Our application process

Our application process is completely online and managed through our
granting portal - Fluxx. Through Fluxx, you can view your applications in
progress, grants approved and payments made, and can complete the post
grant accountability.

We recommend using Google Chrome to access Fluxx. Fluxx is optimised for
use on a PC or Mac. While it is possible to access Fluxx on a tablet or
smartphone, some of the formatting might not be as intuitive as on desktop.

If you have difficulties using Fluxx or have questions about our granting
process, please contact us. We are always happy to help.

Contact details

Phone: 03 445 9958 | Email: info@clt.net.nz | Freephone: 0800 00 11 37

190 Waenga Drive
PO Box 138
Cromwell, 9342

www.clt.net.nz
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Stage one - Organisation registration and user login

To access Fluxx, go to centrallakestrust.fluxx.io, or click on Apply now/Login at

the top right of our website.

Before you can start an application, your organisation needs to be registered
and you need a personal user login.

Most organisations in our region are already registered.
Please contact us if:

e You are unsure whether your organisation is already registered or not
e You don't have a user login.

If your organisation is not registered, click on Organisation Registration.

Complete the organisation eligibility quiz

Complete the quiz to confirm that your organisation meets one of our three
eligibility criteria:

1.The relief of poverty
2.The advancement of education
3.0ther purposes beneficial to the community.

CLT can only grant to registered charities within our region. If your
organisation is not eligible, please visit our website to learn more of the other
other organisations that may be able to help you: Other Funders
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Complete the organisation registration form

Please note: the registration form needs to be completed in one session -
you won't be able to save your progress to be completed later.

Please make sure you have all the required documents you need on hand
before starting.

Once you have submitted your form you will receive an email acknowledging
that we have received it.

Set your password

Once your registration is approved, you will receive an email with a username
and a 'Set your password' link. You will be able to access the Grantee Portal and
activate your account once your password has been reset.

Please allow up to three working days to receive your registration notification
from us.

PLEASE NOTE:
Your username and password is unique to you as an individual. If you need to
add or replace a user for your organisation, please contact us.

You can change your own contact information (e.g. phone number or email
address) in Fluxx under PEOPLE in the left-hand panel.

Set up MFA

Once you have received your username and password link and activated
your account you can login at https://centrallakestrust.fluxx.io or via the
Apply Now/ Login button on our website.

The first time you sign in you will be prompted to set up Multi-Factor
Authentication (MFA). Follow the prompts on the screen, or check out our
easy guide for step-by-step instructions.

You will be asked for authentication each time you sign into Fluxx.

Central Lakes

TRUST

Welcome to the Central Lakes Trust Grant Portal

‘Organisation information

Belore staming your regestration, please 'ciick here™ for a list of the information you will need. Registration must
b cormplited i gn sitting and cannat bis saved i you go - thirstons phdse ensuns you have 3 the
infarmation fo hand,

*If you o Aol hine all b informalion, we sugges! thal you exil now, and begin again liter

Entity Typo"

PRegistered Name®

Trading As*

Handy tip!

Your username format is
firstname_lastname



https://www.clt.net.nz/funding/applyforfunding/requireddocumentation
https://centrallakestrust.fluxx.io/

Stage two - Start your application

Our Grantee Portal - Fluxx

Once logged in you will land directly on our Grantee Portal page in Fluxx. Here
you can create and submit applications and manage your grants.

If you are not familiar with Fluxx, it is a good idea to read A Guide to the Portal
located under INFORMATION in the left-hand panel to familiarise before you
begin using the system.

Starting your application

To start your application, please read the help text and consider your
application type:

e Project Grant

e New Operational or Programme Grant

e Ongoing Operational or Programme Grant

e Capability Grant.

then select the appropriate |green button.

If unsure, please contact us.
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Pre-application form

The questions in this short pre-application form provide us with an expression
of interest regarding your project or service.

You can save the form and return later to finalise it later.

To return to an existing pre-application, go to REQUESTS > Draft Pre-
Application in the left panel.

