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Submit Initial Requirements FOUNDATION

Initial requirements are prerequisites to release of funds. Once they have been submitted to and approved by
the Foundation, an unscheduled payment will be released from “Contingent” status. You, the grantee, are then
able to complete and submit a payment request that meets the criteria discussed in the Grant Management

Workshop.
1) Goto Login Now:
https://goldenleaf.fluxx.io.
Enter your username and Username
password. Click Sign In.
Password
Sign in

2) In the menu on the left, scroll

) . « = s goldenleaf fluxx.io/dashboard/ind
to and click Requirements © goldenleat.fluacio/dashboard/index

Due. N , S N
Saltl yhitial requirements due for R-202303-07360
Terri's Mega Foundation Terri's
Grant ID: R-202303-07360
Due: May 20, 2024 | Type: Requirement - Project
Budget for Approval N
Report ID: 12426 FEm
Status: New / Panding Submission Report
REQUESTS (11) Stat
Terri's Mega Foundation g
Pending Requests {4) Grant ID: R-202303-07260
Due: May 20, 2024 | Type: Requirement - Signed
Requests to Edit (1) Grantee Acknowledgment and Agreement
Submitted Requests (2 Report 1D: 12427
< @ Status: New / Panding Submission ¥ Ta
Declined Requests (4)
Requi
- Docun|
EEIS(E) Terri's Mega Foundation
) Grant ID: R-202303-07360
Active (B) Dus: May 20, 2024 | Type: Requirsment - Grant Due DI
3Tl Management Werkshop Attendance Verification
& Repert 1D: 12424
Status: New / Pending Submission
REQUIREMENTS (14)
¥ Re
Requirements Due (14)
Terri's Mega Foundation
Requirements to Edit Grant ID: R-202303-07360
_ Dus: May 20, 2024 | Type: Requirement -
SUEE HE e Outcomes and Activities
Report ID: 12425 ¥ Do
REPORTS (19) Status: New / Pending Submission
Requir
Reports Due (11)
Reports to Edit (1) Terri's Mega Foundation
) Grant ID: R-202303-07260
Submitted Reports (7) Dus: May 20, 2024 | Type: Requirement -
Evidenes of Sufficient Funds to Complsts the
Project
AL ETR, Report ID: 12423
Status: New / Panding Submission
Unscheduled Payments (2)
Submitted Payment Requests (1)
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3) From the list, select the )
desired requirement—in this e
example, Project Budget £ fetianmmt s
fDI‘AppI’OVE/. Status: New / Pending Submission

Terni's Mega Foundation
Grant 1D A-202303-07360
Dus: May 20, 2024 | Typa: Requirement - Signad

4) Confirm the requirement is G ko S
‘Status: New / Panding Submission ¥ Table Of Contents
for the correct grant and due
date. (This is an important Lot ot

Dus: May 20, 2024 Typs: Requrement - Grant Due Date: —

step if your organization is e o A e,
managing more than one V
grant.) Lo

Dus: May 20, 2024 | Type: Requirement -

Ouibomes and Activities 5
Repart ID 12425 ¥ Documents

Status: New / Panding Submission \

5) Click the + to upload the ‘

required document(s). See e Requiromant Atachments
next section for details.

Tenri's Mega Foundation

Requirements Notes
Dacuments

¥ Requiremenls Noles

Evidsnos of Sufficiant Funds to Compiste the

Projct
Raport ID- 12423
Status: New / Panding Submission

6) Click Submit. Lo, :

Euw D‘schsmhwr?“ZOZEITw-.qum‘-wnanrr \ V
N - | ————————_—_————_———_———_—_—_——.,_;ii
7) Click Add files. Uploac fles .

Select or drag files then start upload

a) Locate and select file(s)
you desire to upload.

Drag files here.

Addfiles || Start upload

re m— PP —TF}
@ Open
4 1 > USBDrive (E) > Desktop > Testdocuments v © | Search Test documents
b) CI|Ck open Organize = New folder
& videos ~ Name Date modified Type
E50s5(C) Payments. 11/17/2023 2:58 PM File folder
or . USB20FD (O3 @ 1 Test doc Microsoft Word D.
«- USB Drive (E) £) 1 Test pdf 7/26/2022 9:32 AM Adobe Acrobat D..
~x Data ) 8] 1 test pic 7/25/2022 10:25 AN IPG File
. . ~ 2022 Database ( @Y 1 test workbook 7a 5/16/2022 10:59 AM Microsoft Excel W.
C) Drag fl|e(S) |nt0 the s Company (S) @ 2 Test doc 8/31/2022 10:34 AM Microsoft Word D X
£) 6907_Terris Mega Fdn_Grantee_Acknowle... 6,

312:07 PM Adobe Acrobat D. Jc

i Transfer (T:)
upload W|nd0W. e TrenstEr £ 8204 Terris Mega Fdn_sample pmt req_a.. ¢

/2023 4:16 PM

ax toryant (\gf-fse o [ —
@ 8892 Single Stage grant Grantee Ackno..  2/12/2024 1023 AM Microsoft Word D r
¢ Software () ' ) N
Y] 8892_Terris New Mega_Fdn_extension_re.. 10/20/2023 1:45 PM Microsoft Excel W.. v
o USBDrve®) ¥ < > X BB
File name: 1 test workbook | [anFites o] e

Th - Cancel + Copy

_ Addfiles || Start upload
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d) Wait until upload window
indicates Upload
Complete!

e) Click X to close the
upload window.

