
 

 

 

 

City Wide Grants Management System (GMS)- ARTS 

HOW DO I FILL OUT PAYMENT REQUEST AND FINAL REPORT?  

Step 1 – Primary Contact opens web browser and enters https://seattle.fluxx.io/user_sessions/new and click enter. 

Step 2 – Enter your username and password. Click “Sign In” button. 

 

 

 

 

 

 

 

 

 

 

Step 3 – In the grey vertical menu on the left side of the screen, scroll down to the 

“Payment Request” section.  

 

 

Step 4 - Click on “ARTS: Pending” (Note: If the primary contact’s email address is 

linked to more than one org, all pending payment requests for all of the orgs the 

user is associated with will appear in this section.) 

 

 

 

https://seattle.fluxx.io/user_sessions/new


 

 

Page 2 of 9 

 

Step 5 - Select the payment request that has been started for your organization for your 2021 Programs and Services.  

It will appear to the right. (You can verify it’s the correct one by the org name, contract #, amount). 

 

 

Step 6 - Click the “Edit” button in the upper right corner of the payment request record. The form will refresh (you’ll 

know when it’s ready when the “Edit” button you just clicked disappears). You can use the right-hand scroll bar or the 

“Table of Contents” hyperlinks to navigate through the form. 
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Step 7 – We have already completed the “Payment Request Information” section for you. If this doesn’t match your 

records, email Kathy.Hsieh@seattle.gov . (We manually entered and proofed this info, but we are human.) 

Step 8 – In the “Payment Details” section, if your mailing address: 

• Is the same one you’ve had since April 2019, please select “No” in the drop-down menu. 

• Has changed since April 2019, please select “Yes” in the drop-down menu and fill out your mailing address in 
the text boxes that open up.  

• If you’re not sure – please see the address listed in the “Payee Information” section as your reference.  

• If the address listed in the “Payee Information” section is correct but you are using a different temporary 
mailing address, please select “No” under Payment Details and follow the instruction in Step 10 below. 

 

Step 9 – Please share a bulleted list or a sentence or two of an “elevator pitch” version of what program/service you 

are submitting an invoice/report for. There will be more room to share more details in another section.  

mailto:Kathy.Hsieh@seattle.gov
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Step 10 – In the “Payee Information” section, 

verify that the “Payable To” and “Payable 

Address” are correct. This is the address we have 

from your 2019 grant application and will be 

sending your check to. If the Payee Information is 

correct, please select “Yes.” If the Payee 

Information is not correct, please answer “No” 

and let us know what needs to be updated. 

Please note that with the pandemic, some orgs 

may be using temporary payable addresses. If 

this is the case, please select “No” and explain in 

the box provided. (For Step 8 above, be sure your 

long-term mailing address is listed there.)  

 

 

Step 11 – Fill in the “Final Report” info to the best of your ability. Numbers only. Please use actual rather than 
projected information. (If you need to explain anything, please use Narrative text boxes below in Step 12 to explain.) 

 

 

Artists can include any creative, cultural worker. 

 

 

This might also be # of distinct workshops or series of classes. 

 

If your program was a workshop/class – audience # would be class 
participants. 
Anyone who participated for free, whether it was or wasn’t a ticketed 
program should be included. 

 

If you were not able to track students/youth served and don’t have a 

realistic estimate (it can be impossible to track for online events, for 

instance), please enter “0.”  
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Step 12 – Read the 

instructions for and 

enter a response in 

each of the two 

“Narrative” text boxes. 

 

 

 

 

 

 

 

 

 

 

 

Do periodically click on 

the blue “Save and 

Continue” button as 

you are working. 
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Step 13 – For the “Final Report Documents” you can either use the “Supporting Material Links” text box to share a link 

showing the required credit to the Seattle Office of Arts & Culture and/or our logo  

(http://www.seattle.gov/arts/about-us/download-our-logo ) for a specific project or for your organization as a whole. 

Or you may upload a document that shows the required credit following the instructions in Steps 15-18 below. 

IF you are submitting photos, we do prefer that you follow instructions in Steps 15-18 and upload them in the 

“Documents” section below. Be sure to click on the “Photo Submission” link, download it, fill-it out, and then upload 

the form with your photos. 

 

 

 

 

 

 

Step 14 – Check the box 

next to the text in the 

“Verification” section.  

 

http://www.seattle.gov/arts/about-us/download-our-logo
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Step 15 – To upload 

any final report 

materials, scroll to 

the bottom of the 

form to the 

“Documents” 

section. Click on the 

blue + (“Add 

Document”) icon in 

the upper right 

corner of the 

“Documents” 

upload section. 

 

 

 

 

 

 

 

Step 16 – When the “Upload files” pop-up 

window appears, click on “Add files” button 

in the lower left corner of the window.  

Select the file you want to upload from your 

computer. 

 

 

 

 

Step 17 – Then select the 

corresponding document description 

from the drop-down menu for the 

type of file you’re uploading. 

If you are just uploading one 

document, click on the “Start upload” 

button.  
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When upload is complete, the “Status” column will show “100%.” 

If you want to delete a file, click on the red circle with a – symbol on the far right of the document you want to delete. 

Click on the “X” in the upper right-hand corner to close the “Upload files” window. 

 

Step 18 – If you are uploading 

multiple files, repeat adding files and 

selecting file type for each of the 

ones you want to add to your report. 

When all files have been added, click 

the “Start upload” button on the 

lower left of the window.   

When upload is complete (the 

“Status” column will say “100%” for 

each item), click on the X in the upper 

right-hand corner to close the “Upload files” window. 

 

Step 19 – After the “Upload 

files” window closes. Confirm 

that all of your uploaded 

documents appear in the 

“Documents” window. You can 

repeat the steps above to add 

any additional documents.  

Step 20 – You can scroll 

through the entire form to 

make sure everything is 

complete. When you are ready 

to submit, or if you want to 

wait and work on the form 

later, click on the “Save and 

Close” button in the lower 

right-hand corner. 
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Step 21 – When you are ready to submit your Payment Request, click on the “Submit” button in the lower right-hand 

corner. 

 

 

Step 22 – A “Note for Submit” pop-up window will open, where 

you can fill-in an optional note to your project manager. Click on 

“OK” in the lower right of the pop-up to officially submit. 

The Fluxx pinwheel logo will spin while the form is submitting. 

When the form is submitted, a “successfully uploaded” message 

will show briefly.  

 

Step 23 – For this first year in the system, we do encourage you to send your project manager Kathy.Hsieh@seattle.gov 

a quick email letting her know that you submitted your Payment Request online. Thanks!  

 

Step 24 – Celebrate finishing your online paperwork for the grant for the year! 

 

mailto:Kathy.Hsieh@seattle.gov

