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How to Apply for a Grant

GETTING STARTED

e The is optimized for use with Chrome or Safari browsers and using
another browser may cause technical issues. We recommend contacting your IT department to install one
of the recommended browsers if it is not currently available to you.

e Please be aware that there is a 30-minute inactivity time-out when using the site. Save often!

USER ACCOUNTS

e New users should visit the to create an account.

e Click the “Create an account now” button to register. Within five days, you will receive a username and
password to login to the Grantee Portal.

e If you are a reviewer or have applied to the Hogg Foundation in the past, you do not need to create a
new user account. Please log in with the credentials you were provided during initial registration.

e If you cannot remember your password or receive an “Invalid Login” message, please click the
on the left side of the login screen to receive your new password. Note: passwords must
contain uppercase, lowercase, and numerals, as well as be a minimum of 8 characters.

Hogg Foundation for Mental Health

ADVANCING RECOVERY AND WELLNESS IN TEXAS

Welcome to the Hogg Foundation Grant Portal

Login Now: Technical Note: This portal is optimized for use
with Chrome or Safari browsers.

Username _
If you are using another browser, you may

experience technical issues. If so, we recommend
Password you contact your IT department to install one of the
recommended browsers
Sign in Also, please be aware that there is a 30 minute
If you do not remember or time-out when using the site.

Reset or create password do not know your If you are a new user, please register by clicking on
. the "Create an Account Now" button.
password, you may reset it.

If you are a reviewer or have applied to Hogg
Foundation in the past, you do not need to create a
new user account. Please log in with the credentials
you were provided during initial registration. If you
cannot remember your password, please click the
"Reset or create password” link to the left to receive
your new password. Note: passwords must contain
uppercase, lowercase, and numerals, as well as be
a minimum of 8 characters

Learning the Fluxx System as a Grantee

user?
Click the Create an account now button to register.
If you do not have an account, You will receive a username and password to login
b to the Grantee Paortal within five days.
you may create one by clicking

here and completing the form. CifEEls el agnlil ey
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https://hogg.fluxx.io/
https://hogg.fluxx.io/
https://hogg.fluxx.io/forgot_password
https://hogg.fluxx.io/forgot_password

Initial Setup

The first time a user attempts to log into Fluxx Grantmaker, there will be a requirement to set up Multi-
Factor Authentication (MFA).

1. Enter the username and password
2. Click “Next”.

_.}\\HI//G_ Hogg Foundation
g‘/ﬁ’lﬂ\\t Jor Mental Health

ADVANCING RECOVERY AND WELLNESS IN TEXAS

Welcome to the Hogg Foundation Grant Portal

Technical Note: This portal is optimized for use

Login Now: with Chrome or Safari browsers.
user name If you are using another browser, you may
1 experience technical issues. If so, we recommend

you contact your IT department to install one of the
recommended browsers.

If you are a new user, please register by clicking on
the "Create an Account Now" button.

If you have applied to--or reviewed applications for--
the Hogg Foundation in the past, you do not need to
create a new user account. Please log in with the
credentials you were provided during your initial
registration. If you cannot remember your password,
please click the "Reset or create password" link to
the left to receive your new password. Note:
passwords must contain uppercase, lowercase, and
numerals, as well as be a minimum of 12 characters.

Reset or create password

Learning the Fluxx System as a Grantee
user?

Click the Create an account now button to register.
You will receive a username and password to login to
the Grantee Portal within five business days.

Create an account now

& FLUXX

Privacy Policy ~ Accessibility

The user will be taken to the “Configure Multi-Factor Authentication” page, where they choose to
receive their MFA Token (a 6-digit code) via Short Message Service (SMS) or a Smartphone Application
(Google Authenticator). The method chosen will be the user's default method from then on.

If possible, the Hogg Foundation would prefer users choose the Smartphone Application.



Set Up to Use Smartphone Application

1.

2.

5.

