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Portal Guide -
Donor Advised Fund Edition

Welcome to the online portal for Vermont Community Foundation fundholders. From here you can
access detailed fund information, including your fund balance and fund statements, review the
gifts and grants you have made, and recommend new grants.

If you need assistance or have any questions, please contact philanthropy@vermontcf.org

If you have any questions that are not addressed in this handbook, please feel free to reach out
with suggestions or recommendations for how this process can be made more clear.

Instructions and helpful tutorial videos can be found at vermontcf.org/donor-portal-resources

Explore the portal with this portal orientation video tour.

How to Log In
There a few ways to access the portal at any time:
* Go to vermontcommunityfoundation.my.site.com/login
« Visit vermontcf.org/donor-portal, or click on Donor Portal in the top right-hand section of any
page on our website. Then click on the login button.
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Setting Up Your Portal Account & Password Requirements - Follow along with this video tutorial

When you open a fund, you will share an email for correspondence. This will also be your
username for accessing the portal. You'll receive an email at the address we have on file with a link
to log in and set your password.

When you set up your password, the following security requirements apply:
* 15 or more characters
» A combination of letters, numbers, and at least 1 special character

We recommend you use a unique password for the VCF Portal that you
don't use for other services and that you change it periodically.

Please note: Links to set up your account or reset your password expire e
after 24 hours. If your link has expired, you will see the screen to the right.

Click “Forgot Your Password?” and follow the instructions in the “Forgotten :
Password” section of this guide.

First time logging in? You'll be prompted to set up MFA on your next login. We recommend logging out
and back in right away to complete the setup.

Setting Up Multi-Factor Authentication (MFA) - Follow along with this video tutorial

To help keep your Portal account secure, you'll be asked to choose one Choose a Verification Method
of the following verification methods when setting up MFA.
To keep your account secure, Salesforce requines extra
verification, Set up multi-factor authentication (MFA) to

Text Message (SMS) finish logging in
* Receive a verification code by text message each time you sign in. e verication cones sent v SKS
Use the Salesforce Authenticator mobile app
Salesforce Authenticator e
e Salesforce Authenticator takes a few extra steps to set up initially, ot

but future logins are faster because you can approve the sign-in
request in the app, instead of entering a verification code.

Other Authenticator App (such as Google Authenticator) — This is the method we recommend.
e Authenticator apps provide even stronger account security than text message verification and are
quick to set up. If you already use an authenticator app for other services, you can typically use
that same app for the VCF Portal.

Find instructions for each option on the following page.


https://vermontcf.org/donor-portal/donor-portal-resources/#LogIn
https://vermontcf.sharepoint.com/:v:/r/sites/Communications/Shared%20Documents/Donor%20Portal/Salesforce%20Donor%20Portal%20Videos/Setting%20up%20MFA.mp4?d=w0494a2f5409c483eb4ad9e4f88f90b52&csf=1&web=1&e=4hCfYG&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D

»y  Vermont
Y Community
*+* Foundation

Multi-Factor Authentication (MFA)

Step-by-Step MFA Setup

Our recommended option: An Authenticator App (such as Google Authenticator)

Connect an Authenticator App

If you don't already have an authenticator app, you can download Google
Authenticator from the Apple App Store or Google Play.

Select Use verification codes from an authenticator app and click Continue.
Open the authenticator app on your phone and scan the QR code displayed on
your screen.

Enter the verification code displayed in the app.

Click Connect. : —

Option 2: Text Message (SMS)

e . . Enter Verification Code
1.Select Use verification codes sent via SMS

2.Enter your mobile phone number.

To verify your phone number, enter the code we texted

and click Continue.

8 (802) 555-1212

United States (+1)

3.Click Register.

4.Enter the verification code sent to your phone.

5.Click Verify.

Option 3: Salesforce Authenticator

2.Select Use Salesforce Authenticator mobile app and click Continue.
3.Follow the prompts to connect the app to your account.
4. Approve the connection request in the app to complete setup.

v
or Google Play.