Once you are ready to send your pre-application, select Submit. Our grants
team will then contact you to discuss the application in more depth, and
provide you with the relevant project plan. We can also provide feedback and
support to assist in preparing the full application.

PLEASE NOTE:
Saving: The porial does not autosave; themifone, you must click the [Save] bution to ensure your data will not be lost. Saving the form does not mean i has

been submitted to Contral Lakes Trust,

Submitting: Plaase onsur you click [Submit] when you are ready to send the application to Contral Lakes Trust.
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Submitting your full application

When your pre-application process is complete and has been accepted, the
grants team will invite you via email to submit your full application.

To submit your full application, log in to FLUXX and select REQUESTS > Draft
Full Application on the left panel. While completing your full application, you
can save and return later as many times as you wish.

Please call us at any time if you have any questions.

Once you are ready to send it please select Submit.

You will receive an email acknowledging receipt of your application.

Providing more information

If we have any queries regarding your pre- or full application, our grants team
will give you a call and send you an email asking you to log in and make the
requested additions and/or amendments. This request may include supplying
extra documentation, revising any information or clarifying any questions.

To revise or supply new information, select REQUESTS > Information
Requested on the left panel.

You will need to re-submit your application when completed to confirm any
changes made.
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Viewing submitted applications

To view your submitted applications, select REQUESTS > Submitted in the left
panel. Once submitted, they are only available as read-only versions.

To find out more about what happens after an application has been submitted
please read the FAQ’s on our website.

Withdrawn and declined applications

If you decide to withdraw an application, you can do so while it is in draft (i.e.
not submitted) by selecting the Withdraw button on the bottom right of your
screen. You will receive an email confirming your application withdrawal.

If the application has been declined by CLT, we will contact you to discuss our
decision before sending an email notification.

To view withdrawn and declined applications, select REQUESTS > Withdrawn or
Declined in the left-hand panel.

Welcome to your organisation's grant dashboard

This if your Flun, Lakes g gt anens

Ready to apply?
Every application begins with a short pre-appication, whers youTl answer a few gukck questions beforn s bent i our grants leam for inview: Plaase chaase an oplion below
al mast malches The tyse of el you Te ppyn fer.

Tor b mone about ach grant hype. pease vislt cur webaite.

Plasse youi . el Wit |0 e Sodme charges befose ubmiting. head 1o e RECQUESTS section in (he meny on he kel b
sainct Draft Pra-Applcation
Projoct Grant

Far ane-off propecis with a clear Smeframe and defned budget.

New Dparational or Programmu Gramt
Crasese this agso it

= i apphyieg fer & Opsrational & Prgramme Geast lar s st B o
* & P YEars Bnoe your

On-going Operational or Programme Grant
Chooss this option it

i e, 4 Bihc i W 1 v AT, B B PROGPATS o Operational Brant; and
= ¥ou s applying for funding or the next financial year,

Capability Grant

Funding 10 susport raining, and capabitey toam, a0 community. This grant is offered in b funding
S each pos

v v i g

Test Organisation
CLT-6890

\Project Tt fesf peoject

Status: Dran Fus Appication Wit is the primary purposo of the project?
Enc 0L propect

Test Gearaee

Estimated Praject Stant and End Datos:
P an SRtmate of whan ihe peoysct i Bkely 10 5131 and and. We UrSiSand that this may charge

A w0 Cannof fund ratrospectively. please oy erter e dae.

Gtan Datec 2072024

End Date: 2632024

Location of Projoct: Alaxandra

Phaacse st 1 ¥ highiigtieg ana TS B3 10 B SR D0k WAL B Airoow Dumica. TO sefience Contrid Liakes Thast s funcing map
ik hore.

Wit i 1ho appeoximate Lotal Cost of the project? $100.00

Wiat Is she apperoximate amosat 1 b requested fram 52000
Contral Lakns Truse?