Select "Smartphone App"

Download and install the
Google Authenticator app
on your iOS or Android
device

After installing Google
Authenticator on your
mobile device, click “Scan
QR Code”

Scan the MFA Code using
the Google Authenticator

app

Click "Next"

N

7
Hogg Foundation
for Mental Health

Configure Multi-Factor Authentication

Hogg Foundation requires that you use Multi-Factor
Authentication to access your account.

Select MFA Method

SMS 1. | Smartphone App

Smartphone App MFA requires that you download an
authenticator application to your smartphone.

iOS / Android 7

Complete on your

mobile device
Once you have installed the application, click below to
generate a QR Code to scan.

3 Scan QR Code

X
ENN
Hoge Foundation
for Mental 1 lealth

Scan MFA Code

BaCk 5l

Lost your phone or need help? Contact your administrator.



Set Up Using SMS

iy

N
Hogg Foundation
Jfor Mental Health

Configure Multi-Factor Authentication

Hogg Foundation requires that you use Multi-Factor
1 Select "SMS" Authentication to access your account.

Select MFA Method
2. Enter a Mobile Phone

number 1. SMS Smartphone App
3. Click "Send SMS"

Mobile Phone Number

2. +1  555-555-5555

8 |




How to Use

After setting up the SMS or Smartphone Application (Google Authenticator), the user will be taken to

the MFA Token entry page after logging in.

Smartphone Application

The user will open the
Google Authenticator app
to receive the MFA Token
(a 6-digit code). You will
have 30 seconds to enter
this code before it expires;
if you miss the 30-second
window, the token will
renew every 30 seconds
and be replaced with a
new MFA Token until you
successfully enter it.

1. Enter the token
value in the MFA
Screen

2. Click "Login"

= Search for accounts

Hogg+Foundation (Hogg Foundation:

021110 o

I_
3\\!/4
N
Hogg Foundation
for Mental Health
Enter MFA Token

Token can be found in your mobile application

021110

Lost your phone or need help? Contact your administrator.




SMS

After entering your phone number,
the user will receive a text message
containing their MFA Token.

1. Enter the token value in the
MFA Screen

2. Click "Login"

¢ 2

+1(239) 360-3730

Text Message
Today 2:

Hogg Foundation: 780524 is
your MFA token

(O A )
+ OD2000

N

(S
Hogg Foundation
Jor Mental Health

vl

Enter MFA Token

Token sent via SMS to *******7463

Resend SMS

1. 780524

2. I

Lost your phone or need help? Contact your administrator.



How to Apply for a Grant

USING THE FLUXX PORTAL

Login to the Fluxx portal — the grantee home screen will open. The home screen contains an overview of
each section in the left-hand navigation.

N2
ETN
Hogg Foundation

All

Grantee Portal

Start Application

APP 0
Pending Applications
Applications to Edit

Submitted Applications

Reports Due
Reports to Edit

Submitted Reports

Welcome to the Hogg Foundation for Mental Health Grantee Portal!

From this webpage, you can . . .

*  Submit a proposal for funding

Check your organization's information for accuracy
Track the status of your pending application
Upload your signed grant agreement

Review your current grants and report due dates
Submit reports

Monitor grant payments

Please note: There is a 30 minute time-out for inactivity on this portal.

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 accessing the following:

APPLICATIONS
« Pending Applications
Once you have saved an application, you may retumn here to continue editing it.

= Applications to Edit
If you receive a request to edit a proposal, the application is available via this link,
If the staff have any questions about your proposal or would like a revision, you will receive an email alert to login. You can find the proposal here, available for
editing. Once you have re-submitted your proposal, the proposal appears in the Submitted Applications link.
» Submitted Applications
Once you have submitted an application, you can find a read-only version here.

ORGANIZATION
* My Organization

This is where you may view organization data, including contact information. If any changes in this information need to be made, please contact us through hogg-
grants@austin.utexas.edu. Please be sure to include your organization name and grant reference number (if you are already a grantee). Keeping this information
accurate ensures a streamlined grant award and payment process.

GRANTS
* Active

After staff have received the counter-signed statement of agreement, you may find a read-only copy of your grant and associated documentation via this link.

