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Using UWNYC’s Grants 
Management Portal to                   
Submit the Powering Possibility 
Utility Assistance Application of 
Interest

USING FLUXX for 
Proposers
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Welcome to UWNYC’s Grants 
Management Portal for Proposers

United Way  of New York City’s Procurement Portal – FLUXX - is the gateway for agencies / 
organizations, for-profit companies and sole proprietors to complete a Request for Proposal or 
Request for Quote to provide services through UWNYC.

This portal can manage and track
 Proposals / Applications for open grant / contracting opportunities

 Budgets submitted with each proposal (as needed)

 Collateral documentation required 

 Approvals & Declinations of grants / contracts
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Registration:  Who Should Register for FLUXX 
Individuals who perform the following roles should set-up individual accounts in the system so 
that they can log in and perform the necessary tasks

Proposal author / grant writer 
 Answer the proposal questions
 Provide follow-up to requests for clarifying information / documentation

Contract Signatory
 The Individual who will sign any contract(s) awarded 
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Preparing to Register for the FLUXX System

Every individual who will interacting with UWNYC’s FLUXX Procurement Portal must first register.
1. Go to  the FLUXX Portal:  https://uwnyc.fluxx.io/

2. Select “Create an account now”

3. Please have the following information for the Organization / Company:
 Legal name
 The EIN # 

PLEASE NOTE: You must sign in using your own name/log-in. UWNYC and FLUXX follow very strict 

 security guidelines to keep your organization’s information safe and confidential. These guidelines

 prohibit the sharing of usernames or passwords. All users must be registered.

https://uwnyc.fluxx.io/
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Initial Registrars use the 
section on the right-hand 
side

Use the section on the 
left-hand side for regular 
login after you have 
Registered
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Registration:  
Completing the Form

Primary Contact Info

 This is the information for the individual registering for 
access to the UWNYC system

 The system allows multiple users from organizations 

 Please use E-mail and Work Phones that are actively 
monitored

Are you a Primary Contact / Executive / Other of this 
organization?

 Primary:  If you are completing and submitting the proposal

 Executive:  If you are the Executive Director / CEO / Owner 
and have signing authority  for contracts

 Other:  You will be submitting reports and/or invoices
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Registration:  
Completing the Form
Organizational Name
Please use the full, legal name as registered with 
government entities (i.e.: IRS)

The Organizational Status can apply to companies and 
sole-proprietors

Select from 
 501 (c)3 – not-profit / tax exempt
 For-Profit

Organizational E-Mail
This should be the main / generic contact email address 
for the organization

Tax ID is a 9-digit number
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The System will flag any errors, 
including missed fields, by not 
accepting your submission and giving 
you an “Error” message at the top of 
the page.

Look for any text in RED - showing 
you where the error is.

In this case, a required field was left 
blank. 

Need to Know:  Errors 
When Submitting
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Registration:  
Pending Review

• UWNYC will review your Registration and 
respond as quickly as possible (in 8 hours 
during business days)

• You will receive an email acknowledging 
receipt of your registration.

Procurement@uwnyc.org

Email us if your registration is urgent!

mailto:Procurement@uwnyc.org
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If your Registration is Approved, you 
will receive an email with your 

 User Name

 A link to set-up your Password

Registration:  
Approval / Rejection

If your Registration is Rejected, 
you will receive an email with a 
contact email for any questions 
you may have.
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Submitting the 
Application of 
Interest:  

Finding and
Completing the Application 

USING FLUXX for PROPOSERS
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Everything you need is in one place:

Applying for Funding

 Listing the Open and Active RFPs

Requests

 Drafts

 Requests to Edit – proposal is open to edit

 Submitted Requests – under review 

Grants

 Active Contracts

 Inactive Contracts

Reports

 Invoices / Report Due

 Invoices / Reports to Edit

 Invoices / Reports Submitted
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Grantee Portal

“How to Use the Portal” page.

Apply for Funding

This will take you to the current, 
open RFPs / RFQs / Applications

Selecting the Application 
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1. Click on “Apply for Funding”

2. To go to a specific RFP / Application, 
look at the bottom of the page

1. The open RFPs/Applications          
will be in Green

2. They will show the Open /      
Close Dates

3. Click on the RFP / Application you 
want to submit.

Selecting the RFP/Application you are Seeking

1

2 & 3
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When you click on the Program / Service you 
are applying to, you will be sent to the 
Application page.

The Application Page:  An Overview

At the top of the page, you will be able to find the 
“Request Status” section that will update as you 
move through the procurement process.

The “Chat with UWNYC” section is where 
UWNYC will message you with follow-up 
questions or requests (we’ll show you how this 
works in a later slide).

