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WHAT IS THE INTENT OF THIS DOCUMENT?

This document aims to provide the Applicant with an overview of how to register to Fluxx System and Apply for a Grant.

This is a living document, and assigned department resource/s will maintain and update it on a need basis.
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USER GUIDE: APPLICANT

HOW DO | REGISTER TO THE GRANTS PORTAL?

Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- Click on the “Create an Account Now.”

G} seattle

Welcome to the City of Seattle's Grants Portal

Login Now: New to the Grants Portal?
Usemame
Create Your Profile

In order to be considered for funding, the first step is.

Password
for you fo register with our grant making software.
o Please click on the "Create an account Now” button
Signin below to start.
“You will not be able to edit your profile after
Resel or creale password submissicn, so please ensure you have entered
accurate i ludii il

completing the registration form

After submitting the registration form, you will receive
an email noffication from City of Seattle with login
information and steps fo set your password. This will
give you access to the Grantes portal and our
application forms. Should your funding application be
successful, this portal will also give you access lo
submitting invoices & reporting templates.

B oo wcorine

& FLUXX

Privacy Policy  Accessibiity

Step 3- On the registration form, fill out all the information. Fields in bold are required.

Gl seattle

Welcome to the City of Seattle’s Grants Portal

Items marked with * and bolded are required for submission.

Primary Centact Info

* First Name
* Last Name

* E-mail

Mobile Phone Number
Mailing Address
Mailing Address 2
city

Country
United States ~

State/Province

Postal Code (Zip)
Cancel | | Submit Request

& FLUXX
Privacy Poicy  Accessibiity

Step 4- Click on the “Submit Request” Button. Submit Request
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Step 5- Message is displayed after submitting the registration form.

Thank you for submitting your information.
You should receive an email shortly asking for you
to verify your account.

If you have any questions, please contact:
help@seattle gov

A verification email was sent to the email address
lhisted. If it does not appear in your inbox, be sure to
check your junk or spam folder.

Return to https:iwww.seattle gov

Return to login screen

Step 7- Login to the email you provided in the registration form and verify the link provided in the email.

Please verify your account Inbox x

City of Seattle do-not-reply.grants07-us-east-1@fluxx.io ¥ia amazonses.com
tfome ~

ab

Please click the below URL to verify your account. After you have verified your account. you will receive another email where you can set your password

Thank you for creating an account on City of Seattle’s Grants Portal

Verification Link: https //seattle fluxxio/verify/4739c329584ab17a9dcbbedc5 111087

To Grants Portal hitps/se
To City of Seattle: hty

Step 8 You will be asked to set your password.

Set Password and Log in

Page 5 of 20



|

\ § Seattle

Information Technology

Step 9- Once the password is set, you will be navigated to Grantee Portal

(s seartie

Welcome to the Grantze Portall

NOW TOUSC THE FORTAL
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Step 10- You will also receive an email from City of Seattle for “New User Information.”

New User Information Inbox x

City of Seattle do-not-reply.grants07-us-east-1@fluxx.io via amazonses.com
tome

Dear test,
‘You now have an account with City of Seattle’s Grants Portall

You have been assigned the user name:  Grantestest@gmail.com | These credentials allow you to login at https://seattle fluxx.io.

Thank you
City of Seattle

If you need to set a password please follow this link: hitps/seattle fluxx io/ftoken/89cabdchf3dalifsa56d7b68fee04bd09bd366ah 569657 ed

Step 11- Login to the https://seattle.fluxx.io/ and enter the user name and password.

G} seattle

Welcome to the City of Seattle's Grants Portal

- Login Now: New to the Grants Portal?

Usemame
Create Your Profile
Password In order to be considered for funding, the first step is
for you to register with our grant making softvare
— Please click on the "Create an account Now” button
Sign in below to start

“You will not be able to edit your profile after
submission, so please ensure you have entered
accurale information (including email address) when
completing the registration form.

