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WHAT IS THE INTENT OF THISDOCUMENT?

This documentaims to provide the Applicant with an overview of how to register to Fluxx System and Apply fora Grant.

Thisisa living document and assigned department resource/s will maintain and update it on a need basis.

WHAT IS INCLUDED IN THE USER GUIDE?

1. User Storiesthat were part of the DON workbook.
2. User Guideincludes Applicant Role.

WHAT IS NOT INCLUDED IN THE USER GUIDE?

1. Paymentscenarios.
Email Alerts
Amendments.
Reports.
Contracts.

ADO Test Cases.
Fluxx System Icons.

~N OO BhwoN
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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-Clickon 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 to register with our grant making software
— Please click on the "Create an account Now” bution
Signin below to start
“You will not be able to edit your profile afler
Resel or creale password submissicn, so please ensure you have entered
i udi il

accurate ]
completing the registration form.

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

& FLUXX l

Privacy Policy  Accessibiity

Create an account now

Step 3-Ontheregistration form, fill out all the information.

G seattte

Welcome to the City of Seattle's Grants Portal

ltems marked with * and bolded are required for submission.

Primary Contact Info

* First Name
* Last Name

* E-mail

Mobile Phone Number
Mailing Address
Mailing Address 2

Gity

Country
Unites Sestez ~

State/Province

Postal Code (Zip}
Cancel | Submit Request

& FLUXX
Privacy Poicy  écosssibiliy

Step 4-Clickon the “Submit Request” button, Submit Request

Page 50f19


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

‘§ Seattle
| Information Technology

Step 5- Messageis displayed after submitting the registrationform.

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@seatte gov

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

Return to https:/www.seattle gov

Return to login screen

Step 6-Loginto the email you providedin theregistrationform and verify the link providedin the email.

Please verify your account Inbox x

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

)

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 7-Youwill be asked to enter the password.

Set Password and Log in
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Step 8-Oncethe passwordis set, you will be navigated to Grantee Portal.

&b seattie
-

Welcome to the Grantze Portall

NOW TOUSC THE FORTAL
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FLUXX vvmov oS

Step 9-Youwill 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:  Granteetest@gmail.com | These credentials allow you to login at hitps./seattle fluxt.io.
——————————————————————

Thank you
City of Seattle

If you need to set a password please follow this link: hitps-/‘seattle. fluxx ioftoken/89cabdebf3dalff5a56d7h68fee04bd09bd366ab 559657 a4
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Step 10- 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

Usemame
Password
Signin

Resel or creale password

HOW TO RESET LOGIN AND PASSWORD?

& FLUXX

Privacy Poicy ~ Accessibility

New to the Grants Portal?

Create Your Profile

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

“You will not be able o edit your profile afier
submissicn, so please ensure you have enfered
accurate information (including email address) when
complefing the registration form.

After submiting the regisiration form, you wil receive
an email noffication from City of Seattle with login
information and steps fo set your password. This will
give you access to the Graniee portal and our
application forms. Should your funding appiication be
successful, this porial will also give you access lo
submitling invoices & reporfing templates.

Create an account now

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

Step 2-Clickon “Reset or Create Password.”

) Seattle

Welcome to the City of Seattle's Grants Portal

Login Now:

Usemame
Password

Signin

‘Resel or create password

Page 8 of 19
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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
Pleass click on the "Craate an account Now” button

below to start.

“You will not be able to edit your profile after
submission, 5o please ensure you have entered

aceurale information (including email address) when

completing the registration form.

After submitiing the registration form. you vil receive
an email nofification from City of Seattle with login
information and steps fo set your password. This will

give you access to the Grantee portal and our

application forms. Should your funding application be
succsssful, this portal will also give you accsss to

submitting invoices & reporting templates

Create an account now

Privacy Policy ~ Accessibility
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Step 3-Enter theregistered email and Click on Submit.

Create or Forgot
Password/Login

Email

test?@gmail.com

Step 4-The message window is displayed.

Forgot Password
A password reset link has been sent for the Fluxe

account associated with the email you emtered.

Return to Login Page

Step 5-Login to theregistered email and click on thelink sent.

Password Reset nbox x

City of Seattle do-not-reply.grants07-us-east-1@7luxx.io via amazonses.com
tome ~

Here's a link to reset your password hitps://seattle fluxx. io/reset_password/BLREVIp51P=sg0JJbPSOV

Your login is
test2@agmail.com
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HOWDO | APPLY FOR A GRANT?

