
Application Submission 
Guide

How to submit your grant application in the Funded 
Partner Portal
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Navigate to Login Page

Direct Link: https://healthystpete.fluxx.io/user_sessions/new

Also, on the Foundation home page, you will find the direct link: 

https://healthystpete.foundation/

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


Reminders & Tips:
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• For the best experience, be sure to use the CHROME browser when accessing the portal.

• You must submit a new registration in the portal to begin the application process. More info:  here. 

• Throughout the application input process, please press “Save” at the bottom right of your screen to 

save your work. If you step away or navigate away from the page, and do not save your work, you may 

have to start over

• If you do navigate away from the application, you may access the draft (if saved) on the left -hand 

side on the Navigation Menu and click “Draft Requests” 

• To edit the application, the “Edit” button is located at the top right corner of the application

• You may find it helpful to have your responses typed out in a word document, and copy and paste 

over to the application form

• If you experience technical difficulties, please reach out to the grants team at 

grants@healthystpete.foundation

https://healthystpete.foundation/grantmaking/
mailto:grants@healthystpete.foundation
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Navigation Menu

Under the “Pending Requests” tab you will find:

• Draft Requests (you are able to edit these)

• Under Review (no edits allowed)

• Need More Info (if for any reason, your 

application is returned to you for additional 

information, you will find it here for editing)

• And Exit/Withdrawn for declined and withdrawn 

requests 



Three Methods of Submission
• Written
• Video
• In-Person
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Application
• Once you are logged 

into the funded 
partner portal, you 
will see current 
opportunities. 

• Click on the “Apply 
Now” button to 
access the 2023 
grant application
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Table of Contents

• Use the table of contents to easily 

navigate to the different sections of 

the application 

• This is useful if you need to refer to 

different sections of the application 

as you go
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Contact Information

The contact information section of the 

application will pull from your profile, 

be sure that all of the contacts have 

registered in the system:

• Project Contact

• Senior Executive

• Finance Contact
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Submission Format Selection
When choosing the 

submission format, the 

selection chosen will update 

the application accordingly, 

and will display additional 

instructions, specific to the 

chosen submission format
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Written Submission

• Note the word and 

character limits on 

each question, do not 

exceed these

• Note the spell check 

function at the bottom 

right corner of your 

screen, use this if 

necessary
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Video Submission
• You may only submit the following format 

types: MOV, MP4, and WAV

• Do not exceed time limits for each video 

file (see application questions for time 

limits)

• To add videos, click the green “+” sign 

underneath the appropriate question, and 

select the video file

• Be sure the video file name corresponds to 

the question, for example, for the “Project 

Description” question, label your video file 

“Project Description”

• To satisfy the required response in the 

textbox, be sure to type “see video”
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In-Person Submission

• Please refer to the 

Grants resource page 

for more information 

on scheduling the In-

Person presentation

• Note the Instructions 

for the “In-Person” 

submission format
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Application completion
• Once you have completed all fields on the 

application, and uploaded all required 
files (videos, timeline, letters of 
commitment (if applicable), etc.) click 
the “Save and Close” button on the 
bottom right of your screen

• You will then see a “Submit” button at 
the bottom of your screen – click this 
only when you are ready

• Once submitted, you will not be able to 
edit 

• It will not allow submission without all 
required fields and attachments being 
completed
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Questions?

Please reach out to the Foundation Grants team at grants@healthystpete.foundation 

You may also reach Foundation staff at 727-865-4650 during normal office hours of 9a-5p EST, Monday through 

Friday.

mailto:grants@healthystpete.foundation
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