Reset or create password

After submitfing the registration form, you will receive
an email notification from City of Seattle with login
information and steps 1o set your password. This will
give you access to the Graniee portal and our
application forms. Should your funding application be
successful, this portal will also give you access to
submitting invoices & reporting templates.

Create an account now

& FLUXX

Privacy Policy  Accessibility
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HOW TO RESET LOGIN AND PASSWORD?

Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- Click on “Reset or Create Password.”

Login Now:

Usemame

Password

Signin

G“S Seattle

Welcome to the City of Seattle's Grants Portal

‘Rasel of creats password

Step 3- Enter the registered email and Click on Submit.

Step 4- The message window is displayed.

& FLUXX

Privacy Policy ~ Accessibility

Create or Forgot
Password/Login

Email

New to the Grants Portal?

Create Your Profile

In order to be considered for funding, the firs! step is
for you to register with our grant making software
Please click on the "Create an account Now” button
below o start.

“You will not be able to edit your profile afier
submission, so please ensure you have entered
accurale information (including email address) when
completing the registration form.

After submiitting the registration form, you will receive
an email nofification from City of Seattle with login
information and steps o set your password. This will
give you access to the Grantee portal and our
application forms. Should your funding application be
successful, this portal will also give you access to
submitting invoices & reporting templales.

Create an account now

test?@gmail.com

Cance|

Forgot Password

A password reset link has been sent for the Flusx
account associated with the email you emtered.

Return to Login Page
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Step 5- Login to the registered email and click on the link sent.

Password Reset

tome ~

Your login is
test2@amail.com

HOW DO | APPLY FOR A GRANT?

City of Seattle do-not-reply.grants07-us-east-1@fluxx.io via amazonses.com

Here's a link to reset your password https://seattle fluxx.io/reset_password/BLREVIp51PsgOJJbPS0Y

Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- On the Login Page, enter the login credentials.

Usemame
Password

Signin

Reset or create password

(mﬁ Seattle

Welcome to the City of Seattle's Grants Portal

New to the Grants Portal?

Create Your Profile

In order to be considered for funding, the firs! step is
for you to register with our grant making software.
Please click on the "Craate an account Now” bution
below o start

“Vou will not be able to edit your profile after
submission, so please ensure you have enlered
accurate information (including email address) when
compleing the regisiration form.

After submitiing the registration form, you il receive
an email nofification from City of Seattle with login
information and steps fo sef your password. This will
give you access to the Grantes portal and our
application forms. Should your funding application be
successful, this portal will also give you access lo
submitting invoices & reporting templates

Create an account now
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Step 3- Click on “Seattle Department of Transportation” from Information section.

INFORMATION

Grantee Portal
Department of Neighborhoods
Office of Economic Dewvelopment

Seattle Information Technology

Seattle Department of Trangportation

Step 4- Click on “Apply for Funding.”

Contact Us

For more information, contact Jennifer Meulenberg, 206-735-1055 or srts_grants@seattle.gov

Apply for Funding
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Step 5- Fill out the information on the form. Note: if this is your first application, you will be required to click “Add
New” next to “School or Group.” Please add in the information for your organization, including the Tax ID if you are
applying as School, PTA/PTSA, or 501(c)3. If applying as a community group without a Tax ID, you will be asked to
provide a Fiscal Sponsor latter in the application.

Saatile Dopartment of Tranaportation Application

Project Title:

ID: EDOT | £-202011-02158

Please note: The portal does not autosave; therefore, you must click the [Save] button to ensure your data will not

be lost.
Your application is in progress.
You can savs and work on the application up until you submit. Submitting for Review will allow the Projact Manager to review and ssnd back if clarification or
madiifications are needed
Pleass note this application requires a principal lstter of support.
¥ Table of Contents

Sehool or Group Information
Full Application
Documants

¥ School or Group Information

School or Group Add New
Location -

Group Leader -

Primary Contact

Sacondary Contact kv

Add new contacts -

School or Group Physical Address

If this Mini Grant is awardsd, whers should the grant check bs mailed to?