By UM, ou DNk ASEnCs Wil D *CLT Funcing * H you woull B L £S00MDS Thes, AR Wit 1O Putermed DAnking e beiow
Proferred Bank Anferonce: GLT Funding

Othor Comments and Moios:

1D 38 oL eb-AOpRCation 10 i A NS Do mil open. Yo 00 A0F Db 1 Aok Anyifing SoKRtona! in i Secton. Clck OF 1



https://www.clt.net.nz/resources/faqs

Stage three: Managing your grant

Viewing active and closed grants

Once we have made our decision on your application, you will be advised by
phone and email from the grants team.

You will find the details of the decision in GRANTS > Active in the left panel,
where a PDF copy of the decision letter will be available in the grant documents
section. This letter highlights your grant conditions as well as the payment and
reporting process.

Similarly, all your organisation’s previous grants that have been fully paid and
all requirements have been met are available as read-only versions in the
Closed section.

Submitting reports

You will be asked to complete reports as required by our Grant Terms and
Conditions. You will receive an email notification when reports are due.

To submit a report select REPORTS > Reports & Payment Requests Due in the
left-hand panel. There you will find cards linking to all the report and payment
request forms associated with your grant.

Each report and payment request has a due date which is noted on the card as
well as the form itself. We recommend calendaring these dates.

You can view your submitted reports by selecting REPORTS > Submitted in the
left-hand panel.
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Submitting a payment request

To uplift your approved grant, you will need to submit a payment request in
line with our Grant Terms and Conditions.

Project Grants and Capability Grants

A Payment Request form will be scheduled for you to complete when you are
ready. Only one payment request can be processed at a time. Once one
payment has been made to you, you will receive an email alert advising you to
submit your next payment request when you are ready.

Operational or Programme Grants
Our grants team will advise you on your organisation’s specific requirements in
line with the Grant Decision Letter.

To make a payment request, or to submit a report, select REPORTS > Reports &
Payment Requests Due in the left-hand panel. There you will find cards linking
to all the report and payment request forms associated with your grant.

Each report and payment request has a due date which is noted on the card as
well as the form itself. We recommend calendaring these dates.

Please ensure that you select the form with the appropriate date as there may
be several.

Complete the questions and upload documents as required. Once you have
submitted the Payment Request or Report, it will be available to view in the
Submitted section.
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Payment requests scheduled to be paid

Scheduled payment requests are located under PAYMENTS > Scheduled in the
left-hand panel until they are paid.

Providing additional information

If we have any queries regarding your reports or payment requests, our grants
team will give you a call to discuss any required amendments. You will also
receive an email alert to log in and make the requested amendments. This
request may include supplying extra documentation, revising any information
or clarifying any questions.

Ropon Attachmants

Select REPORTS > Information Requested in the left hand panel.

You will need to re-submit your report when completed.

Payments completed

Mulli-Yiear Payment Reguest
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When a payment has been made, you will be able to view this record by
selecting PAYMENTS > Payments Advice in the left-hand menu.
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How to set up MFA on Fluxx Central Lakes

Multi-Factor Authentication (MFA) adds a second layer of security to your Fluxx account. tJ I R US I

This quick guide will take you through the easy steps to set it up.

2. Choose your verification method
3. Verify and complete
SMS/text

Smartphone app

1. Sign into your account

(e00000)

C‘ CLT Granting Portal\\)

RECOMMENDED

Select “iOS/Android” to download Select “SMS” and enter your mobile o
Go to Google Authenticator phone number. Enter your 6-digit
centrallakestrust.fluxx.io OR MFA token.
open any authenticator app you already Change the prefix to +64
Log in with your username have installed on your device. Click “Log In” to finish the
and password. Click “Send SMS”. setup.
Click “Scan QR Code” and scan with
your authenticator app to get your You will get a text message/SMS with a
6-digit MFA token. 6-digit MFA token.
Need help? Lost access? Contact us
If you need any support in setting If you lose access to your authenticator device, please let us know info@clt.net.nz | 0800 00 11 37
up your MFA, please get in touch! as soon as possible so we can help you reset your password. www.clt.net.nz
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