
 

 

How to: Submit a payment request using 

SmartyGrants 

Early Childhood Teaching Scholarship Programs | Updated February 2026 

Introduction 

You will use the SmartyGrants platform to submit payment requests for the duration of your 

scholarship, using a Payment Request Form. This includes uploading your form, supporting 

documents, and EFT form (if your bank details have changed). 

You will only be able to edit and submit your payment request form in the SmartyGrants portal, 

during each payment request round (generally in March, July and November*). The Scholarships 

Team will notify you by email when the form is available to edit and upload, and when the 

submission period will close. 

For help with SmartyGrants or scholarship and payment information, please refer to the support 

section at the end of this document. 

*Dates are subjected to change in alignment with higher education provider result release dates.  

 

 

 

 

 

 



How to submit a payment request form via SmartyGrants 

Step 1 – Open SmartyGrants using the link sent to you via email 

When the payment request period opens, all scholars will receive an email from  

ecec.scholarships@comms.education.nsw.gov.au. This email will include key information, 

instructions and a link to access SmartyGrants. 

Your email will look similar to the below with updated dates, instructions and links sent each round: 

 

 

 

 

 

(Please review the email each round for the most up to date information and instructions) 

Step 2 – Log in to your SmartyGrants account 

You must log-in using the same email address and password that was registered when you applied 

for your scholarship. 

If you experience any technical difficulties or need any assistance with logging in, you can contact 

SmartyGrants support (details on the second last page under Additional support). 

 

 

 

 

 

mailto:ecec.scholarships@comms.education.nsw.gov.au


Step 3 – Open your payment request form 

Click on ‘My Submissions’.   

 

 

 

 

 

• If the round is open and you can’t see any forms, confirm you are using the correct link for 

your cohort and email address to log-in to SmartyGrants.  

Click on the Expand button on the right of the screen to display all forms. 

 

 

 

 

 

 

 

 

Select the Payment Request form displayed.  

• The newest forms will appear at the 

bottom of the list and will appear as 

‘not started’ until you have clicked into 

and began drafting the form.  

 



Step 4 – Complete the Payment request section of the form 

Confirm the form shows your correct Scholarship ID. 

 

 

 

 

 

 

 

Confirm your personal details by filling in all fields marked with a red Asterix (*). 

 

 

 

 

 

 



You will also be asked about any changes in details and prompted to upload evidence of this if this 

applies to you. 

 

 

 

 

 

 

You will then be asked if your bank details need to be updated since your last payment. 

• If your bank account details have 

changed, select ‘yes’ and complete 

and upload the EFT form (noting the 

requirements listed). If your bank 

details have not changed, there is 

no need to complete this section, 

just select ‘no’ and proceed with 

your payment request.  

• Please take note of the requirements 

listed on SmartyGrants for filling in 

your EFT form appropriately. 

 

 

 

 



Step 5 – Fill in the Initial Payment question when prompted 

You will be asked if you have received your $1,000 payment previously. Your answer will 

determine which payment request page you are directed to.  

• If you select ‘Yes’ you will be taken to the Milestone and Practical Unit Support payment 

page. 

• If you select ‘No’ you will be taken to the Initial and Practical Unit Support payment page. 

 

 

 

 

Step 6 – Fill in the relevant payment request page indicating the 

payment type/s you are requesting and attach any supporting 

documentation 

Option 1 - Filling in the Initial 

and Practical Unit Support 

payment page 

Make sure you are on the right page 

– this page should only be filled in if 

you have not yet received your Initial 

Payment.  

Upload supporting documentation 

that meets all of the criteria listed 

in the Supporting Documentation 

Guidelines and confirms that you 

are eligible for your Initial Payment.  

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf


 

 

 

 

 

 

 

 

 

If you are part of the 2022/2023 ECEC and 2023/2024 ECT scholarship cohorts, you will be 

assessed and paid for up to two practical units, regardless of whether you have requested this 

payment. To help with our assessment process, you will be prompted to add the unit codes and 

names of up to two enrolled or completed practicums (this does not guarantee payment).  

Option 2 - Filling in the Milestone and Practical Unit Support payment page 

Make sure you are on the right page – you should fill in this page if you have already received your 

$1,000 Initial Payment.  

 

 

 

 

 

 

 



You will be asked if you have completed your qualification. Your answer will determine which 

payment request page you are directed to.  

• If you select ‘Yes’ you will be taken to the 100% Milestone Payment and Practical Unit 

Support payment page. 

If you select ‘No’ you will be taken to the Milestone Payment and Practical Unit Support payment 

page. 