Stroet Addrass
Street Address 2
City

State

Zip/Postal Coda

Step 6- Click on Save and Continue , it will save your application and you can continue entering

the data. Note: Application is not auto saved.

) ) ) ) Save And Clozs
Step 7- Once application is complete, click on

Bubmit Application

Step 8- Review the application and click on Submit Application button . The note dialog is

displayed, if desired enter any comments and click okay.

Mote for Submit Application

o OK
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Step 9- Once the application is submitted, it will be listed under the “Submitted Requests” tab. The application status
will be “Application in Review”.

APPLICATIONS (1)
Pending Requests
Requeets o Bdit
it g (1 ety
Contract Revisions ID: SDOT | S5-202011-02164

Project Manager:

Project Title: SomewhereTest
Amount Requested: F800.00
Status: Application in Review

HOW CAN | RESUBMIT AN APPLICATION WITH EDITS?
Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- On the Login Page, enter the login credentials.

Cﬁls Seattle

Welcome to the City of Seattle's Grants Portal

‘ Login Now: New to the Grants Portal?

Usemame

Create Your Profile
Password In order to be considered for funding, the first step is
for you to register with our grant making software.
— Please click on the "Create an account Now” button
Sign in below to start.

“Vou will not be able to edit your profile after
submission, o please ensure you have entered
accurate ion (including email
completing the registration form.

Reset or create password

After submitting the regisiration form, you will receive
an email nofification from City of Seattle with login
information and steps to set your password. This will
give you access to the Grantee portal and our
application forms. Should your funding application be
successful, this portal will also give you access fo
submitting invoices & reporting templates

Create an account now

& FLUXX

Privacy Poiicy ~ Accessibility

Step 3- Click on the “Requests to Edit” tab from the applications. This is only available if an application has been sent

back for edits.
APPLICATIONS (1)

Pending Peguests

&) Fequests to Edit

Submitted Requests

Contract Renizions
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Step 4- The application that requires edit will be listed and has a “Revision Requested” status.

SDOTUGGranteeTest

ID: SDOT | 5-202011-02184
Project Manager

Project Title: SomewhereTest
Amount Requested: 5800.00
Status: Revisions Requested

Step 5- Click on the application and the application form will be displayed. The “Note to Applicant/Grantee” section
will display the request from the Grant Project Manager.

SDOTUGGranteeTest

Saatile Department of Tranaportation Application

Project Title: SomewhereTest

ID: 8DOT | §-202011-02161 Project Manager:
Amount Requesated: $500.00

Your application has been sent back.

Your Safe Routes to School Mini Grant Project Manager has requested you maks the fallowing sdjustment fo your epplication.

Add the Supporting documsnts
Status Revisions Raquaested
¥ Table of Contents
School or Group Information

Full Application
Documents

¥ School or Group Information
School or Group: SDOTUGGranteeTest

Add new contacts: No

Group Leader / Primary Contact

Nama: TesiGrantes UG
Edit
Step 6- To enable the application to edit, click on the edit button and the application will be opened in the
edit mode.
Save And Closs

Step 7- Make the required changes, Click on Save and Close button.

Re-Submit
Step 8 - Click on “Re-submit” button.
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HOW CAN | WITHDRAW AN APPLICATION?

Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- On the Login Page, enter the login credentials.

— ...

Usemame
Password
Sign in

Resel or creale password

& FLUXX

Privacy Policy  Accessibility

G} seattle

Welcome to the City of Seattle's Grants Portal

New to the Grants Portal?

Create Your Profile

In order to be considered for funding, the first step is
for you fo register with our grant making software.
Please click on the "Create an account Now” button
below to start.

“You will not be able to edit your profile after
submissicn, so please ensure you have entered
accurate ion (including il
completing the registration form.

