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CSF Fluxx Partner Portal Technical Guide 

 

Introduction 

Welcome to the Children’s Services Fund (CSF) Partner Portal. This guide is designed to help 
partners navigate and use the CSF Fluxx Portal effectively. The portal is used to keep 
organizational and user information up to date, submit applications, budget amendments, 
reimbursement requests, and access reports. 

 

Accessing the Portal 

Portal URL: https://jacokids.fluxx.io  

The CSF Fluxx Partner Portal is optimized for Google Chrome.  
 
While other modern browsers may be compatible, some portal features may not 
display or operate as intended. 

 

https://jacokids.fluxx.io/
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Account Setup & User Management 
Logging In/First-Time Access 

If your organization currently receives or has previously received funding from CSF, 
you may already have an account in our system: 

1. Click Forgot Password to retrieve your login credentials. 

2. Follow the instructions in the automated email to reset your password. 

3. If you do not receive the email, click Create Account to register as a new user 
within your funded or previously funded organization.

 

New Organization Registration 

If your organization has not received funding from CSF before, please: 

1. Click Create Account. 

2. Complete the new organization registration form with information about your 
organization. 

3. After submitting, allow 2–3 business days to receive your login credentials via 
email. 

4. Need Help? 
Contact CSF support at fluxxsupport@jacokids.org if you have any issues 
with logging in or account creation. 
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User Roles & Permissions 

Access and permissions in the CSF Fluxx Portal are determined by the role assigned to each 
user within your organization. Role changes can only be made by CSF staff.  

 

Role Access Level 

Project 
Contact 

Full access to create and manage applications/contracts, submit and view 
reports, submit budget amendments, and submit reimbursements. 

Moderator 

All access that a Project Contact has, plus the ability to update organization 
information, upload organizational documents, add users to the organization, 
and view or update the organization’s banking information.  

Banking information is only accessible to designated Moderators and is not 
visible to other organization users. Multiple Moderators may be designated; 
however, a current Moderator must contact fluxxsupport@jacokids.org to add 
an additional Moderator or remove an existing user. 

Project 
Signatory 

 

 

Authorized to review, approve, and submit applications, sign contracts, and 
submit budget amendments on behalf of the organization. 

Partner 
User 

Limited access to view applications, reports, and notifications; cannot create, 
edit, or submit applications, amendments, or reimbursements. 
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Updating User Profile Information 

1. From the left-hand navigation menu, click People > Users.

 

 

2. A list of users connected to your organization will appear. Select the user 
profile you wish to edit. 

• Click the “Edit” button  In the top-right corner of the page. 

• After making updates, click Save and Close  

 

Note: Only Moderators will see the Create New button and will have access to view 
all users associated with the organization profile. 
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Adding New Users (Moderators Only) 

1. From the left-hand navigation menu, click People > Users.  
 

2. In the bottom right-hand corner, click Create New.  
 

3. Enter the new user’s required information (name, email, role, etc.). 
 

4. When finished, click Save to complete the process.  
 

5. Advise the new user to navigate to the CSF Partner Portal via the following 
link https://jacokids.fluxx.io, and click Forgot Password to finish their account 
creation.  

 

 

 

 

https://jacokids.fluxx.io/
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Updating Organization Information (Moderators Only) 

1. Click Organization in the left-hand navigation menu. 

2. Review your organization’s information for accuracy. Update any missing or 
incorrect details. 

Note: All items on this page must be completed. Incomplete information may prevent 
future applications from being accepted. 

3. To make updates, click Edit in the upper right-hand corner of the page. 

4. Once finished, click Update to save your changes. 

5. If you do not see the Edit button in the upper right-hand corner, you are not 
designated as the Partner Moderator and will not be able to update this 
information. 

• If you are unsure who your organization’s Partner Moderator is, please 
contact fluxxsupport@jacokids.org.  

mailto:fluxxsupport@jacokids.org
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Adding Banking Information into Fluxx (Moderators Access Only) 
Instructions for adding your banking information in Fluxx  

• Log in to Fluxx at https://jacokids.fluxx.io  
• From the left-hand navigation menu, locate Bank Accounts. 