Connect Salesforce Authenticator

5.For future logins, simply approve the sign-in notification in the app e SR

For a complete walkthrough, watch this Salesforce setup video.

instead of entering a verification code.



https://apps.apple.com/us/app/salesforce-authenticator/id782057975
https://play.google.com/store/apps/details?id=com.salesforce.authenticator&hl=en_US
https://salesforce.vidyard.com/watch/JyZ_mibupf6sOzMwvhtA3g
https://apps.apple.com/us/app/google-authenticator/id388497605
https://play.google.com/store/search?q=google+authenticator&c=apps
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Forgotten Password

Forgotten Password - Follow along with this video tutorial

If you have forgotten your password, click on “Forgot Your Password?” on the portal login page and
enter the email address you have on file with the VCF in the “Username” field.

Forgot Your Password

Ta reset your password, enter your usemame.

Wermamt Community Foundation employee? Log In

Check your inbox for an email from info@vermontcf.org. If you don't see it within a few minutes,
check your spam or promotions folders. Open the email and click the password reset link. When
the portal window opens, Click Reset Password to continue. Enter a new password. Click Set Your
New Password, and you will be brought to your home page. Be sure to save your new password in
a safe place for the next time you log in.

Vi Set Your New Password
ermont
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Check Your Email

Can't Find the email? Try checking your spam fokder.

I you still can® bag in, have wi resend the emall or

cantact your administratos

If you still cannot log in, please contact philanthropy@vermontcf.org



https://vermontcf.org/donor-portal/donor-portal-resources/#Passwords
mailto:philanthropy@vermontcf.org
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Change Your Password & User Access

If you're already logged in and simply want to update your password, you can do that too!

1. Click My Profile from the dropdown menu in the top-right corner of the page.

rants  Gifts  Funding Opportunities  Get Support  Resources

2. Select Settings and Preferences.
3. Click Change Password.

Profile
Sattings & Paatl. My Settings

ACCOUNT DETAILS

sername Email Address *

4. Enter your current password and the new password you would like to use.
5. Re-type the new password to verify.
6. Click Save.

Change My Password

You must adhere to the following password rules:

* Your passweord must be at least 15 characters leng.

* Your password must include letters, numbers and at least ene of these special characters: [@#$%°&()_+-={}1\:,.2/ ~><"

Current Password [ ]

New Password [ ]

Verify New Password [ ]

Access for Other Users

If you'd like a family member or professional advisor (such as a tax advisor, attorney, or financial
planner) to have access to your fund in the portal, please contact us. They can be set up with full or
view-only access. You can also reach out anytime to have us remove someone’s access.
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Homepage

Here’s a quick preview of what your homepage looks like! You will find shortcuts to key actions,
important announcements, access to tutorials and the support request form, contact information
for the Philanthropy team, fund details, featured funding opportunities, and stories that highlight
the impact of your giving.

Welcome to the Vermont Community
Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a
gift, view your fund balance, get fund statements, and more,

Welcome to the Vermont
Community Foundation Portal,
Your Mame!

v hand s e barv” U3 e prial b n

AR S



https://www.youtube.com/watch?v=mTBohGRcvFg
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Support Request

You can submit a support request and contact our team of philanthropic advisors directly from the
home page.

1.Start by clicking Submit a Support Request in the blue box under Need Help?

#8 (e tome  Funds »~  Granls  Gife Funding Opportunitios Got Support  Resources
i

Welcome to the Vermont Community
Foundation Portal, Your Name!

Wee're glad you are here! On the portal you can make grant recommendations, make a
gift, view your fund balance, get fund statements, and more.

Announcements

2. Enter the type of support you need under the Support Type dropdown and a description of your
request.
3. Click Create Support Request.

Get Support

Enter Request Details Below
*Suppart Type

I --None-- :]

*Description

Create Support Request

0 of Oitems Search this list...

Case Number +  Submitted Date v  Subject w | CaseType «  Description « | Status

Mo items to display.