The “Table of Contents” is just that and will allow 
you to jump between sections of the proposal.
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Need to Know: Finding Your Draft
3. As long as you are in Draft status (and 

have not yet Submitted), you can find the 
Edit button in the top right-hand corner.

      You can always print a copy of your work

Once you have started, ALWAYS return to the 
draft of what you started!
1. Under “Requests,” click on “Drafts”
2. Select the draft you will be working on (it 

will then highlight in green)

1

2
3
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Need to Know: Saving / Editing

You must click on “Save” to save 
your work and return back to it.

The system does NOT Autosave

As long as you are in Draft status 
(and have not yet Submitted), you 
can find the Edit button in the top 
right-hand corner.
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The Application Page: Introduction, Organization and Project 
Info

. Organizational Information 
• This will be pre-filled with your Organization Name

Location
• This will be based on the Organization’s file.  There 
      may be drop-down options if your Organization has   
      multiple offices

Primary Contact  
• The person UWNYC should contact re: questions 
       about your Proposal

Primary Signatory  
• The person who will sign any contract(s) your 
      organization is awarded

The Instructions will be specific to each Program / Service 
Proposal.  It may include links to attachments, templates, 
overview docs and/or tip sheets. 
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The Application: Table of Contents and Application Overview

You can use the hyperlinks in the Table 
of Contents to jump to the areas for the 
Proposal you are working on.

The RFP Overview provides you with 
links to the Full RFP and Budget 
Template to be used in planning your 
budget.
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Responding to the 
Application Questions

You must click on “Save” to 
save your work and return 
back to it.
The system does NOT 
Autosave.

The text field boxes do allow for some 
formatting, including use of bullets, 
numbering, etc.

Please note the maximum word count!
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Collateral Documents & 
Submitting the 
Application:  

USING FLUXX for PROPOSERS

• The Documents you will Need

• How to Upload

• Submitting the Application
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Uploading Collateral Documents:  The Documents
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How to Upload Documents

 Click on the Green +
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How to Upload Documents
1. Drag and Drop your File or 
2. Click on “Add Files”
3. Select the file you want to upload and click “Open”
4. Click “Start upload”
5. Look for the “Upload Complete!” in the bottom left-hand 

corner

5

4

3

2

1
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Submitting the Application

 You must first “Save and Close” to make the 

“Submit” button appear

 “Submit” only when everything is complete

 Once you submit, you will not be able to edit

 Notice that your “Status” will change as you 

move through the system
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Submitting the Application: Next Steps

After you Submit the Application

 The “Status” will change to 
“Under Review”

 You may print a copy for your 
files

 In the far-left column, it will 
indicate the number of 
“Submitted Requests”

 Click on “Submitted Requests” 
to open up your submissions
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Confirming Receipt of the Application

Confirming Receipt of Submission

 You will receive an email that includes 
your 

 Program Name
 ID #

 The email will acknowledge that the 
submission has been reviewed and is 
moving to the next stage: Evaluation

 If there is missing documentation or 
questions about your submission, you 
will receive a different email: “Action 
Required”
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Follow-Up Action 
Required:

Chat

Responding 

USING FLUXX for PROPOSERS



29

Email Request for Follow-up: Action 
Required

 You will receive an email 
acknowledging that the submission 
has been reviewed and needs 
additional information.

 It will point you back to FLUXX, to 
check the Chat / Message Section 
for the proposal you submitted.

Email Request for Follow-Up:  Action Required
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Managing Requests for Follow-Up

1. The “Status” will change to “Edits 
Required”

2. Click on the “Requests to Edit” in 
the far-left column

3. The proposals that need to be 
edited will be highlighted 

4. Read the Messages under “Chat 
with UWNYC” to see details of the 
edits requested

5. Click on “Edit” and provide the 
additional information, then

6. Click “Re-Submit”

1

6

4

3

2

5
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After Re-Submitting the Application
1. The “Status” will change back to 

“Under Review”

2. You may print a copy for your files

3. In the far-left column, it will 
indicate the number of 
“Submitted Requests”

4. Click on “Submitted Requests” 
to open up your submissions

5. The highlighted Proposal will be 
the one you are viewing

6. While “Under Review” the 
“Submit” button is not available 

1

6

4

5

3 / 4

2
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The Evaluation Phase
During the Evaluation Phase, the proposal is unavailable for edit.

The timeline for this phase varies, dependent upon the number of proposals received.

• All applications accepted by UWNYC will be reviewed to determine whether they are responsive or 
nonresponsive to the requirements of the application. 

• Applications that are determined by UWNY to be incomplete and/or nonresponsive will be rejected 
and not further considered. 

• An Evaluation Committee will review and rate each responsive application. 
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