needs to be in a licensed status 

for you to be able to apply for ARPA grant 

funding
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Available Grants

Click Apply Today from the Available Grants

section

Please note, that once you have started an 

application, this “apply today” button will be 

disabled, but if you scroll down to the bottom of 

the screen you will be able to see any 

applications you have in progress and will be 

able to return to them by clicking continue
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Instructions

1. After clicking Apply Today, you will be 

redirected to the Instructions page

2. Read all the Instructions that will help in 

getting started with your Grant Application

You can read the instructions to understand 

the basics of the grant program and what you 

will need to fill out your application.
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Instructions

Read the eligibility criteria for ARPA funds

1. Click Next

2. Click Cancel to cancel the application filing 

process

No key points

12
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Program Information

1. Fields that are in read-only have been auto-

populated based on information received in 

Provider Details

2. Click on the drop-down and select the first 

month of funding for which you are applying 

in your initial grant application

• The Program Provider Number is a unique 

identifier. Click the following link to find your 

Program Provider Number: 

https://eeclead.force.com/EEC_ChildCareSe

arch

• If your licensed capacity is incorrect, click on 

the underlined link to raise an Appeal

1

2

https://eeclead.force.com/EEC_ChildCareSearch
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Program Information

Select is the month for which you are applying. 

Indicate the month for which you are filling 

out your initial grant application. Each month 

after the initial application will require you to 

recertify or update the information you submitted 

in the first month’s grant application

Your program must be open to serve children in 

the month for which you are submitting your 

initial grant application to apply for grant funding 

and all information provided must be correct for 

the month you are applying. Providers who are 

open and otherwise meet eligibility criteria are 

able to apply for grant funding starting in July

1
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Program Information

1. Populate all required information

2. Click Save and Next to continue 

To go back to the previous page, click 

Previous (this is applicable throughout the 

application)

1

2
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Operation Hours

1. Review the Fee Schedule and Days and 

Hours of Operations under Provider 

Information 

2. Check the acknowledgement box 

3. If this information is incorrect/incomplete, 

click on the link to navigate to “Consumer 

Web Page” to make required edits

4. Click Save and Next

Any changes you make here will reflect on 

your site's consumer web page

1

2

3

4
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Capacity Information

Enter the number of children enrolled in your 

program on the first of the month by age

Please report on the number of children 

enrolled on the first of the month for which you 

are applying for funds. For example, if you are 

applying for August, please report enrolment 

as of August 1st
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Capacity Information

1. If your program helps families to pay for 

care, answer ‘Yes’ to be prompted for more 

information

2. You may provide additional information 

about your program’s monthly expenses

3. Click Save and Next

A report on the amount you spent last month 

on program expenses will be used to inform 

EEC federal reporting and future grant 

opportunities

2

1

3
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Staff Information

If your program has assistants that work with 

you, answer Yes to be prompted for more 

information

No key points
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Staff Information

1. If you have any other staff working directly 

with children and families, provide the 

details in the description field

2. Click Save and Next

In the field 'Please list the P-numbers of all 

FCC Assistants being employed by your 

program', the correct format is P-123455

1

2
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Equity Adjustment

1. The Equity Information displays the 

information used to determine your award 

total

2. Click Save and Next

No key points

1

2
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Attestation

1. Mark all the categories that you support 

with the funding received from the grant

2. Check the box for the attestation statement

• By checking Attestation boxes, you 

are attesting that this language is true

• By checking the second box, you 

are agreeing that you will use these funds 

only for the categories and purposes you 

have indicated on this application

1

2
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Attestation

1. Provide the Legal Name of the Person 

2. Click Save and Next

By signing this application, you are certifying 

that you will meet requirements throughout the 

period of the grant

1

2
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Banking Information

1. Select the Payment channel

2. Read the Account Holder Information. EEC requires 

your legal name and address on the W9 to be the 

same as the information on your bank account. If 

these documents do not match you will need to raise 

an appeal by clicking here

3. Select the Address type to which you want to 

receive the Payment

• Your legal name and address information will be pre-

populated from your LEAD licensing records

• Choosing to receive paper checks instead of 

electronic fund payments may delay payments due to 

processing and mailing

1

2

3
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Banking Information

1. Enter the applicable Tax Identification 

Number

2. Enter correct banking information

3. Click Save and Next

• Once the bank information is entered and 

you click Save and Next, the system will 

validate that the bank account with the given 

legal name is valid and active

• Make sure to enter your correct bank routing 

and account number information to ensure 

timely and accurate payments

3

1

2
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W9 Details

Select the appropriate federal tax classification 

on this W9 Screen

Hover over the blue icon for additional 

information
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W9 Details

1. Provide ‘Email Address’ and ‘Phone 

Number’