* Closed
When a grant is closed (all payments/refunds completed and final reports approved), you may find a read-only copy here.
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How to Apply for a Grant

BEGINNING AN APPLICATION

e Select “Start Application” from the left-hand menu — a new screen will open.

Nig.

my

Hogg Foundation

ntee Portz

Start Application

ICAT
Pending Applications
Applications to Edit
Submitted Applications

Organizations

Reports Due
Reports to Edit
Submitted Reports

Contingent
Scheduled

Paid

Welcome to the Hogg Foundation for Mental Health Grantee Portal!

From this webpage, you can . ..

Submit a proposal for funding

Check your organization's information for acouracy
Track the status of your pending application
Upload your signed grant agreement

Review your current grants and report due dates
Submit reports

Monitor grant payments

Please note: There is a 30 minute time-out for inactivity on this portal.

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 accessing the following:

APPLICATIONS
* Pending Applications
Once you have saved an application, you may return here to continue editing it.

* Applications to Edit
If you receive a request to edit a proposal, the application is available via this link.
If the staff have any questions about your proposal or would like a revision, you will receive an email alert to login. You can find the proposal here, available for
editing. Once you have re-submitted your proposal, the proposal appears in the Submitted Applications link.

e Submitted Applications

Once you have submitted an application, you can find a read-only version here.

ORGANIZATION
* My Organization

This is where you may view organization data, including contact information. If any changes in this information need to be made, please contact us through hogg-
grants@austin.utexas.edu. Please be sure to include your organization name and grant reference number (if you are already a grantee). Keeping this information
accurate ensures a streamlined grant award and payment process.

QGRANTS
* Active

After staff have received the counter-signed statement of agreement, you may find a read-only copy of your grant and associated documentation via this link.
* Closed

When a grant is closed (all payments/refunds completed and final reports approved), you may find a read-only copy here.
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How to Apply for a Grant

e Select the appropriate application link to the grant for which you are applying listed under one of the
three headings: Request for Proposals, Request for Applications, or Scholarships and Fellowships.

A
N
=
”'JI\\Q In order to achieve greater results with our limited funds, the Hogg Foundation has established a competitive process for awarding grants. Qur website lists current

opportunities for grant funding. For information such as eligibility, due dates, and the application process, please check out our Open RFPs page.

&

Hogg Foundation

The Hogg Foundation for Mental Health also offers graduate-level scholarships and fellowships to promote and support research and study in the field of mental health
For more information, please to visit the Graduate Students Fellowships and Scholarships page.

Requests for Proposals

RFP: Evaluator ]
Be sure to select the

Requests for Applications appropriate application link.

Pending Applications
Applications to Edit

Submitted Applications

[ RFA: Evaluators for Mental Health Grant Programs J

Scholarships and Fellowships

\ Frances Fowler Wallace Memorial Award I

Active

Closed

Contingent

Scheduled
Paid
Refunded
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How to Apply for a Grant

FILLING OUT AN APPLICATION

e Remember to SAVE your application regularly!
Note: After saving, you may log out and return to your application draft at any time.

¢  Where appropriate, use the drop-down menus to input responses to each question.

®  Make sure the correct organization auto-populates on the application.
e Make sure the “Location” is your organization’s headquarters.
e Identify the application/grant contacts by selecting them from the drop-down menus.

o If a contact is not listed in the drop-down menu and will need access to the application or grant in
Fluxx, please have that person create an account via the link on the Fluxx login page (see USER
ACCOUNTS above).

o Some organizations will have individuals connected to their application who will not need access
to the application or grant via Fluxx, but who will have a relationship, such as an official signatory
or board member. If an individual such as this is not listed in the drop-down menu, you may select
“Add New” next to the appropriate field to add the contact’s information. For example, if John
Doe is to be the Primary Point of Contact (PPOC) and John Doe is not listed in the drop-down menu
and will not need access to Fluxx, click the “Add New” link and complete the pop-up with John
Doe’s information.

