
Regis t rat ion
How to register in the funded partner portal



For the Foundation 2023 Grant RFP, all 
grantseekers must register in the 
system, even if previously registered. 

2



3

Navigat ion to Login/ Regis t rat ion Page
Direct  Lin k: h t t ps:/ / h ea lt h yst pe t e .fluxx.io/ user_ session s/ n ew

Also, on  t h e  Foun da t ion  h om e page , you will fin d  t h e  d irect  lin k: 

h t t ps:/ / h t t ps:/ / h ea lt h yst pe t e .foun da t ion /

https://healthystpete.fluxx.io/user_sessions/new
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Re g is t r a t ion  com p le t ion

• Please  com ple t e  a ll fie lds on  t h e  regist ra t ion  form , as accura t e ly an d 
com ple t e ly as possib le

• Con sider h avin g t h e  followin g organ iza t ion a l st a ff regist e r in  t h e  syst em  for 
va rious fun ct ion s: sen ior execut ive , project  con t act , an d fin an ce  con t act . Do 
n ot  sh are  user n am es an d passwords as t h e  syst em  t racks wh o is en t e rin g 
in form at ion  an d a llows us t o d irect  quest ion s t o t h a t  in dividua l, sh ould  t h ey 
a rise

• Not e  t h e  required fie lds a re  in  bold
• En sure  t h a t  you use  t h e  appropria t e  em ail a s com m un ica t ion s from  t h e  

syst em  will be  sen t  wit h  in st ruct ion s on  h ow t o access t h e  gran t s port a l. 
Fut ure  em ail com m un ica t ion  regardin g your applica t ion  will a lso be  sen t  t o  
t h e  em ail(s) t h e  organ iza t ion  h as regist e red.

• Allow up t o 4 8  h ours for t h e  regist ra t ion  t o be  processed
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Aft e r  a cce s s in g  -  
On ce  you h ave  access t o t h e  port a l, p lease  be  sure  t o com ple t e  an d upda t e  t h e  followin g sect ion s:

Organ iza t ion  Profile
• Allows t h e  Foun da t ion  t o h ave  an  

accura t e  an d up  t o da t e  view on  your 
organ iza t ion , in cludin g m ission , e t c.

• Com ple t e  organ iza t ion a l con t act  
in form at ion

User Profile
• Will a llow for you t o con n ect  t h e  

appropria t e  con t act  person  t o your 
proposa l

• Full an d accura t e  descrip t ion  of your 
person a l profile  
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Na vig a t ion  Me n u
On ce you access t h e  port a l, on  t h e  le ft  
side  of your screen , you will n ot ice  t h e  
n aviga t ion  m en u. Here  is wh ere  you 
will fin d  t h e  “Organ iza t ion  Profile” 
an d t h e  “User Profile” for your 
com ple t ion .

You will a lso fin d:

• Pen din g Request s

• Report s

• Tran sact ion s
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Up d a t in g  P r o file s

Wit h  t h e  “Organ iza t ion a l Profile” se lect ed , you can  upda t e  a ll fie lds by clickin g t h e  “Edit ” but t on  on  t h e  t op  righ t - h an d 

corn er of t h e  screen . Th e  sam e applies t o t h e  “User Profile” –  en sure  a ll fie lds a re  com ple t e  an d accura t e . We ask t h a t  you 

keep t h is in form at ion  up- t o- da t e  t o re flect  an y ch an ges wit h in  t h e  organ iza t ion , in cludin g st a t us, loca t ion , or st a ff.
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Qu e s t ion s ?

Please  reach  out  t o t h e  Foun da t ion  Gran t s t eam  a t  gran t s@h ea lt h yst pe t e .foun da t ion  

You m ay a lso reach  Foun da t ion  st a ff a t  727- 86 5- 4 6 50  durin g n orm al office  h ours of 9 a- 5p EST, Mon day t h rough  

Friday.

mailto:grants@healthystpete.foundation
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