After submitting the registration form, you vill receive
an email nofification from City of Seattle with login
information and steps fo set your password. This will
give you access to the Grantes portal and our
application forms. Should your funding application be
successful, this portal will also give you access lo
submitting invoices & reporting templates

Create an account now

Step 3- Click on the “Requests to Edit” tab from the applications.

APPLICATIONS (1)

Pending Requests
&) Fequests to Edit

Submitted Requests

Cortract Renisions

Step 4- The application that requires edit will be listed and has a status of “Revision Requested”.

S0O0T Application

Froject Manager:

SDOTUGGranteeTest
ID: SDOT | 5-202011-02181
Project Title: Somewhere Test

Amount Requested: 5800.00
Status: Revisions Requested

Step 5- Click on the application and the application form will be displayed.
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| Withdraw Application |

Step 6 - Click on “Withdraw Application” button.

Step 7- The “Note for Withdraw Application” dialog window will be displayed. Click ok button.

Note for Withdraw Application X

Gancel oK

Step 8- Application will move to “Submitted Requested”. The Application status will be changed to Withdrawn.

APPLICATIONS (1) SDOTUGGranteeTest

S00T Application
Pending Regquasts ID: SDOT | 5-202011-02161
- oty Eedi Project Manager:
FErlEEsinlEl Project Title: SomewheraTest
Submittad Fequests Amount Requested: $800.00

Status: Withdrawn
Contract Revisions
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HOW CAN | REVIEW THE CONTRACT AND ADD COMMENTS AND ATTACH MY W9?

Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- On the Login Page, enter the login credentials.

G} seattle

Welcome to the City of Seattle's Grants Portal

- Login Now: New to the Grants Portal?

Usemame
Create Your Profile

Password In order o be considered for funding, the first step is
for you fo register with our grant making software.

o Please click on the "Create an account Now" button

Signin below to start.

“You will not be able to edit your profile after
Resel or create password submissicn, so please ensure you have entered

accurate lion (includis il

completing the registration form

After submitting the registration form, you vill receive
an email nofification from City of Seattle with login
information and steps fo set your password. This will
give you access to the Grantes portal and our
application forms. Should your funding application be
successful, this portal will also give you access lo
submitting invoices & reporting templates

Create an account now

& FLUXX

Privacy Policy  Accessibility

Step 3- Click on the “Contract Revisions”.
APPLICATIONS (1)

Pending Requasts

Requests to Edit

Submitied Reguests

Contract Renvizions

Step 4- Click on the application.

SDOTUGGranteeTest
‘ SDOT Application

ID: SDOT | 5-202011-02162

Project Manager:

Project Title: TestSomewhere

Amount Reguested: $500.00

Status: Terms Review

Edit
Step 5- Click on the Edit and the application edit mode is displayed.
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Step 6- Review the application.
Step 7- Navigate to the Document Section

a) Upload the W9 document by clicking on the + symbol.

¥ Documents

Please upload a W-9 Form:

s )

b) The Upload Files window is displayed.

@

Upload files X

Select or drag files then start upload

Filename Size Status

Addfies || Start upload

Add fi
c) Click on “Add Files” button =

d) Your local explorer will be displayed.

|Z » ThisPC » Documents »

Mew folder
A )
City of Seattle | MName
20200806-Webex Poll Testing(1688681983865..,
Custom Office Ternplates
e) Select and upload the file.
Start upload

f)  Click on “Start Upload”
g) Once the upload is completed. Click on “X” and the upload files window will be closed.

Upload files ot
Select or drag files then start upload

Filename Size Status

‘ Upload Compiete! 114 KB 100%
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Save And Closa
Step 8- Click on Save and Close button.

| Submit To P
Step 7- Click on “Submit to PM” button.

Step 8- The Note window is displayed. Click Ok. Entering comments is optional.

