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1 Request User Account

1 Open Google Chrome or Microsoft Edge. The 
Grantee Portal is not compatible with mobile 
environments.

2 Enter the following URL in your browser: 
https://rightfoundation.fluxx.io

3 If this is your first visit to the site, click on the 
“Create Account” option.
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1 Request User Account (1/2)

1 RIGHT Foundation requires your first name, last 
name, a valid working email (used as your login ID), 
and your organization name.

2 Carefully review and consent to the privacy and 
data-sharing information, then click “Send Request” 
to submit your account creation request.

3 If you decline the privacy information, RIGHT 
Foundation will not be able to contact you by email 
or mobile phone — please consider this choice 
carefully.
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1 Request User Account (2/2)

1 Confirmation: When the on-screen message 
appears, your account creation request has been 
delivered to the system administrator.

2 Verification: RIGHT Foundation checks your 
organization and verifies your account request. This 
may take 2–3 business days.

3 Password Reset: Once you receive the confirmation 
message, reset your password using the provided 
link and start using the Grantee Portal.
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2 Reset Your Password

1 When you forget your password, click “Forgot 
Password.”

2 The screen will change and prompt you to enter 
your email.

3 After entering your log-in email, click “Submit.”

4 Check your email inbox — a “Reset your password” 
email will be sent shortly.
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3 Check Your Information

1 To check if your organization information is correct, 
click Organizations.

2 To check if your personal information is correct, click 
People.
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4 Application Creation

1 Please refer to the RFP Instructions and applicant 
resources before starting your application.

2 Click “Apply to PDA” to start your application.

3 If the “Apply to PDA” button is not visible here, the 
submission period is not open.
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5 Application Creation – PDA

1 Check the people at your organization in the 
dropdown menus (indicated by a red arrow).

2 If you cannot find the person under Primary Contact 
and/or Principal Investigator, make sure they 
requested a new user account.

3 Fill out the form and be sure to click Save. There is 
NO auto-save in this system.

4 Please scroll down to complete all fields.
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6 Add target beneficiary countries

1 Click “+” to add target beneficiary countries for this 
application.

2 In the pop-up screen, select the target beneficiary 
countries and/or Region, then save.
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7 Add Collaborator (1/2)

1 Click “+” to add Collaborators on your proposal, 
including people at your organization and from 
collaborating organizations.

2 Adding a collaborator at this stage does not indicate 
a real-time partnership — collaborators are 
approved at a later stage.

3 New requests are set to ‘Proposed’ status. You can 
add or remove collaborators prior to submission.

4 Additional collaborator requests after submission 
are only allowed for collaborators who already have 
an account in the system.
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7 Add Collaborator (2/2)

1 The collaborator status updates to ‘Approved’ once 
RIGHT Foundation staff approve the request.

2 A request can be denied due to incorrect 
information (e.g. name, email, or affiliate 
organization).

3 Once approved, collaborators can access the 
Grantee Portal as a ‘Collaborator’ on your 
application.

4 If a collaborator relationship has expired, click the 
remove icon to delete it.
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8 PI / Collaborator Transfer Request

1 Sometimes you may need to transfer your 
application ownership to a collaborator.

2 Click “+” to add a new Principal Investigator.

3 Check your connected collaborator list, then fill in 
the request form with the required information.

4 Once RIGHT Foundation approves the application 
transfer request, ownership will transfer to the new 
Principal Investigator.
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9 Generate Full Proposal Template

1 After all required fields are completed, you are 
ready to generate the Full Proposal Template 
document.

2 Click “Save – Generate Full Proposal Template,” then 
choose “OK.”

3 Your application status will update to ‘Status: Saved.’

4 To view the generated Word document, click “Begin 
Full Proposal,” then “OK” to proceed.
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10 Download & Begin Full Proposal

1 The Full Proposal document template is generated 
automatically.

2 Click on the document title to download the file to 
your computer.

3 Open the generated document and complete the 
remaining required fields.

4 If possible, change the document name to include 
your application ID, then save.
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11 Edit & Consent – Full Proposal

1 You can edit your application in the ‘Full Proposal 
Draft’ section of the navigation panel.

2 Scroll down to find the Global Access consent field 
and remaining required sections.

Note: For the Full Proposal, RIGHT Foundation asks for your 
consent to its Global Access policy.
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12 Full Proposal – Intellectual Property

1 Click on the “Intellectual Property” box to search 
and select the applicable intellectual property for 
this project.

2 Fill out the required details related to the 
intellectual property.

3 Save your entered information.

4 After saving, please check and verify the updated 
information to ensure accuracy.
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13 Full Proposal Submission

1 After all information is updated and required 
documents are uploaded, click “Submit Full 
Proposal.”

2 Select “OK” in the confirmation pop-up.

3 Your application status changes to ‘Status: Full 
Proposal Submitted.’

4 Track your submission status in the left navigation 
panel of the Grantee Portal.

5 After submission, editing is not possible until the 
application reaches the SC Review stage.
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14 FAQ

Account approval process

We send out the account approval email within 2–3 days of account creation through our standard approval process. If you do not receive the 
approval email within that timeframe due to any potential system error, please reach out to us at itpm@rightfoundation.kr for further 
assistance.

Receiving email error (Yahoo.com)

Due to a systemic issue, communication from the RIGHT Foundation email domain to Yahoo email accounts is currently experiencing 
disruptions. We kindly request that you use an email address from a mail service other than Yahoo when creating your account.
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Thank You
If you have any questions, please contact:

rfp@rightfoundation.kr
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For any account issues or system technical 
problems, please contact:

itpm@rightfoundation.kr