Save frequently during application process

Applicant: Please be sure to visit the FAQ for this RFP. You may reach the FAQ by clicking on the appropriate RFP
link on our Open RFPs page (http:iihogg.utexas edulfor-grantees-grantseekersiopen-rips) and scrolling to the bottom of the
page.

RFP Template: Application Title

Check for accuracy

¥ Organization Detalls

Organization Test Crganization Add Mesw

Looaton Test Organization - headguarers v

. —_ “ Use only if contact is not listed in the drop-down
Gontact (PPOC) and does not need access to the application/grant.
Authonzed »  Add Mew

Organizational

Representative (AOF)

Financial Officer (FO) v Add New

Grant Lisisen (GL) w Add New

Board Chair (BC) or

Second Signatory

All the above contacts will be notified inthe case of an awand or denial

Primary Point of Contact (PPOC) (Program Director/Lead, Pre-Award Specialist, Principal Investigatorj: The person who can negotiate agreement and/or is responsible

far supanising the proposed projsct

Authorized Organizational Representative (A0R) (Signature Authority, Board Ghair, Office of Sponsored Frojects, GEQ): The person who can legally sign contracts Tor

the organizaton
Financial Officer (FO), [Post-Award Accountant). The person responsibée for the proposed budget and fiscal reports for the proposed project.

Grant Ligison (GL): The person responsible for the on-line submission of narmative and fiscal reports for the proposed project.

Cancel A Save
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How to Apply for a Grant

e Scroll down to complete the Proposal Summary section. Be sure to use the drop-down menus when

appropriate to answer questions.

Page 12

¥ Proposal Summary

This document will serve as your proposal cover letter. Please enter information in the

fields below.

Project Title

Project Summary

Please provide a brief summary of the proposal narrative (i.e. a summary of the
answers provided to the proposal narrative questions below). (1500 character limit)

m B i Uu

Total funding
requested:

Have you or your
organization applied
for or received an
award from the Hogg
Foundation for Mental
Health before?

Are you a domestic
public charity or non-
profit?

Is your agency based
in the state of TEXAS
or doing business as
a Texas-based affiliate
of U.S. company?

Please note that the
Project Summary should
be a summary of the
answers provided in the
“Proposal Narrative” to
be filled out next.



e Continue scrolling down to complete the Grant Proposal Details section.

¥ Grant Proposal Details

¥ Proposal MNarrative

Applicant Background and Relevant Work

Applicants should describe their mission and vision and how it aligns with the goals
of the grant, including: 1) applicant’s internal support for the proposal, including
leadership; 2) history of relevant programs and accomplishment; 3) relevant
community involvement; 4) applicant's geographic location; 5) history of population
served or impacted.

T B i

=

5 § &5 = F 5 ¢

Proposed Demographics and Needs

Applicants should describe the intended beneficiaries and their needs, including: 1)
proposed population or audience who will benefit from this grant, including race
and ethnicity; 2) socio-economic status; 3) geographic area (e.qg., city, zip codes,
neighborhoods, rural/urban, etc.); 4) needs, challenges, and opportunities to be
addressed in this proposal; 5) data sources for relevant facts and information that
support the proposal.

T: B i

=

5 8§ 8 = F 5 ¢

Proposed Goals
Applicants should describe the main purpose of their proposal, including: 1) goals
of the proposal; 2) strategies or methods that will be used to achieve the goals.

How to Apply for a Grant

While the text areas
support Rich Text
formatting, if
copying/pasting from
another program (such
as Word) please be
sure to double check
the formatting to
make sure it pasted
correctly.

List all key staff: Press the green “+” to the right of the “Key Project Staff” heading to add new project staff

members.

¥ Proposed Staff

List all key project staff, including employees, potential contractors, and potential
consultants who will be involved in this grant project by clicking the green “plus” button on
the right-hand side of the screen. Resumes and/or job descriptions will be uploaded into

the Documents section below.
Key Project Staff

John Doe Primary Investigator
Jane Doe Project Manager
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How to Apply for a Grant

e Upload the required Application Documents and Organizational Fiscal Documents listed under “Additional
Proposal Requirements”.

e Required documents vary by funding opportunity so please be sure to review the list carefully.

e Standard budget and timeline templates are available for download directly from the application.