2. Hover over Help icon from "which type of 

identification number you are holding" for 

instruction about what needs to be done if 

you have an ITIN

Taxpayer Address will be auto-populated

1

2
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W9 Details

1. Select the type of Taxpayer Identification 

Number you are holding and provide that 

number

2. Read and check each box that applies for 

the validation criteria

3. Provide the Full Name as shown on the 

bank account unless otherwise noted

• Fill out the fields on this screen the same 

way you would complete your IRS W9 form

• Please make sure information is accurate

1

2

3
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W9 Details

1. Check the box if the legal name and address 

on your W9 is different from that on your bank 

account

2. Once the box is checked, an error message 

appears notifying that you will not be able to 

proceed further; click the link and complete the 

Appeal form

3. Click Save and Next

No key point1 2

3
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Review and Summary

Review all details

To revise any information, you can go back to 

any of your completed steps by clicking the 

name of the step in the sidebar
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Review and Summary

Review all details

1. Check the box stating you have read all 

details and accept the Terms and 

Conditions of the service

2. Provide Legal Name

3. Click Submit to submit the application for 

EEC review

No key points

1

2

3
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Monthly Award Projection

Once the application is submitted, a ”Monthly 

Award Projection” window will pop-up

1. Click the link if you wish to raise an appeal

2. Review the information and click Close

• You will see a success message on the 

screen confirming that the application is 

submitted successfully

• The monthly award projection will show you 

a chart of your projected monthly award 

amount

1

2



In Progress Applications 
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In Progress Applications

1. Find In Progress applications under My 

Applications on the homepage

2. Click on Continue

• If you have already initiated a grant application 

but have not submitted it yet, you will be able to 

see that application in the “In Progress” tab

• You will not be able to initiate a new application 

by clicking on the “Apply Now” button if you 

already have an application in progress

1

2
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In Progress Applications

Continue with filing the Application 

The Application is saved after every step, so 

you can continue later



Recertification

76
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Recertification

1. Log in to the portal and navigate to EEC 

ARPA Grants homepage 

2. Scroll down to find the ‘Recertification’ 

section

If you are associated with more than one 

program, you will have to log in to the program 

with which you would like to proceed

1
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Recertification

• Your monthly recertification window will 

open up at the beginning of every calendar 

month

• You will need to recertify every calendar 

month before your monthly payment for that 

month is approved by EEC

To recertify, click the Recertify link next to the 

month you are recertifying for

If the recertify link is not active it means you 

have either already recertified or that month is 

not available for recertification yet
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Recertification

1. Review all the data. The data will be the 

same as on the original application

2. Scroll down towards the bottom of the page 

to recertify

No key points
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Recertification

1. Select ‘Yes’ to certify the information is 

accurate and nothing has changed

2. The Recertify button will appear. Click on it 

and your application will be successfully 

submitted

If the original information is accurate and 

nothing has changed, then clicking recertify will 

enable you to recertify for that month and 

complete the process

1

2
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Recertification

1. Select ‘No’ to make edits in the application if 

your circumstances have changed

2. The Edit Application button will appear. 

Click on the button and you will be 

redirected to the application page

If your circumstances have changed or the 

application is not accurate, then this option will 

enable you to update your application for the 

Grants Review team to process your future 

payments 
1

2
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Recertification

If you selected the option to edit your 

application, go through each Application Step 

to review and update your information 

accordingly

Information will be auto-populated from your 

original application, so only information to be 

updated will need to be entered



Need Support?
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Support

1. Click Support

2. Upon clicking Support, you will navigate to 

Create New Ticket Page

This Support link will remain in place 

throughout the application process
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Support – Create New Ticket

1. Enter the required information

2. Click Submit Ticket 

All fields marked with an * must be completed

1

2
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Support

1. On the left side of every EEC ARPA 

Grants page, you will find Log a Ticket. 

Click Log a Ticket, to be redirected to the 

Create New Ticket page 

No key points

1
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Support – Create New Ticket

1. Enter the required information

2. Click Submit Ticket 

All fields marked with an * must be completed

1

2
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Support – All Tickets

1. Click the All Tickets tab to find the list of 

submitted tickets 

2. Click a Ticket Number to view its details

• Open Cases are cases being worked on by 

the Support Team 

• Closed Cases have been resolved by the 

Support Team

1
2
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Support – All Tickets

1. View the Ticket Details

2. Click Back to all tickets to go back to the 

previous page

No key points

1

2
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Appeal Form

Click here, to raise an appeal. (You can see 

this link in several places while completing the 

application and its functionality remains the 

same)

If the Apply Today button is grayed-out, you 

can not apply for another grant until the in-

progress application is granted. You may raise 

an appeal to overcome this barrier
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Appeal Form

Select the Appeal from the Appeal Information 

checklist

No key points
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Appeal Form

1. Enter details about the correct information 

or special consideration being requested

2. To submit additional information on the 

families that your program serves to justify 

an equity adjustment, check the box

3. Provide the correct information

4. Click Save and Next

No key points

1

2

3

4
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Appeal Form

1. Click Upload Files 

2. Select supported files 

No key points
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Appeal Form

Click Start Upload

No key points
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Appeal Form

Click Done once the file gets uploaded

No key points
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Appeal Form

Click View Transcripts to view or delete 

uploaded files

No key points
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Appeal Form

1. Click Hide Transcript to hide the uploads

2. Click View for a quick view of the upload

3. Click Delete to remove the upload

4. Click Submit 

No key points

1 2 3

4
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