You'll find all your support requests, replies, and their status saved at the bottom of the page so you
can refer back to them anytime.
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This is an exciting new feature on our portal! - Follow along with this video tutorial

1. Starting on the homepage, click the make grant recommendations link or find the "New Grant
Recommendation” button on the fund or grants pages.

Welcome to the Vermont Community

Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a

@i, view your fund balance, get Tund statements, and more.

Click here

You can choose from four methods to select a grantee organization. Your options include:
* Search VCF Database: Search within our database of organizations previously funded by the Vermont

Community Foundation

* Search Previous Grantees: Search from a smaller list of organizations that your fund has directly supported in

the past

o Search GuideStar: Search a list of around 3 million registered nonprofits
o Directly Enter Grantee: Use this method only if you cannot find your grantee through other means. Please

double-check all details carefully to ensure accuracy!

Generally, we recommend using the VCF database search, as it provides prefilled details for easier data entry.

Follow the instructions below to proceed with this method.

2. Click the Search VCF Database button

Please indicate how you would like to select a Grantee Organization.

Click here

N Search VCF Database

Search VCF’s database to find organizations
that have previously received grants.

Search Guidestar

Look up your grantee in GuideStar’s national
database, which features profiles of around 3
million nonprofit organizations.

.‘l-
%
»

Search Previous Grantees

Search organizations you have previously
supported with grants.

RN 4
Directly Enter Grantee

Can't find your grantee in our database or
GuideStar? If needed, you can manually enter
their information.


https://vermontcf.org/donor-portal/donor-portal-resources/#GrantRec
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How to Make a Grant Recommendation

3. To search our VCF Database:

a) Type the nonprofit you want to grant to in the search bar on the right side of the screen.
b) Select it by checking the box on the left.

c) Click Recommend a Grant in the green header button to move forward.

&

h" Search VCF Database

'S 4 About: Use this tool to search for charitable organizations and initiate grant recommendations based on VCF's database of previous grantees.
L J Instructions: Use the search box to find an organization or browse the list below. Check the box to the left of an organization, then click View
Organization for details or Recommend a Grant 1o proceed,
Show/Hide Filters: Click Show to search by keyword, subject area, population served, or geography. Click Reset to clear all filters.

C a

1of 1item - 1 item selected [ L Vermont Foodbank ]
Organization « EIN w  Address w
b \ i ¥ Address
Vermont Foodbank, Inc. - -
| o toobunk EIN: 22-3021942 = 23 Parker Road, Wilson Industrial Park
" ) Barre, VT 056841

4. Verify that the nonprofit you selected is correct, and then click Create Grant
Recommendation in the green button.

Let's initiate Your Grant Recommendation!

You are about to initiate a Grant Recommendation for the following organization:

------- P Physical Address
33 Parker Road
Verment Foodbanlk, Inc. Wilson Industrial Park
EIN: 22-3021942 Barre, VT 5641

§Other Address
33 Parker Road
Wilson Industrial Park
Barre, VT 5641

W Website
www.wtfoodbank.org

Mext, you will specify additienal information about the grant recommendation. CliCk here

Create Grant Recommendation /
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How to Make a Grant Recommendation Continued

5. Great news! The grantee information for Parts 1 and 2 is already filled in. Simply start with Part 3
and complete each section—make sure to select the fund you'd like to grant from, choose the
purpose from the dropdown menu, and enter the grant amount in the designated field.

If you choose “Specific Project or Program’ or ‘Other’ as the purpose, you'll need to provide more
details. Finally, indicate how you'd like the grant to be recognized.
Your Grant Recommendation

Grantee Organization

Browe ceaile sbout thw gractes srpanizstion below. Recuined falce orw incliconed by,

CpaniEIan Name" Sues Ansren”
Vermont Foodbank, Inc 33 Parker RoadWilson industrial Park
BN St
2-3021942 Barre
fez
Tp e
=811

Grantee Primary Contact

Ermer Snails sat TR GranteR DYIMEnY Sema betew. Feawned Feigsan indicaoed By

Firit Harme® it
& Bayles
T Ema
Chief Exe e Officel sayles@vtfoodbankorg

Start with this section

Grant Recommendation
Eroer Setails SDO0WT o Qram recommendaton beiovw. Reouined feids are ingicaced by ™.