Step 1-Opentheweb browser andenter 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-Clickon “Applyfor Funding” from Information section.

G Seattle

INFORMATION

Gramtog Portal
Apply for Funding
Saattie Information Technology

Page 10 0f 19


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

‘§ Seattle
| Information Technology

Step 4-Clickon “Applyfor CPFFunding” or “Apply for Small Sparks Funding”

Apply for Funding from the City of Seattle

Department of Neighborhoods
Description, Eligibility. Additional Information. and Application Linka

- Text Dezcription

y for Small Sparks Funding |

Step 5-Fill outthe form.

Note: fields that arein “Bold” text are required fields.

Dontestguide

Department of Neighborhoods: Community Partnerghip Fund Application

Project Title:

1D: DON | P-202011-02170 Project Manager:
Gontract Number:

Start Date: Amount Requested:

End Date: GCommunity Match Totak

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 save and work on the application up until you submit. Submitting for Praliminary Review will allow the Project Manager to review and =and back. Oncs
you submit for Final Review, the application can no langer be sdiusted.

¥ Table of Contents

Organization/Community Group Information
Full Application

Fiscal Sponsor Information

Builds Community Partnarships (50 Points)
Project Readinsss (50 Points)

Work Plan

Budgst Expanses

Project Match

Documents

¥ Crganization/Community Group Information

Qrganization / Dontestguide Add New
Community Group

Location Dontestguide - headquarters hd

Applicant Contact TestGrantee UG o

Applicant Signatory | TestGrantee UG ~

Add new contacts v

Step 6-Clickon Saveand Continue ,itwill saveyour applicationand youcan continue entering

the data. Note: Application is not auto saved.
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Save And Cloes

Step 7-Onceapplication is complete, click on Save and Close Button.

Step 8-
e For Final Review- Verify the application and clickon “Submit Final Applicatior | <., mra aspiestion

e For Preliminary Reviewclick on “Submit for Preliminary Review”.

Submit For Preliminary Review

¥ Organization/Community Group Information

Orgarizmicn / Commassey Group: -
[orTeer—

Appicant Contact

N Tosirariza U3

Eman Ao Usgail com

Applcant Signatory
Namo: iGrarion UG
Email Adchusse UgRgaiLcom

Phons Humber:

bt Fins Appacaton || et e Pretenary Pewew

Step 9-Thenotedialogis displayed, if required enter the comments and click ok button.

Mote for Submit Final Application X

Cancsl oK

Step 10- Oncetheapplication is submitted, it will be listed under the “Submitted Requests” tab. The application status
will be “Application in Review”.

APPLICATIOMS (4) Dontestguide

DoMN: Community Partnership Fund Application
Pending Requests (1) 1D: DOM | P-202011-02170

: Contract Number:

Requests to Edit Project Manager:

o . - o Project Title: TestDon
© Submitted Requests
A o Amount Requested: §6,000.00

Contract Renvizions Status: Application in Review

HOW CAN I RESUBMIT FORM WITH EDITS?

Page 12 of 19
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Step 1-Open theweb browser andenter https://seattle.fluxx.io/user_sessions/new and press enter.

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

Cmﬁ Seattle

Welcome to the City of Seattle's Grants Portal

- Login Now: New to the Grants Portal?

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

“You will not be able to et your profile after
Rese or create password submission, so please ensure you have entered

accurate (ncluding email

complefing the regisiration form.

After submitting 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 templates

Create an account now

& FLUXX

Privacy Policy ~ Accessibility

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

APPLICATIONS (1)

Pending Pequests
&) Pequests to Edit

Submitted Requests

Contract Renisions

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

Dontestguide

DoMN: Community Partnership Fund Application
ID: DOM | P-202011-02170

Contract Mumber:

Project Manager:

Project Title: TestDaon

Amount Requested: 558,000.00

Status: Revisions Requested

Step 5-Clickon the applicationand the application form will be displayed. The “Note to Applicant/Grantee” section
will display the request from the Grant Project Manager.
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Step 8 - Clickon “Submit” button.

Dontestguide

Department of Neighborhoods: Community Partnerghip Fund Application

Project Title: TestDon

1D: DON | P-202011-02170
Contract Number:

Start Date: Movember 18, 2020

End Date: January 5. 2021

Your application has been sent back.

