
 

  

 

   
 

CITYARTIST Application  

Instructions 
 

Applications are due at 5:00 P.M. PST on Wednesday, April 27, 2022, via the online grant portal. 

Plan to submit early to avoid potential system overload or submission errors. Applications may 

require up to two hours (or more) to complete with all necessary document submissions. Late 

applications will not be accepted. 

 

Follow these steps to complete your application: 

1. Review the Funding Opportunity Guidelines  

This provides in-depth details about the funding program, eligible projects, requirements, and 

processes. If you still have questions, you may attend an Information Session, schedule a Draft 

Review or contact staff in advance of submission deadline.  

Draft Review #1: Wednesday, April 6,  4-7 p.m. (PT) 

https://23cityartistreview1.eventbrite.com  

Draft Review #2: Monday April 11, 11 am – 3 p.m. (PT) 

 https://23cityartistreview2.eventbrite.com  

 

2. Read the Application Instructions  

Read the complete application questions and instructions in this document and gather any 

information necessary to answer the questions in advance of starting the application.  

 

3. Register in the online grant portal, FLUXX 

http://www.seattle.gov/Documents/Departments/Arts/Downloads/Grants/CityArtists/2023_CityArtist_Guidelines.pdf
https://23cityartistreview1.eventbrite.com/
https://23cityartistreview2.eventbrite.com/
https://seattle.fluxx.io/user_sessions/new


   
 

  2 
 

If you do not have an account in this system, select the Create An Account Now button. You will 

need to create an individual user account for yourself with your name and email address. You will 

receive an email to verify you have successfully created your account. You will then create a 

password for your account and can login.   

 

4. Write the answers to the application in a separate document  

We recommend writing your responses in a separate document first, so you can work on it over 

time and have a backup copy. Please note, this document is provided only for review and 

preparation purposes - all applications must be submitted through our online application. THE 

SYSTEM DOES NOT AUTOSAVE, so be sure to click Save and Continue on the bottom as you go. 

If you cannot complete the application in one sitting, you can/may also click Save and Close and 

finish it later before the deadline. Cancel will close out your work without saving. 

 

5.  Start your application  

Log in to your account and click on the Office of Arts & Culture on the left-hand side of the screen.  
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Scroll down on the Office of Arts and Culture page and click on the Apply Now button to enter the 

CityArtist application page. 

 

 

 

6. Enter your Applicant Information 

You only need to enter the required information (name, DBA/LLC, address, ZIP, phone number, 

website). This information is required to process your application.  

 

7. Answer application questions (all questions in BOLD are required to be filled out) 
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It is suggested to click the SAVE AND CONTINUE button frequently, as the FLUXX system does 

NOT autosave. We don’t want you to lose your work! 

 

8. Complete the work sample sections 

Example shown is of the Written Work Sample section; the same steps apply to all three sections 

{Audio/Video, Image, and Written Work Samples}. Please indicate the order of how you want 

your work samples to be viewed. (Example, Image WS #1 = 1, Audio WS #3 = 2, Written WS #1 = 3. 

This provides a roadmap to your work samples and artistic journey) 

 

This screenshot shows the start of uploading a document. To upload a document (Image, 

Audio/Video file) to the application, you will click on the green plus sign to open the pop-up box. 
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This screenshot shows the pop-up box on screen. The box will ask you to click another green plus 

sign to upload the selected document to your application. This box also requests the title of the 

document (Image, Audio/Video file), and the file name (in case they are two different names.) It 

also has room for a description of the uploaded file in which you can give more detail. 
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This screenshot shows the actual upload box from the FLUXX system. You will click the blue 

lettered button that says Add File to select a file from your computer to upload. Once the file has 

been selected, and you accept the file upload, the FLUXX system will proceed to upload the file to 

the application. 



   
 

  8 
 

This screenshot shows the completion of the uploaded file. The bottom left of the upload progress 

box will state Upload Complete! when it is finished. You can now click out of the upload dialog box 

if you are finished uploading files. Repeat the above process for as many files as needed. 

Once you have confirmed that the selected Work Samples have uploaded, click Save and Continue 

if you need to add additional work samples, or to go through your application again. You can also 

click the Save and Close button if you feel that you have completed your application, and do not 

need any further edits.   

If you realize that you need edits, you can click the Edit button in the upper right-hand corner of 

your screen.  

 

Once you are finished filling out your application, you can submit the final draft of your application 

by clicking Submit Application button. 
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When you are finished with your application and are ready to leave/log out of the FLUXX system, 

you can click the gear symbol on the bottom left and log out of the system. 

 

 

 

9. Returning to your application 

If you are not able to complete your application in one sitting, you can log back in and find your 

application in progress under in the grey sidebar.  Then click on the application you wish to 

continue editing.  
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Repeat steps as needed to submit your application! 

Are you considering applying and have questions? Contact the Project Manger to get help. 

Please submit all final applications through the website.  

• Refer application questions to: Irene Gómez, Project Manager, at (206) 684-7310 or 

irene.gomez@seattle.gov  

• Refer FLUXX online platform questions to: Marshonne Walker, Administrative Specialist, at 

(206) 733-9811 or  marshonne.walker@seattle.gov 

mailto:irene.gomez@seattle.gov
mailto:marshonne.walker@seattle.gov