Fund Duse™
VCF DAF Fund - Mar 3, 2025
I [
Grant Furpose® Amzunt®
I Unretricted :[ I £500.00

0] iz i 3 mes-pgymens

Reficat e hosw this Grant should be recoprineds

Fund Rseorgnition Pr ey snce® Ao Recognition Prelesence”
@ Furc Narmed {8 acvisor Mames with Acceess
D Burd Smonymous O Adwisor Anommaus.

Submit here

: v

Cancel Reguest ” % Save as Draft | B Save and Meoxt

Soes s mmrueranz [Dpsianal)

6. Click Save and Next

1
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7. Acknowledge you have read the agreed conditions by clicking the check box next to “I
acknowledge and agree to the above statement.” Then click Submit.

Your Grant Recommendation

Acknowledgement

Thank you for submiting & Grant recomendstion. Please fead and Bgres 1o the following Statiments by checking the: bax below. G0 back i make Aty changes.

AGREED CONDITIONS: By signing below, | attest that this grant will NOT:

pay for goods, services, or any other material benefit for me and/for any member of my family. Material benefits include but are not limited to membership fees, dues, tition, and avction items;
pay for attendance tickets to a charitable event, such as 8 gala, luncheon, or Sporting event:

be restricted or earmarked 1o benefit a specific individual;

reprasent payment of any pledge or other financial obligation for me or any member of my family;

support a political campaign and/er fund 2 lobbying communication that reflects the view of suppert or oppesition 1o specific legislation;

suUpport a private non-cperating foundation;

support an arganization for which | am, andfor a member of my family is, a paid employee. | attest that Ijwe only serve in a voluntary capacity.

L

lunderstand final grant approval rests with the Vermont Community Foundation, whose charge it is to see that all distributions are within the legal parameters of advised fund grantmaking.

D] 1 acknowledge and agree to the above staternent.

Thank you for making a difference!

12
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We recommend selecting a grantee using the process outlined on the last few pages, which leverages
our VCF database for streamlined data entry. However, you may also consider the three alternative
options listed below.

» Search Previous Grantees: Search from a list of grantees you have funded in the past

& .
FJ‘ Search Previous Grantees
-‘ ¢l About: Usza this tool to search for charitable organizations and initiate grant recommendations based on VCFs database of previous grantees.
» Inetructions: Use the search box to find an organization or browse the list below. Check the bow to the left of an organization, then click View Organlzation for details or Recommend a Grant to proceed.
Show/Hide Filters: Click Show to search by keyword, subject area, population served, or geography. Click Reset to clear all filters.
1 of Titern « 0 items selected [ Search this list...
[] Organization ~ | EIN v | Address w
Vermant Community Feundation 1 i)
[ Vermont Community Foundation ¥ 3 Court Street

: 2227121
EIN: 22- 212160 Middlebury, VT 05753

» Search GuideStar: Search a list of around 3 million registered nonprofits. Note: Not all
organizations in GuideStar are eligible for grants through your DAF. If this is the case, someone
from our team will reach out to you.

o When using the search there are various options for filtering information by subject area,
population served, and location. You do not need to make a selection in each option to
complete your search.

= |f you know the name of the organization you are looking for, feel free to search with only
the Search Term section used.

» |f you are exploring new organizations, feel free to use only the terms that apply to your
interest areas.

o Five results will be available at a time, to see more results you can click “load more results.”

Search GuideStar

About: Welcome to the GuideStar Search, hosted for you by the Vermont Community Foundation! Use this tool to search for charitable organizations and initiate grants. Results are sourced directly from

EE GuideStar's database of around 3 million nonprofit onganizations.
Instructions: Enter at least one search term and filter, then click Seareh. For the best results, use multiple criteria (e.g., keyword and state).