Amount Requested: $6,000.00
Gommunity Match Total: $5.000.00

City of Seattis Dapartment of Neighborhoods haz requested you maks the following adjustments to your spplication

—)

¥ Table of Contents

Organization/Community Group Information
Full Application

Fiscal Sponsor Information

Builds Commurity Partnerships (50 Points)
Project Resadinass (50 Points)

Work Plan

Budget Expenses

Projact Match

Documents

| submit |

Step 6-To enabletheapplication to edit, click on the edit button
edit mode.

Step 7-Maketherequired changes, Click on Save and Close button.

Note to Applicant/Grantee:
Pleaze add the supporting documente.

Save And Closa

andtheapplicationwill be openedin the

HOW CANI REVIEWTHE TERMS OF THE CONTRACT AND REQUEST CHANGES?

Step 2-Onthelogin Page, enter the login credentials.

d
Login Now:

Resel or creaie password

Usemame

Password

Signin

Step 1- Openthe web browserand enter https://seattle.fluxx.io/user_sessions/new and press enter.

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 to 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 afier
submissicn, so please ensure you have entered
accurate information (including email address) when


https://seattle.fluxx.io/user_sessions/new
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Step 3-Clickon the “Contract Revisions.”
APPLICATIONS (1)

Pending Pequests
Requests to Edit
Submitted Reguests

“#) Contract Revisions

Step 4-Clickon theapplication.

Dontestguide

- DoM: Community Partnership Fund Application
ID: DOM | P-202011-02170

Contract Mumber:

Froject Manager:

Project Tithe: TestDon

Amount Requested: §5.000.00

Status: Terms Rewview

Edit
Step 5-Clickon the Edit and the applicationedit modeis displayed.

Step 6-Review the applicationand updateitas desired.

Save And Closa

Step 7-Clickon Save and Close button.

Page 150f 19
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| submit |
Step 8-Clickon “Submit button.

Step 9-The Notewindow is displayed. Click Ok. Entering comments is optional.

Mote for Submit

Canceal Ok

Step 11- Applicationis submitted and moved to “Submitted Requests” and the status is changed to “Application in
Review”.

HOWDO | ATTACHDOCUMENTSTO THE APPLICATION?

Step 1- Opentheweb browserand enter https://seattle.fluxx.io/user_sessions/new and pressenter.

Step 2-Onthe Login Page, enter the login credentials.
\
\
Gl Seattle

Pa 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” bution
Signin below to start


https://seattle.fluxx.io/user_sessions/new
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Step 3-Open the application. User canupload the document at the following stages

1) When the applicationhas “Application in Progress “status
2) Whenthe applicationhas” Revisions Requested” status
3) Whenthe applicationhas “Contract Revisions” status

Edit
Step 5-Clickon the Edit and the applicationedit modeis displayed.

Step 6-Navigate to the Document Section of the application.

a) Uploadthedocumenthby clickingon + symbol.

¥ Documents
Please note this application requires a principal letier of support.
A Principal Lstter of Support neada o show the Principal’s awarsneas and support of the identified Mini Grant funded project.

Lstter of Support

Reguest Documents )

Organization Documents ®

b) The Upload Files windowis displayed.

Upload files X

Select or drag files then start upload

Filename Size Statug

Drag files here.

Add files Start upload
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. . Add files
c) Clickon “Add Files” button.

d) Yourlocal explorerwill bedisplayed.

|j » ThisPC » Documents »

Mew folder
h Lt
City of Seattle | 1Neme
20200806-Webex Poll Testing(1688681983865..,
Custom Office Ternplates
e) Selectand uploadthefile.
Start upload

f)  Click on “Start Upload”
g) Oncetheuploadiscompleted. Clickon “X” and the uploadfiles window will be closed.

Upload files

Select or drag files then start upload

Filename Size

‘ Uplead Camplete! 114 KB

Status

100%

HOW DO | DOWNLOAD/SAVE A COPYOF MY APPLICATION TO MY LOCAL MACHINE?

Step 2-Onthelogin Page, enter the login credentials.

G seattle

Pa

Welcome to the City of Seattle's Grants Portal

- Login Now: New to the Grants Portal?

Usemame:
Create Your Profile

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

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

balow to start.


https://seattle.fluxx.io/user_sessions/new
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Step 3-Open the application. Clickon the
default browser view. Saveit as desired.

to download or save the application. The application willopen in the
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