Upload supporting documentation that meets all of the criteria listed in the Supporting 

Documentation Guidelines. 

Step 7 – Attach files to provide supporting documentation for 

relevant payment type/s 

If you ticked ‘yes’ to having completed your qualification, you will be taken to the 100% Milestone 

Payment section. By ticking 

the box, you are confirming 

that you are attaching a full 

academic transcript showing 

that evidence that all course 

requirements have been met, 

and you are eligible to 

graduate or have graduated. 

Then, attach the document to 

your form by pressing either 

‘upload new file’ or ‘select 

stored file.’ 

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf


If you ticked ‘no’ to having completed your qualification, you will be taken to the Milestone Payment 

section. You will be asked to confirm that you are attaching either an official transcript, unofficial 

transcript or other documentation that displays the criteria listed in the Supporting documentation 

guidelines by ticking the box. Then, attach the document to your form by pressing either ‘upload 

new file’ or ‘select stored file.’ 

 

You must ensure that your supporting documentation meets all of the criteria listed in the 

Supporting Documentation guidelines.  

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf


Step 8 – Fill in the relevant practical unit support payment boxes 

(ONLY applicable to 2022-23 ECEC and 2023-24 ECT scholarship 

programs) 

If you are part of the 2022/2023 ECEC and 2023/2024 ECT scholarship cohorts, you will be 

assessed and paid up to two practical units, regardless of whether you have requested this 

payment. To help with our assessment process, you will be prompted to add the unit codes and 

names of up to two enrolled or completed practicums (this does not guarantee payment). If you 

do not complete this section, you will still be assessed and paid up to two practical payments if 

you are eligible.  

 

 

 

 

 

 

 



Step 9 – Complete the scholar declaration and commitment to child 

safety sections and read the information provided regarding once 

assessments close 

You must read, understand and confirm all the declarations listed by ticking the boxes.  

 

 

 

 

 

 

You must read, understand and confirm all the child safety commitments listed by ticking the 

boxes. 

 

 

 

 

 

 

 

 

 

 

There is information for you to read about what to expect once you have completed and 

submitted your request.  



 

 

 

 

 

 

Step 10 – Check your form for completeness before submitting  

Review your form to ensure you have completed all required fields and uploaded sufficient 

supporting documentation where prompted. Any mandatory fills not yet filled will appear as red and 

you will not be able to submit your payment request until these are filled in. 

 

 

You can refer to the table below to ensure that your supporting documentation is sufficient for your 

payment request (pending a review of your eligibility). 

Submitting supporting documentation for each payment type 

Payment type Document you must submit 

Initial payment Official transcript, unofficial transcript or other documentation 

that displays the criteria listed in the Supporting documentation 

guidelines, showing enrolment past census date after your start 

of scholarship date. 

Milestone payments Official transcript, unofficial transcript or other documentation 

that displays the criteria listed in the Supporting documentation 

guidelines 



Payment type Document you must submit 

100% Milestone payment A full academic transcript to showing all course requirements 

have been met, and you are eligible to graduate or have 

graduated. 

Practical payments A document or transcript showing an eligible practical unit 

shown as enrolled or completed after your start of scholarship 

date. 

Any eligible practical payment found will be paid. 

Important: uploading insufficient evidence will deem you ineligible to receive a payment this round 

and you will have to wait until the next payment request round to submit a new request. 

Step 11 – Submit your payment request form for assessment 

After carefully reviewing your form, once you are satisfied with all information and documentation 

supplied, click Submit to finalise your request.  

After submitting your form, you will receive a confirmation displayed below.  

 

 

 

 

 

 

 



You will also receive an automated email from SmartyGrants confirming your form has been 

successfully submitted. If you have any questions or concerns, please do not reply to this 

automated email but contact the Scholarships Team directly. 

 

 

 

 

 

 

Additional Support  

For SmartyGrants access or technical assistance: 

• Visit: SmartyGrants Help Guide for Applicants  

• Visit: SmartyGrants Applicant FAQs   

• Phone: +61 3 9320 6888  

• Email: service@smartygrants.com.au   

For payment request process assistance: 

• Visit: Submitting scholarship payment requests - scholars 2020 onward 

• Email: ecec.scholarships@education.nsw.edu.au   

Resources: 

• Watch the Supporting Early Childhood Teaching Scholars to make payment requests 

webinar for more information about the payment request process  

• Review the Supporting Documentation Guidelines to see the document requirements to 

confirm your payment request eligibility  

 

 