 
1. Select the banking information record. 

Click the applicable record listed under Requested.  
 

2. Click Edit. 
 Select Edit in the upper-right corner of the page to begin entering or updating 
the banking information.  
 

3. Complete all required fields. 
 Carefully enter the requested account details, bank information, contact 
information, and any special instructions.  
 

4. Review the information. 
 Confirm that the account name, account number, routing number, bank address, 
and supporting documents are accurate.  
 

5. Submit the banking information.  
• Click Save and Close if you plan to return later and continue working.  
• Click Submit once all information is complete and ready for CSF review.  

 

https://jacokids.fluxx.io/
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6. Confirm submission. 
 After submitting, refresh the page and confirm that the record has moved from 
Requested to Submitted Details under Bank Accounts. 
 

7. Updating Banking Information - If your organization needs to update its banking 
information for any reason after submission, please contact CSF for assistance. 

 
 

Banking Information Guidelines 
• Only users assigned the Moderator role can view and edit banking information 

in Fluxx. Other users within the organization will not have access to this 
section.  
 

• Banking information that is saved but not submitted will not be reviewed by 
CSF.  
 

• Review all banking information carefully before submitting. Incorrect or 
incomplete information may delay reimbursement payments.  
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Financial Management 

Submitting Reimbursement Request Invoice 

1. In the left-hand navigation menu, under Reimbursements, click Open for 
Reimbursement. 

2. Select the reimbursement record for which you are requesting payment. 
 

3. Click Edit in the top right-hand corner of the screen 
 

4. After clicking Edit, scroll to Reimbursement Request.   
 

5. Enter the date of submission 
 

6. If you are submitting reimbursement for an actual expense, skip to Submitting 
an Actual Expense Reimbursement (Pg. 12).  
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Submitting a Unit Cost Reimbursement 

 
1. Under Unit Costs Click “+ Add Reimbursement Item”  

 

2. In the pop-up form, enter the Number of (Units) you are requesting for that 
month – click Save.  
 

3. Continue editing and entering amounts for each line 
until all eligible expenses are entered. If no expenses 
were incurred, enter Zero. 

 

4. Click Save+Close once complete and then click on 
submit. 
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Submitting an Actual Expense Reimbursement 

Scroll down to the 
Reimbursement’Request heading.   

• Under the appropriate 
budget category (e.g., 
Consultants, Professional 
Development, Supplies). 

• Click + Add 
Reimbursement Item next 
to the line item you are 
billing against. 
A pop-up box will appear 
labeled Add 
Reimbursement Item. 

1. Enter Expense Details 

• In the pop-up form:  

• Enter the total amount you 
are requesting for that 
month.  

• Click Save when finished.  

2. Continue editing and entering amounts for each line item until all eligible 
expenses are entered. If no expenses were incurred, enter Zero.  

3. Confirm Totals 

• Review the Reimbursement Request Total at the bottom of the page. 
 

4. Add Date of Submission 

• Enter the actual date you are submitting the request in the Date of 
Submission field. 

5. Submit for Review 

• Once all items are entered, click Submit to send your reimbursement to CSF 
for review. 
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• The request will then move to Submitted to CSF status in the Reimbursement 
dashboard. 

Reimbursement Guidelines 

• All reimbursement invoices must be submitted through the FLUXX portal and 
are due on the 15th of each month following the reporting month. 
 

• The submission date must reflect the day you finalize the request. 
 

• Access to reimbursement invoices will become available to partners in FLUXX 
on the first day of each month. 

• All partners must submit for reimbursement monthly.   

• If no reimbursable expenses are incurred during the reporting month, an 
invoice with a zero-dollar amount MUST be submitted. 

• Partners have up to 120 days from the service date to submit missed 
reimbursement expenditures. Expenses submitted after the 120-day deadline 
are not reimbursable. 