MNote for Submit to PM X

Cranceal Ok

Step 9- Application is submitted and moved to “Submitted Requests” and the status is changed to “Contract in

Review”.
APPLICATIONS (1)
t SDOTUGGranteeTest
Pending Ba = SDOT Application
e ID: SDOT | 5-202011-02162

Froject Manager

Froject Tithe: TestSomewhere
) Submitiod Requests Amount Requested: $500.00
Status: Contract in Review

Requests to Edit

Contract Revizions
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HOW DO | ATTACH DOCUMENTS TO THE APPLICATION?
Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- On the Login Page, enter the login credentials.

G} seattle

Welcome to the City of Seattle's Grants Portal

- Login Now: New to the Grants Portal?

Usemame
Create Your Profile
Password In order o be considered for funding, the first step is
for you fo register with our grant making software.
o Please click on the "Create an account Now" button
Signin below to start.

“You will not be able to edit your profile after
submissicn, so please ensure you have entered
accurate information (including email address) when
completing the registration form.

Resel or creaie password

After submiting the registration form. you vill receive
an email nofification from City of Seattle with login
information and steps fo set your password. This will
give you access to the Grantes portal and our
application forms. Should your funding application be
successful, this portal will also give you access lo
submitting invoices & reporting templates

Create an account now

& FLUXX

Privacy Policy  Accessibility

Step 3- Open the application. Users can upload documents at following stages

1) When application has “Application in Progress “status
2)  When application has” Revisions Requested” status
3) When application has “Contract Revisions” status

Edit
Step 5- Click on the Edit and the application edit mode is displayed.

Step 6- Navigate to the Document Section

a) Upload the document by clicking on + symbol.

¥ Documents

Plsass nots this application requires a principal letier of support.
A Principal Letter of Support nesds to show the Principal’s awarensaa and support of the identified Mini Grant funded project.

Lster of Support

®

Request Documents

Organization Documents @
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b) The Upload Files window is displayed.

Upload files X

Select or drag files then start upload

Filename Size Status

Add files Start upload

Add fil
c) Click on “Add Files” button =

d) Your local explorer will be displayed.

|j » ThisPC » Documents »

Mew folder
A Fa
City of Seattle ] MNeme
202002806-Webex Poll Testing(16828681983865..,
Custom Office Ternplates
e) Select and upload the file.
Start upload

f)  Click on “Start Upload”
g) Once the upload is completed. Click on “X” and the upload files window will be closed.

Upload files X
Select or drag files then start upload

Filename Size Status

‘Upload Compietel 114 KB 100%
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HOW DO | DOWNLOAD/SAVE A COPY OF MY APPLICATION TO MY LOCAL MACHINE?
Step 1- Open the web browser and enter https://seattle.fluxx.io/user_sessions/new and press enter.

Step 2- On the Login Page, enter the login credentials.

G} seattle

Welcome to the City of Seattle's Grants Portal

- Login Now: New to the Grants Portal?

Usemame
Create Your Profile

Paseword In order o be considered for funding, the first step is
for you fo register with our grant making software.
Please click on the "Create an account Now” button

Signin below to start.

“You will not be able to edit your profile after
submissicn, so please ensure you have entered
accurate information (including email address) when
completing the registration form.

Resel or creaie password

After submiting the registration form. you vill receive
an email nofification from City of Seattle with login
information and steps fo set your password. This will
give you access to the Grantes portal and our
application forms. Should your funding application be
successful, this portal will also give you access lo
submitting invoices & reporting templates

Create an account now

& FLUXX

Privacy Policy  Accessibility

Step 3- Open the application. Click on the —  to download or save the application. The application will open in the
default browser view. Save it as desired.

Page 20 of 20


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

	What is the intent of this Document?
	User Guide: Applicant
	How do I register to the Grants Portal?
	How to reset login and password?
	How do I apply for a Grant?
	How can I resubmit an application with edits?
	How can I withdraw an application?
	How can I review the contract and add comments and attach my W9?
	How do I attach documents to the application?
	How do I download/save a copy of my application to my local machine?