 

https://applicanthelp.smartygrants.com.au/help-guide-for-applicants/
https://applicanthelp.smartygrants.com.au/help-guide-for-applicants/
https://applicanthelp.smartygrants.com.au/applicant-faq's/
https://applicanthelp.smartygrants.com.au/applicant-faq's/
https://education.nsw.gov.au/early-childhood-education/initiatives/early-childhood-careers/available-supports/submitting-scholarship-payment-requests-scholars-2020-onward?utm_source=sfmc&utm_medium=email&utm_campaign=20241030_ECT+scholarship+payments_Targeted&utm_term=Submitting+scholarship+payment+requests&utm_id=212092&sfmc_id=66972649
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Feducation.nsw.gov.au%2Fearly-childhood-education%2Fengagement-and-insights%2Finsights%2Fece-connect-2024%2Fece-connect-online-august-september%23Scholarships3&data=05%7C02%7CGianna.Spencer%40det.nsw.edu.au%7Cff7bf00199634728793808dd4a1f0414%7C05a0e69a418a47c19c259387261bf991%7C0%7C0%7C638748219255181126%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kzrIEYYFod%2FXmLyREWhre8%2FbXW%2FDZ8Wx9Ax6vUUrGtM%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Feducation.nsw.gov.au%2Fearly-childhood-education%2Fengagement-and-insights%2Finsights%2Fece-connect-2024%2Fece-connect-online-august-september%23Scholarships3&data=05%7C02%7CGianna.Spencer%40det.nsw.edu.au%7Cff7bf00199634728793808dd4a1f0414%7C05a0e69a418a47c19c259387261bf991%7C0%7C0%7C638748219255181126%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kzrIEYYFod%2FXmLyREWhre8%2FbXW%2FDZ8Wx9Ax6vUUrGtM%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Feducation.nsw.gov.au%2Fearly-childhood-education%2Fengagement-and-insights%2Finsights%2Fece-connect-2024%2Fece-connect-online-august-september%23Scholarships3&data=05%7C02%7CGianna.Spencer%40det.nsw.edu.au%7Cff7bf00199634728793808dd4a1f0414%7C05a0e69a418a47c19c259387261bf991%7C0%7C0%7C638748219255181126%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kzrIEYYFod%2FXmLyREWhre8%2FbXW%2FDZ8Wx9Ax6vUUrGtM%3D&reserved=0
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/your-career-in-early-childhood/Payment_Request_Evidence_Guide.pdf


Eligibility requirements for each payment type: 

Payment type Eligibility requirements  

Initial payment If you have not received your Initial payment, you may be eligible 

to receive this if you are enrolled 

• past census date,  

• after the start of your scholarship and,  

• ACECQA approved course.   

If you have not received your Initial payment, you will also not 

have a Funding Notice. Your Funding Notice is generated once 

you provide full academic history and proof of enrolment past 

census date and is sent at the same time as your Initial payment. 

Milestone payments To confirm if you are eligible for a Milestone payment, refer to 

your Funding Notice and current academic transcript. Your 

Funding Notice has been previously emailed to you if you have 

been paid your Initial payment, however if you cannot locate this 

please email the Scholarships Team at 

ecec.scholarships@det.nsw.edu.au.   

Your Funding Notice is important as it outlines your total 

scholarship award including the credits needed for each payment 

milestone, and the payment due at each milestone.   

To be eligible, your transcript must show that you have 

accumulated the required credit points stated in your Funding 

Notice to match the Milestone Payment you wish to receive. 

 

100% Milestone payment Your 100% Milestone payment is due when you have completed 

all the required credit points needed for your course and your 

qualification has been awarded.  

To be paid your 100% Milestone payment, you must submit a full 

academic transcript to show as evidence that all course 

requirements have been met, and you are eligible to graduate or 

https://schoolsnsw.sharepoint.com/sites/CommunicationEngagementDirectorate/Shared%20Documents/ECEC%20Strategic%20Communications/04%20Early%20Childhood%20Outcomes/2.%20Programs%20and%20Local%20Operations/Workforce%20Programs%20and%20Initiatives/ECT%20Scholarships/ecec.scholarships@det.nsw.edu.au


Payment type Eligibility requirements  

have graduated. 

Practical Unit Support 

Payments (for 2022-23 

and 2023-24 cohorts only) 

Eligible scholars in the 2022-23 and 2023-24 cohorts can apply 

for Practical Unit Support Payments in any payment request 

round. Scholars can request up to two Practical Unit Support 

Payments and must provide proof they are enrolled in or have 

completed a practical unit after the start of their scholarship.  

We will assess and pay up to two eligible practical units, 

regardless of whether the unit is nominated in your SmartyGrants 

form. We encourage you to use these funds to help balance your 

practical placement. 

 