® Press the green “+” to the right of the Documents heading or Organizational Documents heading to add
the respective files.

¥ Application Documentation

¥ Additional Proposal Requirements

The following is a list of required documents that must be added to the Documents
section below. For further explanation of what should be included in each file,
please refer to the RFP.

Required
Required Document Instructions £auire
Format
Proposal Timeline Timeline template; fromplete and upload Excel Download the Timeline and BUdgef
Proposal Budget Budget template; gpmplete and upload Excel 'remplcn‘es to comple're and UpIOGd.
Proposed Staff resume(s)
and/or job description(s) Upload POF
Organization completes; applicant uploads
;el;erltOLApprovrll to If a university, this must be written/signed by PDF Universiﬁes: The Leﬁer Of
Lbmit Froposa your university's grant office (e.g. Office of .
Sponsored Projects) Approval to Submit Proposal must
Letters of Support from come from your university grant
Partner Organizations (if  Partner completes; applicant uploads PDF i Off. f S d
applicable) orTice (eg Ice O ponsore
N . . Projects).
Additional requirements (if Upload POF | )

applicable)
DOCUMENTS .

¥ Fiscal Documents

Applicants must submit the following fiscal documents to assist the foundation in
assessing the organization’s fiscal soundness. They must be uploaded in the Fiscal
Documents Folder below. (The foundation may request additional fiscal documents
when reviewing proposals. . .

g proposals.) Click the “+” signs to upload documents.
Please be aware that applicants may not delete files in this section once uploaded: please
contact Hogg-Grants @austin.utexas_edu for assistance.

Required Document Required Format

IRS letter of determination of 501(c)(3) status or tax-exempt status ~ PDF

Most recent IRS Form 990 PDF
Current operating budget PDF
Statement of activities (income statements) from the past year PDF

Statement of financial position (balance sheets) from the past year  PDF

FISCAL DOCUMENTS
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How to Apply for a Grant

Note: Each document must be properly identified from the drop-down menu as the required document type while

uploading — i.e., the budget must be uploaded as “Proposed Budget;” the timeline must be uploaded as

“Proposed Timeline;"” etc.

You will not be able to submit your application if the required documents are not properly identified.

| Upload files

Select or drag files then start upload

Filename

Size Status

Letter of Approval to Submit

| Award Letter - Multi-Ye: ¥ |

11 KB 0% @

Proposal--Sample
Organization.docx

Budget Template
Closing Letter

Fiscal Template

) Add files || € Startupload

IAA - Signed SOA
Internal Only
Other

Release of Funds
SOA - Multi-Year
SOA - One-Year

Required Application/Fiscal Document
Proposed Timeline
Proposed Budget
Proposed Staff Resume and/or job description
Letter of Approval to Submit Proposal
Letter of Support from Partner Organizations

IRS letter of determination of 501(c)(3) status or
tax-exempt status

Most recent IRS Form 990
Current operating budget

Statement of activities (income statements) from
the past year

Statement of financial position (balance sheets)
from the past year

Evaluation Document

IAA - Approved Project Budget

IAA - Letter of Support from Partner Organization
IAA - Proposed Budget

IAA - Proposed Staff Resume

IAA - Proposed Timeline —

Award Letter - Multi-Year
Award Letter - One Year

Be sure to select the
correct document
type for each
document uploaded

11 KB 0%

Drop-Down Menu Selection
Proposed Timeline
Proposed Budget
Proposed Staff Resume
Letter of Approval to Submit Proposal
Letter of Support from Partner Organizations

IRS letter of determination of 501(c)(3) status or
tax-exempt status

Most recent IRS Form 990
Current operating budget

Statement of activities (income statements) from
the past year

Statement of financial position (balance sheets)
from the past year

Please be aware that you will not be able to delete uploaded files; contact_

if you require assistance deleting a file.
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How to Apply for a Grant

PENDING AND SUBMITTING AN APPLICATION

To access saved application drafts select “Pending Applications” from the left-hand menu of the grantee
home screen. Select the draft to enable editing — the draft application will load.