• Ensure that you are saving frequently while entering items for reimbursement.  
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Budget Amendments 
Policies & Deadlines 

Contracts Reimbursed Based on Actual Expenses 

• Projects reimbursed based on actual expenses are allowed one (1) budget 
amendment per contract year. The timing of the amendment is determined by 
the partner; however, requests must be submitted no later than 60 days prior 
to the end of the contract year.  
 

• Requests submitted after this deadline will NOT be accepted. 

Contracts Reimbursed Based on Units of Service 
• Projects reimbursed based on Units of Service will have three 

(3) opportunities to adjust the proposed number of approved units. The timing 
of the amendment is determined by the partner; however, requests must be 
submitted no later than 60 days prior to the end of the contract year.  
 

• Requests submitted after this deadline will NOT be accepted. 

Amendment Request Process 
1. The partner must submit a written request to their assigned CSF Program 

Officer outlining the proposed budget changes and providing clear 
justification for the requested amendment. 
 

2. Once the Program Officer receives the request, the CSF Finance Team will 
open the Budget Amendment form in FLUXX, enabling the partner to 
complete and submit the amendment for review. 
 

3. After the partner submits the Budget Amendment form, the CSF Team will 
review the request. 

 
• If additional information or revisions are needed, the amendment will be 

returned to the partner through FLUXX with comments and instructions. 
 
• If the amendment is approved, the partner will be notified, and the 

approved adjustments will be made to the budget in FLUXX. 
 
• If the amendment is not approved, the partner will be notified of the 

decision. 
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Completing a Unit Cost Budget Amendment in Fluxx  
1. Log in to Fluxx and navigate to Revisions and Amendments from the left-

hand menu. 

2. Click on Open Amendments. 

 

3. Select the contract 
you are amending 
and click Edit in the 
upper right-hand 
corner. 

4. Scroll to the bottom 
of the page. Under 
Budget Change, click 
the green plus sign 
(+) to begin entering 
your revisions. 
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5. From the dropdown menu in the screenshot, select 
Unit Cost from the Cost Type dropdown list – if your 
organization is reimbursed based on actual expenses 
skip’to’Completing’an’Actual’Expense’Budget’
Amendment’in’Fluxx• 

6. For each unit you are revising, complete the fields as 
follows:  

• Cost Type: Select Unit Costs 
 

• Cost Description: Enter the title of the unit/or 
approved expense line you are revising  
 

• Approved Budget: Enter the total approved dollar 
amount for this unit/expense line. 
 

• New Revised Unit Cost: Enter the currently approved unit rate. 
 

• New Revised Proposed Units: Enter the new number of units you are 
proposing 

Repeat’Step’π’for’each’unit’that’requires’revision• 

7. Review and Submit 

Before submitting: 

• Confirm all affected budget lines are included. 
 

• Verify the Approved Budget matches the Original Budget total. 
 

•  Ensure the total budget change equals zero. 

Click Save and Close if you plan to return later to finish the amendment. 

Once the amendment is complete, click Submit. Refresh the page and confirm that 
the amendment has moved to the Submitted section. Amendments that remain in 
draft status will not be reviewed by CSFJC. 

 

Important: You may only revise the number of proposed units. The unit rate cannot 
be changed. 

Moji Shogbamimu
Please add a picture of “drop down menu” with unit costs for selection.
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Completing an Actual Expense Budget Amendment in Fluxx 

Use the following steps to complete the budget amendment 
for an actual expense budget. 

1. Open the Budget Amendment 
• Log in to Fluxx and navigate to Revisions and 

Amendments from the left-hand navigation menu. 
• Click on Open Amendments. 
• Select the contract you are amending and click Edit 

in the upper right-hand corner. 
• Review the Original Budget section before making 

changes. The Original Budget displays the approved 

budget lines for both CSFJC Cost and Total Project 

Cost. 
 

2. Add Each Proposed Budget Change 

• Under Budget Change, click the green + icon to add a 
proposed change to the CSFJC-approved amounts. 
 

