
                                                                         

 

       How to Submit a Grant Application 

         First you must register before following the steps below. 
See “How to Register and Create an Account in the Grant Portal” instructions found on our website 

 
1. Go to the Grants Portal located at https://irrrb.fluxx.io/user_sessions/new 

2. Enter your user name and password under “Login Now:” and click “Sign In” 

3. To apply for a grant, click on “Program Application Guidelines” on the sidebar  

 

  
 

 
You will see a list of programs and as you scroll down, each program will list the program criteria, 
application process, and information regarding the application period. 
 
 
 
 
 

https://irrrb.fluxx.io/user_sessions/new


3. To start the application, the you may select the program which is most relevant to your project, and click 
on the “Apply Now” button 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. A pop-up will appear, prompting you to fill out a Pre-Application (you can click “Program Application 
Guidelines” to see the guidelines as you fill out the pre-application). 
 

 
 
 
5. Once you complete the Pre-Application, the you will then click “Save” and the screen will show the 
completed Pre-Application.  
 
***Please not that you will not be able to upload attachments or provide additional information until the Pre-

Application is reviewed by the Grant Program Administrator and a Full Application is provided to you***. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. You will also need to click “Submit”.  

 
 
7. The Status will change to “Under Review” and the Grant Program Administrator will receive a notification 
of a new Pre-Application. The Administrator can either approve or decline the pre-application, depending on 
project eligibility. 
 
8. The applicant will then receive an e-mail notification with an invitation to complete a “Full Application” if 
the project is eligible under the program, OR an e-mail notification of decline with an explanation.  
 
9. The Applicant will log back into the Grants Portal and click on “Draft” under Application, where they are 
provided the option to complete a Full Application.  
 
 

 



 
10. Any pre-applications that were approved to complete a full application will be listed. Click on the project 
to complete a full application (or the applicant can also withdraw the application) 
 
 
11. The grantee must click on “Edit” to fill in and complete the application 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
12. Complete the budget and expense section (program applications will vary so below example may not be 
the same for all applications) 
 

 



13. Complete the Project Timetable and answer all the remaining questions  

 
 

 

 

 

 

 

 

 



14. Upload the required documents as indicated below. When you click on the + sign, a pop-up will prompt 
you to upload or drag the files. Once you locate or drag the file, click “Start Upload”. Once it is complete it 
will say “Upload Complete”. Click the “X” to exit out of the pop up.     

 
 
15. Once you upload all of the documents, you can check the sign off box and enter your Full Name and 
Title, and then click “Save”. You can review and/or edit the application. If you are ready to submit, click the 
“Submit” button at the bottom of the application. If any required docs or fields are missing, you will receive 
an error message. 
 
 



16. The Application status will change to “Under Review” and you will receive an e-mail notification that 
your application has been submitted.  
 
17. The application will go through a review and evaluation process and if a final approval is authorized by 
the Commissioner, the status will change to “Application Approved”  
 
18. The applicant will then receive an e-mail notification shortly thereafter to log into the IRRRB grant portal 
to print and the grant agreement for signatures 
 
19. The grant agreement will be found on the left hand side under in the “Signatures Tab” in the Applications 
section   

 
 
 
20. The grantee will download and print the grant agreement for proper signature; Exhibit(s) are also present 
for review. 
 
 
 
 
 
 
 
 
 



21. The grantee will then upload the signed grant agreement by clicking the + sign to the right of “Signed 
Grant Agreement”, where it will prompt you to upload the file. 
 

 
22. The grantee will then click “Submit” at the bottom right corner of the screen 
 
23. The grant administrator will review the signed grant agreement and “Promote to Grant”  
 
24. The application will then move to the “Active” tab under the Grants section  

 


