MFF Grant Portal Instructions
Safe Routes to School Mini Grant

https://michiganfitness.fluxx.io

Welcome to the MFF Grant Portal. These instructions are intended to help guide you through our new
system. If at any point you have difficulties, please reach out to us for assistance; this is a new system
for us, and it is our intent that you feel fully supported in applying for our mini grant.

1. Loggingin:

e If you already have a contract with us, you will be receiving an email by January 27"
containing your login credentials (user ID and temporary password). If you do not
receive the email, contact our Director, Meg Thomas Ackerman at
MTAckerman@michiganfitness.org or by calling 517-908-3814.

e If you are new, go to the portal website (https://michiganfitness.fluxx.io) and register.

After you register you will get the same email mentioned above

2. Once you are in the system, this is the first screen you will see:
e Select the SAFE ROUTES TO SCHOOL MINI-GRANT APPLICATION
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Supplemental Nutrition Assistance Program Education (SNAP-Ed) in Michigan is designed to
improve eating and lifestyle behaviors as a preventive approach to reducing diet-related
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Safe Routes to School (SRTS) is a worldwide movement to make it safe, convenient and fun
for children to bicycle and walk to school. Funding opportunities for the mini-grant are opened
annually in January. Major grant applications are accepted on a rolling basis with quarterly
reviews, and are initiated through the MDOT Grant System.

HOW TO USE THE PORTAL

The icons in various color on the left-hand side are called "cards”. When you click on the link
beneath each card, you are access the following:


https://michiganfitness.fluxx.io/
mailto:MTAckerman@michiganfitness.org
https://michiganfitness.fluxx.io/

3. On the next screen, next to APPLICATION TYPE:
Select SAFE ROUTES TO SCHOOL MINI-GRANT APPLICATION then immediately click on SAVE’ll
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4. After you have saved your application, three downloadable forms will appear on your screen.
Download each, complete, and save them on your computer in a known location. These forms
are also available on our website.

= Edit Printable Submit Withdraw

Important: These documents must be complete and in final form before uploaded and
before proceading. These documents are also available on MFF's website.

Application Signature(s)
Full Application Marrative
Budget Worksheet

¥ Attached Documents

Document Upload Instructions: To add a Required document, please use the green
plus button at the right of the document name. To add additional documents, please
use the green plus button in the Application Documents section directly

below. Select the file to upload and a corresponding Document Type from the list
that appears.
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5. Once you have completed each of the three downloaded documents (APPLICATION
SIGNATURES, FULL APPLICATION NARRATIVE, and BUDGET WORKSHEET), you will be ready to
upload them into the ATTACHED DOCUMENTS section of the portal. Click on the green ‘plus’
sign beside the name of the document you are ready to upload.

¥ Attached Documents

Document Upload Instructions: To add a Required document, please use the green
plus button at the right of the document name. To add additional documents, please
use the green plus button in the Application Documents section directly

below. Select the file to upload and a corresponding Document Type from the list

that appears.
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6. A pop-up window will appear; select ADD FILES at the lower right corner of the pop-up window
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A screen of your computer files will pop up so that you can find and click on the file you want to
upload. Once you have selected the file, it will appear in the UPLOAD FILES pop-up box.

In the drop down menu beside your file name, select the file type (APPLICATION SIGNATURES,
FULL APPLICATION NARRATIVE, or BUDGET WORKSHEEY)
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9. Next, click on the START UPLOAD button

10. If the document successfully uploads, the pop-up box will display the message UPLOAD
COMPLETE. Do not close this window until you do see the UPLOAD COMPLETE message.
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11. Close the pop-up window by clicking on the X in the upper right corner



12. After you have completed that step, the uploaded document will appear in blue in the
APPLICATION DOCUMENTS window.

¥ Attached Documents

Document Upload Instructions: To add a Requked document, please use the green
plus button at the right of the document name. Yo add additional documents, please
use the green plus button in the Application Doduments section directly

below. Select the file to upload and a corresponfling Document Type from the list

that appears.

Full Application Narrative (%)
Budget Worksheet @
APPLICATION DOCUME @

2017 SRTS Mini Grant signatures.pdf

Application Signatures
Added by Meg (test user) Thomas Ackerman at 9:48 AM on January 25, 2017

Any documents that you still need to upload will remain listed in grey in the
ATTACHED DOCUMENTS window.

13. Be sure to SAVE regularly as you move through the steps of the application. After clicking on
SAVE, you will need to select EDIT to continue working on your application.
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Please Note: The portal does not autosave; therefore, you must click the [Save]

button to ensure your data will not be lost.




14. To enter information about the school with which you are working, click on the green ‘plus’ sign
in the SCHOOL INFORMATION box.

¥ School Information

School Demographics

15. The ADD A SCHOOL DEMOGRAPHIC pop-up box will appear. Complete and save.

Add a School Demographic x]

School Name

School District

School Mailing Address

Principal Name

School State

School Zip Code




16. Continue with the PARTICIPATION AND ENGAGEMENT section (remember to click on EDIT if you
have saved recently).

Cancel 4 Save

¥ Participation and Engagement

What are the targeted numbers of students and parents participating at the beginning
of the program?

What is the expected increase in the numbers of students and parents participating
throughout the program?

17. Continue with ACTIVE TRANSPORTATION TEAM MEMBERS SECTION.

¥ Active Transportation Program Team Members

Program Coordinator
Mame

Program Coordinator
Title/Role

Other Team Member Name(s) and Role(s)



18. Continue with the BUDGET WORKSHEET section.
Note that SPACE/MISCELLANDOUS/ADMINISTRATIVE are NOT ELIGIBLE in the SRTS mini-grant
program.

¥ Budget Worksheet

Total for Salary and £3.000.00
Benefits

Total for Postage and | gq 00
Shipping

Total for Supplies 2 000.00
Materials and
Curriculumn /
Equipment < $5k

Total for Travel $0.00
Total for Space /

Miscellaneous /
Administrative

20,00

Total Direct Expenditures: $5,000.00

Total Grant Award: $5,000.00

19. For fields in which you are not requesting funds, you MUST enter ‘0’; otherwise, the system will
give you an error message.



20. Complete the APPLICATION DETAILS section, entering the total amount you are requesting. This
amount should match the Total Grant Award in step 18.

¥ Application Details

Project Title

Project Description

Please update this section after completing the full application narrative.

Please enter the total award amount requested in the field below.

Award Amount
Requested

21. When you are finished and ready to send, click on SUBMIT

= Edit Printable Submit > Withdraw

Congratulations! You're finished!