8) Confirm uploaded
document(s) then click
Submit.

9) Click OK.

10) Confirm submission:
a. Status has changed to
Report Submitted.

b. The record is now
visible in the
Submitted
Requirements
section of the menu.

c. There is no longer an
Edit button.

Upload files

Select or drag files then start upload
Filename

1 test workbook. xlsx

Uploaded 0/1 files

X
70 =7
Saze Status
8KB .
e o

Terria undation
Grant D: R-202303-07360

Dus: May 20, 2024 Typs: Rsguirsmant - Projsat
Budget for Approval

errvs Mega Foundation
rant 10 A-202303-07360

lay 20, 2024 | Type: Raquissment - Signad
Acknonbedgmant and Agreement

Terria Mega Foundation
Grant 10 A-202303.07360

Dus: May 2, 2024 | Type: Raquirement - Grant
Management Workehop Allendance Verifcation
Fegon 10 12424
Stanus: New / Panding Submissicn

Terrfs Maga Foundation
Grant ID- A-202303.07380
iy 20, 2

Cutooms
Regort ID. 12425
tatus: New / Panding Submission

Torrfa Maga Foundation
Geant ID. R-202303-07360

Dus: May 20, 2024 | Typs: Reqursmant -
Evdanos of Suftesant Funds to Gompists the
Pr

Fleport 10 12423

Status: New / Panding Submiesion

i aundation
Grant 10 G-202411-08784
Dua: Decsmber 31, 20231 Typs: Requiroman -

Terri's Mega Foundation

¥ Table Of Contents

¥ Requirements Noles

¥ Documents

Uploaded document

Requiramant Attachments

Submit

You are about to Submit this Requirements form. Please confirm that you would like to

Cancel

procesd.

“Z/LEAF

e
P

FLUXX

Torv Maga Foundanion
Gram 0P X200 0738

D May 20, 2024 | Ty Ragaramand - Prepocs
Repart 10 13425

Samhun: Baport Susemitod

¥ Requirernents Noles
¥ Documants

Requiramant Attachmsats.
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Golden LEAF Staff Follow-Up

If your program officer requires additional information or documents, the person listed as “Primary Contact” for
the grant will receive an email notification explaining what is needed and requesting login to the grant portal to

respond.
1) In the menu on the left, scroll -
to and click Requirements search..
to Edit, then select the
requirement that has been @ LEAF Terri's Mega Foundation
returned to you. Grant ID: G-202303-07380

Due: May 20, 2024 | Type: Reguirement -
Evidence of Sufficient Funds to Complsts the
Project

I Status: Returned to Granteel

Note: The status has
changed to Returned to
Grantee. Active (4)

Closed

REQUIREMENTS (10}

Requirements Due (8)
Requirsments to Edit (1)
Submitted Requirements (1)

2) Instructions from the
Foundation will be highlighted =
in yellow at the top of
requirement. (These are the
same iNstructions that were in | o
the notification email.)

Terri's Mega Foundation

Note from the Foundation:

CI ICk Ed It' Please up\oad the fUHy executed copy of pEﬂOT‘manCe agr’eement from XYZ Agency that was submitted as evidence of Vundlng.

Note To Foundation :

3) Type your narrative response

in the Note to Foundation
f|e|d . Please upload the fully executed copy of performance agreement from XYZ Agency that was submitted as evidence of funding.

Note To Foundation

T B i U 5 § § 1= F 9 ¢
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4) Click + to upload additional
or revised documents.

¥ Documents

Requirement Attachments
Click Save and Close. S Testpulpat D@
Requirement - Evidence of Sufficient Funds to Complete the Project

Addsad by Tarri Adou-Dy at 12:28 PM on April 12, 2024

Cancel | Save and Close ‘

5) Click Send Supporting Info, o
then click OK.

Requirement Attachments @

> 1 Test pdf.pdf

Requirement - Evidence of Sufficiant Funds to Gomplata the Project
‘Added by Terri Adou-Dy at 12:28 PM on April 12, 2024

I Send Supporting Info I

Send Supporting Info

‘You are about to Send Supporting Info this Requirements form. Please confirm that you would like to

proceed.

6) Confirm that status has
changed to Report
Submitted.

Terri's Mega Foundation

Grant ID: R-202303-07360
Report Type: Requirement - Project Budget for Approval

Due: May 20, 2024
Report ID: 12426

Status Report Submitted

Grant Portal Basics — Submit Initial Requirements
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Checking Requirement Status

You can find requirements that have not been submitted in the Requirements Due section of the grant portal
menu. If requirements have been returned to you for additional information, you can find them in
Requirements to Edit. And finally, once submitted to the Foundation, you can check the status in Submitted
Requirements.

Search

Terri's Mega Foundation Terri's Mega Foundation
Grant ID: G-202303-07360

Dus: May 20, 2024 | Type: Requirement - Project
B

Grant ID: G-202303-07360 Due: May 20, 2024
Report Type: Requirement - Project Budget for Approval Report ID- 12426

Active (4)
Closad

[ Status

REQUIREMENTS (10)

Requirements Due (8) ¥ Table Of Contents

FELE P () Requirements Notes
Submitted Requirements (1) Documents

Approved requirements remain in the Submitted Requirements folder, in view-only status—uploaded
documents can no longer be modified or removed by you. Previously uploaded documents can only be
previewed.

Still have grant portal questions? Send your question(s) to grantportalhelp@goldenleaf.org or drop by virtual
office hours (schedule posted here).
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