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Fluxx Walkthrough Guide: How to Upload Documents 

Uploading Documents to Your Organization Card: 

1. Go to the following site: https://nhcendowment.fluxx.io/  

 
2. Enter your username and password and click the ‘Sign In’ button. 

 

https://nhcendowment.fluxx.io/


3. In the navigation menu on the left side of the portal, you will see a dropdown that will either say 
‘All’ if your user account is connected to multiple organization accounts or the name of your 
organization if your user account is only connected to one organization. 

 
 

4. Select the appropriate organization you are adding documents for. You may skip to the next step if 
you’re only connected to one organization.  

 



5. Click on ‘Approved’ under the ‘ORGANIZATIONS’ heading in the navigation menu and click the 
organization you want to upload documents to. 

 
 

6. Scroll down to the Organization Documents section and click on the green plus sign in each of the 
required boxes below. Note: the green plus signs will only appear if you are the moderator for 
your organization. 

 



7. Drag the appropriate file into the popup OR click on the ‘Add Files’ button in the bottom left hand 
corner of the popup. 

 
 

8. You will see the file name populate the box along with a status of 0%. 

 
 
 



9. Select the appropriate file type for the file you are submitting by clicking on the dropdown to the 
right of the file name. 

a. If the available document types are not applicable to the document you are uploading, 
please select ‘Other Document’ and then provide a document type name in the field 
labeled ‘Custom Text’ (Required). 

 

 
10. Once the appropriate file type is selected, click ‘Start Upload’ in the bottom left corner of the 

popup box. 

 
 



11. The status of the file(s) will go from 0%-100% when successfully uploaded. 

 
 

12. Once the status is at 100%, you can click the ‘X’ in the top right corner of the popup and you will 
see the file(s) on the form in the box in which they were uploaded 

 
a. IMPORTANT: Sometimes the system experiences issues where files are not able to be 

uploaded at the time you try to upload them. If this happens, check the file name as certain 
special characters are prohibited. If the file(s) do not contain the prohibited characters, try 
repeating the steps above. If the document still will not upload, please upload our Grants 
Technology & Operations Manager at ksaldivar@theendowment.org.  

b. An error message will appear if a file is uploaded using any of the following special 
characters in the title: 
 Ampersand - & 
 Dollar - $ 

mailto:ksaldivar@theendowment.org


 At - @ 
 Equals - = 
 Semicolon - ; 
 Colon - : 
 Plus - + 
 Significant amount of spaces 
 Comma - , 
 Question mark - ? 
 Backslash - \ 
 Left & Right curly brace - { } 
 Non-printable ASCII characters 
 Caret - ^ 
 Left & Right square bracket - [ ] 
 Percent - % 
 Quotation marks - ““ 
 Less Than & Greater Than symbols - < > 
 Tilde - ~ 
 Pound - # 
 Vertical bar/ pipe - | 

 

Uploading Documents to Your Community Grant Application: 

1. Go to the following site: https://nhcendowment.fluxx.io/  

 

https://nhcendowment.fluxx.io/


2. Enter your username and password and click the ‘Sign In’ button. 

 
3. In the navigation menu on the left side of the portal, you will see a dropdown that will either say 

‘All’ if your user account is connected to multiple organization accounts or the name of your 
organization is your user account is only connected to one organization. 

 



4. In the Grantee Dashboard, click on ‘Submit a Community Grant’ to navigate to the Community 
Grant application. 

 
 

5. Start completing the application as normal. Note: In order for the document upload sections to 
appear, you must enter your organization’s name in the appropriate field and then click 
‘Save’. 

 



 
 

6. In the document uploading section, some documents may auto-populate based on your 
organization’s previous submissions. If any auto-populated documents are outdated or you have 
more recent versions, please upload the updated documents before submitting your application. 
 

7. If you need to upload or update your documents, click on the green plus sign in each of the 
required boxes below. 

 



8. Drag the appropriate file into the popup OR click on the ‘Add Files’ button in the bottom left hand 
corner of the popup. 

 
 

9. You will see the file name populate the box along with a status of 0%. 

 



10. Select the appropriate file type for the file you are submitting by clicking on the dropdown to the 
right of the file name. 

a. If the available document types are not applicable to the document you are uploading, 
please select ‘Other Document’ and then provide a document type name in the field 
labeled ‘Custom Text’ (Required). 

 

11. Once the appropriate file type is selected, click ‘Start Upload’ in the bottom left corner of the 
popup box. 

 



12. The status of the file(s) will go from 0%-100% when successfully uploaded. 

 
 

13. Once the status is at 100%, you can click the ‘X’ in the top right corner of the popup and you will 
see the file(s) on the form in the box in which they were uploaded. 

 



a. IMPORTANT: Sometimes the system experiences issues where files are not able to be 
uploaded at the time you try to upload them. If this happens, check the file name as certain 
special characters are prohibited. If the file(s) do not contain the prohibited characters, try 
repeating the steps above. If the document still will not upload, please upload our Grants 
Technology & Operations Manager at ksaldivar@theendowment.org.  

b. An error message will appear if a file is uploaded using any of the following special 
characters in the title: 
 Ampersand - & 
 Dollar - $ 
 At - @ 
 Equals - = 
 Semicolon - ; 
 Colon - : 
 Plus - + 
 Significant amount of spaces 
 Comma - , 
 Question mark - ? 
 Backslash - \ 
 Left & Right curly brace - { } 
 Non-printable ASCII characters 
 Caret - ^ 
 Left & Right square bracket - [ ] 
 Percent - % 
 Quotation marks - ““ 
 Less Than & Greater Than symbols - < > 
 Tilde - ~ 
 Pound - # 
 Vertical bar/ pipe - | 
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