• A separate Budget Change entry must be completed for each budget line 
that is being increased or decreased.  
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3. Complete the Budget Change Form 

Enter the following information: 

Cost Type 
Select the appropriate budget category, 
such as: 

• Equipment/Supplies  

Cost Description 
Enter the name of the specific budget item 
being changed. The description should 
clearly identify the expense, such as: 

• Curriculum Workbooks  

CSFJC Approved Budget 
Enter the CSFJC amount currently approved 
for that budget line. 

New Revised Budget 
Enter the revised total amount to be 
approved for this budget line after the amendment. 

Change Requested 
Fluxx will automatically calculate the difference between the Approved Budget and 
the New Revised Budget. 

Reason for Amendment Request 
Provide a clear explanation of why the change is needed and how the funds will be 
used. 

Example: Funds are being moved from unused equipment/supply expenses to support 
the Contract Social Worker position. 

Click Save when the entry is complete. 
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4. Budget Change Detail 

The sum of the total budget requested changes 
should equal zero 

5. Review and Submit 

Before submitting: 

• Confirm all affected budget lines are 
included. 

• Verify the Approved Budget matches the 
Original Budget total. 

•  Ensure the total budget change equals 
zero. 

Click Save and Close if you plan to return later 
to finish the amendment. 

Once the amendment is complete, click Submit. 
Refresh the page and confirm that the 
amendment has moved to the Submitted 
section. Amendments that remain in draft status will not be reviewed by CSFJC. 
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Budget Amendment Guidelines 

• Budget amendments must include justification for all requested changes 
 

• Budget amendments may only reallocate funds between previously approved 
budget line items. 
 

• Budget amendments may not increase the organization's total CSF award 
amount 
 

• Budget amendments must maintain a net-zero change to the total approved 
budget. 
 

• Budget amendments are not effective until approved by CSF. 
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Reporting 

Core Funding Reporting 

For CSF’s Core Funding contracts, academic and calendar year, the cadence for 
reporting is twice per contract year.  The reports’ due dates are as follows: 

Contract’Start’Date π’Month’Report ҥҴ’Month’Report 

July 1 - Academic January 15th July 15th 
January 1 - Calendar July 15th January 15th 

Report Components 
The 6-month report includes both demographic and narrative components.   

Demographic’Components Narrative’Components 
Number of children served Assessment of performance and 

accomplishments 
Number of families served Barriers or challenges encountered 
Gender of children served Alterations to program or project 

approach and implementation 
Race and ethnicity of children served Staffing changes 
Number of children served by postal 
code 

Progress toward outcomes 

 

The 12-month report also includes both demographic and narrative components.  

Demographic components include a report of the additional number of children and 
families served since the 6-month report in the same categories listed in the table 
above. 

Narrative components of the 12-month report are the same as the 6-month report, 
with the inclusion of a question focused on ‘lessons learned’ during the contract year. 
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Completing the Core Funding Reports in Fluxx 

1. Log in to the Partner Portal at Children’s Services Fund of Jackson County | 

Sign in. 

2. From the left-hand navigation menu, go to Partner Reports. 

3. Select Calendar Reports / or Academic Reports depending on the report 

you are completing.  

4. In the upper right-hand corner, click Edit.  
5. Complete the narrative component of the report.  

 

Demographics Reporting 

• The total number of children and families reported in the Demographics section 

must match the totals reported in the Postal Code Reporting section.  
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Postal Code Reporting 

1. Click Report Actuals  

 

 

 

2. Enter the number of children/families served in each postal code. If you are 

completing your 0–6-month report, you will be reporting against the 

anticipated numbers that were entered into the application.  

 

3. If you served children/families in postal codes not listed in your application, 

use the selection box to add additional postal codes served. 

o If you did not serve any children/families in a listed postal code, you 

must enter a zero. 

 

4. Once the Narrative, Demographic, and Postal Code Reporting sections are 

complete, click Submit. 

 

 

 

 

Please note: the demographic number of children and families served MUST match 

the postal code number of children and families. 

If you begin the report but plan to return later to finish it, click Save and Close 

before leaving the form. 
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