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Fluxx Walkthrough Guide: “How To Guide” Once You Are Approved For Funding  

If you have been approved for funding, you will receive an email notification from The Endowment 
congratulating you on your award! Due to the highly competitive nature of this program and limited 
available funding, some applicants may have been awarded less than their originally requested amount. 
If you received a reduced award, please follow the steps below beginning with Step 1. If you received 
the full amount requested, you may proceed directly to Step 1 under ‘Bank Account Instructions’ after 
logging into Fluxx (Step 1).  

SUBMITTING A REVISED BUDGET FOR REDUCED GRANT FUNDING:  

1. Log into Fluxx by going to the following site: https://nhcendowment.fluxx.io/   

 

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

 

  

  

https://nhcendowment.fluxx.io/
https://nhcendowment.fluxx.io/


3. In the navigation menu on the left side of the portal, you will see a section labeled ‘Grant POA’, 
Click ‘Grant POA Terms to Review’. This is where you will provide your updated budget for your 
reduced grant award.  

 
4. Click on your organization’s card, then click ‘Edit’ in the top right corner.  

 
5. Scroll down to the budget section and begin making revisions to reflect the approved award 

amount. You will see how you had originally budgeted for your grant at the top of each expense 
category. Adjust line items as needed so the total aligns with your award.  

  

  



 

6. At the bottom of the budget, you should see three lines displaying funding amounts:  
a. Original Total Budget in Year 1: The amount of funding you had originally requested in your 

application  
b. Year 1 Final Budget Total: The total budgeted amount you just revised in the POA budget  
c. Year 1 Approved Amount: The approved grant funding amount for your grant After 

completing the budget POA, the Year 1 Final Budget Total and Year 1 Approved Amount 
should display the same amount.  

 

7. Once you have completed your budget POA, click ‘Save and Close’ in the bottom right corner.  

  

  



 
8. Click ‘Submit’ in the bottom right corner.  

 
9. A pop-up window will appear asking you to confirm you are submitting the POA. Click ‘Ok’. You 

have now finished submitting a revised budget for your grant.  

 
  

  

  

  



BANK ACCOUNT INSTRUCTIONS: 
1. After loggin in, 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.  

  
  

2. Select the appropriate organization you are adding bank account information for. 
You may skip to the next step if you’re only connected to one organization.  



  
  

3. Click on ‘Edits Requested’ under the ‘ORGANIZATIONS’ heading in the navigation 
menu.  

  
  

4. You should see the instructions that were emailed to you in a yellow box at the top 
of the record.  



  
5. At the bottom of the record, you will see a section with the title ‘Bank Accounts’.  

  
  



6. If you see ‘No bank accounts available under the ‘Bank Accounts’ header, click the 
green plus sign button to the right of that header to add your organization’s bank 
account info.  

  
7. You will see the ‘Add a Bank Account’ popup appear on your screen.  

  



8. Enter the following into the ‘Bank Information’ portion of the form:  
a. Active – this is ‘Yes’ by default and should remain yes.  
b. Bank Name – the name of the banking institution.  
c. Bank Street Address – the address of the branch you bank from.  
d. Bank City – the city of the branch you bank from.  
e. Bank Postal Code – the zip code of the branch you bank from.  
f. State / Province – the state or province of the branch you bank from.  
g. Owner (Organization) – this is your organization’s name that is prepopulated in 

this field.  
h. Bank Country – this is prepopulated with the United States.  
i. Owner (Person) – Not Required – leave this blank.  
j. Location – Automatically populates based on organization name.  

 

  



9. Scroll down on the popup to get to the ‘Account Details’ section where you will enter 
the following:  

a. Account Name – the name of your account with your bank.  
b. Account Type – select Checking or Savings.  
c. Routing Number (ABA) or SWIFT – the routing number for your account. This 

must be 9 digits long or you will see an error message.  
d. Account Number (DDA) or IBAN – the account number for your account.  
e. Special Instructions – these are optional instructions you may include if 

there’s anything special that needs to be done for the ACH to process into 
your account.  
 

  
 



10. Once the form is complete, click the ‘Save’ button in the bottom right of the popup.  

  
  

11. You will now see there is a bank account stored on the record.  

  



12. Click ‘Submit’ in the bottom right of the screen.  

 
  

13. Click ‘Okay’ in the popup to complete the submission of the bank account 
information.  

  
 

 

 



SIGNING YOUR GRANT AGREEMENT:  

1. To sign your grant agreement, the personnel you have assigned as the ‘Primary Signatory’ in 
Fluxx when completing your grant application will receive an email from Docusign indicating 
they have a document to sign.  

a. If you applied under a fiscal sponsor, the grant agreement will be sent to the 
applicant/grantee first to read over and initial, then sent to the fiscal sponsor to sign.  

2. Once you open the email, click ‘Review Document’.  
a. If you have not received an email link from Docusign within a couple of days from 

receiving notification that you have been awarded, look in your spam inbox. If you still 
do not see it, contact us at grants@theendowment.org  

 
3. Email links from Docusign expire after ~48 hours. If you are attempting to sign your grant 

agreement past this point, you will need to click ‘Send New Link’ to receive a new email to 
access your document.  

 

  

  



4. Once you get into the document, click ‘Continue’.  

 

5. This will open up your grant agreement, where you can view all the terms and conditions 
associated with your Community Grant. Click ‘Start’ in the top left to navigate to the signature 
section.  

 

 

 

 

 

  

  



6. When you are ready to sign, Click ‘Sign’ and then insert your Title in the box below.  

 

7. When you are finished, click ‘Finish’ in the top right hand corner.  

 

 

 

 

 

 

 

  

  



8. Should see a green check mark appear in the corner and be redirected to a completed signing 
page. You should also receive a ‘Your Document Has Been Completed’ email.  

 

9. Once you have completed your bank account submission/verification and signed you grant 
agreement, you are ready to receive funding!  

10. You will receive an email notification once your payment has been sent. Once you receive this 
email, you should receive payments within ~2 business days. If you have not yet received 
payment, please contact us at grants@theendowment.org.   
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