Press “Edit” at the top right-hand corner of the application screen to enable editing; you may “Save” your
edits and return to finish the application later using the same process.

When finished, press “Submit” at the bottom right-hand corner of the application screen once the
application is complete. Leave the pop-up “Note” empty.

Please note: once your application is submitted, you cannot retrieve it to make changes or edits. If you
have concerns after submitting please contact .
(_search ) - =
g Edt | =)
sundation Test Organzation Save frequently during application process ﬁ

Status: Draft

Grantsa Portal

Start Application

Suomitted Applications

Organizations

Contingent
Scheduled
Paid
Refunded

1-1of1

Applicant: Please be sure to visit the FAQ for this RFP. You may reach the FAQ by clicking on the appropriate RFP link on our
Open RFPs page (http: .utexas.edulfor-g slopen-rips) and scrolling to the bottom of the page.

RFP Template: Application Title

S

¥ Organization Details
Organization: Test Organization
Primary Point of Contact (PPOC) Test Grantee

Authorized Organizational Representative [AOR) -
Signatory:

Financial Officer (FO)
@rant Liaison (GL)

Second Signatory (SS)

Primary Point of Contact (PPOC) (Program Director/Lead, Pre-Award Specialist, Principal Investigator): The person who can liate ag and/or is
for supervising the proposed project

Authorized Organizational Representative (AOR) (Signature Authority, Board Chair, Office of Sponsored Progects, CEO): The person who can legally sign contracts for
the organization.

Financial Officer (FO), (Post-Award Accountant): The person responsible for the proposed budget and fiscal reports for the proposed project
Grant Liaison (GL): The person responsible for the on-line submission of narrative and fiscal reports for the proposed project

Second Signatory (35): The person who is authorized to co-sign the Statement of Agreement. ‘

| Submit

Page 16


mailto:hogg-grants@austin.utexas.edu

How to Apply for a Grant

STEPS AFTER SUBMISSION

e  Once submitted, select “Submitted Applications” from the left-hand menu of the grantee home screen to
see the status of an application — the application screen will load.
iy (_Search... )
£
J: l"'l“"l‘;"‘i‘:“ Test Organization
fésu)m RFP Template: Application Title
$5.00
St e
Test Organization
TEST-003
;iir;ii?%ww ¥ Organization Details
O Test Organization

o R ﬁ Primary Point of Contact (PPOC) Test Grantee
ABC-##
Status: New St (AOR]) - Test2 Grantes
Click "Submitted e
Applications to see that Financial Officar (FO) Test Granee
your application was @rant Liaison (QL) Test Grantea
successfully submitted. SRS——— Test? Grantee

e Should the foundation request you submit additional information, following a proposal submission, you will

receive an email detailing the requested changes. Return to the Fluxx portal and select “Applications to
Edit” from the left-hand menu of the grantee home screen — a new screen with applications to edit will
load. Once edits have been made, be sure to submit your application again.

¥ GEgrn
=

Tt g
il ASORCANOn
TEST-03

St R Pt

Any changes requested will w
be included both in the
<=3 ermail you receive and at
the top of the application
to be edited.

EalwTatt AppRon

RFP Template: Application Title

Change Request Reguired

Cosmymariy  Tha upicadss "Lather of dggeownl bt Subrmt™ o not froem your anivenaty's grand offics. Paans upicsd & it compisted by PO universty grant ofics

¥ Organization Detais
Agetipal o Tt O
Primiary Peirt of Carmtacs [PROC)

Toald Grartes

Bptesn

R T

Firuarial Gifear RO

Teat Gwaries

e Liakarer {BL)

Board Cuuir [BG] & Bbtoan Signalery:

» Proposal Cover Letier

w GRANT PROPOZAL DETAILS

S

There is a 30-minute time-out for inactivity on the Fluxx portal. Remember to SAVE often!
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