0, Searg i T
Ertar Your Search Teeme D) Subjees Area Pepulazicn Served Zame
[ | Agriculwre, fishing and forestry = Acadamics 4 [ N :]
- Sovt By Arts and culture Mctivists ity
[ Relovence 2 | Community and economic devalopment Adults [ ]
= Saet Onder i i Tip G
e Education Artists and performers o
[ Bl Ascending :| . [ ]
Environment - Asian psople -

Rangs from T Code

050

L] o

« Directly Enter Grantee: Use this method only if you cannot find your grantee through other means.
Double-check all details carefully to ensure accuracy.

13
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How to View Grant History

Easily access a comprehensive report of your grants anytime through our portal.

1. Starting on the Home page, click Grants in the header.

Click here

2. View your full grant history here. Note: this list will include grants made from any fund that you
can access.

Home

Grant History

Grants Awarded by Impact Area Grants Awarded by Year
Since 2023 This Year Last Year
Gur o ameert Fromary impact Area 24

Haalth & Vill Esirg @ 5
Other @ §
:
CYMzs
Date Awarded
Tedzy o2 217 PM
fat T Grants by Year - All Time
Grant Recommendations - Unsubmitted & In Process
2 of 2 iterns Search thie Bev..
View w | Fund ~  Organization w R w | Amount w  Date Submitted By w | Statun w
£ View/Edit VICF DAF Fund Vermeont Community Fo...  Grant-123140 £1,000.00 Mar 27 2025 Your Name Test Uneubmitred
& View/Edit VCF DAF Fund Vierment Foodbank, Inc Grant-121923 £1.000.00 Mar 17, 2025 Your Name Test Ungubmitted
Grant Awards & Disbursements
Awarda Scheduled Disbursements Paid Disbursemants
¥ Show Filters | Hide |
Zof 3iteme Search thie kev..
View w | Fund ~  Organization w R w | Amount w  Date Submitted By w | Statun w
= View VICF DAF Fund Vermont Community Fo...  Grant-121884 5100000 Mar 3, 20258 Approved
B View WICF DAF Fund Verment Community Fo... Grant-121865 833000 Mar 3, 2025 Fartially Paid
o View WICF Monprofit Fund Vermont Community Fo... Grant-121868 $10,000.00 Mar 3, 2025 Approved

Thank you for your continued generosity and impact.

14
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Draft grant recommendations that have been started but have not

Unsubmitted Grants yet been submitted to the VCF for review.

Grant recommendations that have been submitted and are currently
being reviewed or processed by the VCF. Note that if a grant
recommendation is in the status of “Submitted” it is possible to
recall the grant recommendation by clicking on it. You cannot recall
grant recommendations that are in the status of “In Review,” “On
Hold,” “Approved,” or “Paid” within the Portal.

Grants in Process

Once the grant has been disbursed, the status will be updated to
Grant Awards “Paid”. If the grant has multiple disbursements, the status will be
updated to “Partially Paid”.

15
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Submit an Unsubmitted Grant W oy

Check the status of your grant recommendations, recall a grant recommendation, or submit an
unsubmitted grant recommendation—all in just a few clicks! Start on the Home page and click Grants in

the header.

Click here

Welcome to the Vermont Community
Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a
gift. view your fund balance, get fund statements, and maone.

Check your grant status on this page:
» Unsubmitted or in-review grants appear in the middle section.
» Approved grants appear in the last section at the bottom of the screen.
1. To submit an unsubmitted grant, click View/Edit on the left side of the screen for your unsubmitted

grant.

Grant History

Grants Awarded by Impact Area Grants Awarded by Year

All Time This: Year Last Year

Sui® S At

!
¥
k-
a
i Amadiod
25 0f
S P Grants by Year - AN Time
Grant R dations - Unsubmitted & In Process
e e | See the status
T earch thie liet...
Click here of a grant here
View w | Fund »  Organization v v | Amaunt v Dwie Submitted By W | Stetus W /
o Wiewy Edit WCF DAF Fund Varmant Foodbank. In. Grant-121923 $1.000.00 Mar 10. 2025 Your Marme Test Urneubmitied K
Wierwy Cancal VICF DAF Fund 1 Wermont Foodbank, Inc.  Gramt-121823 SLO00D0  Mar 17, 2025 our Hame Test Subenitted |

Grant Awards & Disbursements .
See disbursements that

have been paid out here

Avrarda Scheduled Disbursements Paid Disbursements

Search this list...

View | Fund ~  Organizetion w | Amount ~  Dute Submitted By v Gtetus -
B View WICF DAF Fund Wermant Community Fa... Grant- 121864 100000 Mar3, 2025 Approved
B View WCF DAF Fund Yermant Community Fo..  Grant-121865 §$53000 Mar 3, 2025 Approved

& View VEF Ngnpeofin Fund Varmont Community Fa...  Gram- 121288 $10.00000 Mar 3, 2025 Approved ]6
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Submit an Unsubmitted Grant Continued ** Foundation

2. After clicking View/Edit, you will be brought to the details of the grant recommendation.
Here you can:

e Verify all information

* Make any necessary edits

e Choose to cancel the request or submit the grant

Funds »w Grants Gifts Funding Opportunities Get Support  Resources

Grant Number: Grant-121923
Status: Unsubmitted
Submitted Date: March 10, 2025

Your Grant Recommendation

Grantee Organization

Erter details about the gramee orgenization below. Reguired fields are indicated by *.

Crganization Mame* Street Address
Vermont Foodbank, Inc. 33 Parker Road Wilson Industrial Park
EIM City*
22-3021942 Barre
Stanz®
VT
Zip Cod=*
264
Grantee Primary Contact
Ertber detzils abowt the granime primany contact below. Reguired felds ans indicated by .
First Narme® Last hame*
John Sayles
Tithe® Emait®
Chief Executive Officer igayles@vtfoodbank.org
P

802-477-4101

Grant Recommendation

Ertber detzils abowt your grant recommendation below. Reguined felds are indicated by *.

Fund* Digte®

| VCF DAF Fund :] | Mario, 205
Grant Purpose® Amount*

[ Capital Campaign :] [ £1.000.00

D Mzke this a multi-gayment

Indicate how this Grant should be recognized

Fund Recognition Preference® Adimor Recognition Prefenence®
® Fund Named (O Advisor Named with Address
O Fund Ancaymous @ Advisor Ancrymous

Special Instructicns (Dmional)

Submit the grant
&~

/ by clicking here
Cancel Reguest || 13 Save as Draft | 3 Sawve and Next

Cancel the grant
by clicking here

17
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Please Note: Once the status of a grant recommendation changes to "In Review" it cannot be recalled.
1. To recall a submitted grant, click View/Cancel on the left side of the screen of your submitted grant
recommendation.

Grant History & Newr Grant Recommendation

Grants Awarded by Impact Area Granis Awarded by Year
A Tiren This Ve Lot Yaae

S ot Arnonrt L .

L I

[
]
d

TPy
F—
G by Yeut - All Teng
Grant Recommendations - Unsabmitted & In Process
Tof 1 iem |_ Saarch thiy ey J
. Wi w | Fand w  Orgenizstion w W W Amunt v Detw Submitted By < | Geate
Click here 7 Viewd Edit VCF DAF Fumd Varmees Fosdbask, ne.  Girans 12909 S1000.00 Mar 0, 2008 Your Maens Taes Umtubenited
WICF DAF Fund 1 Warment Foodbank, Inc.  Grant-121923 SLO0000  Mar 17, 2025 our Name Test Submitted

2. Click the Recall Grant Recommendation button at the top of the page.

Click here

Recall Grant Recommendation

Grant Number: Grant-121923
Status: Submitted
Submitted Date: March 17, 2025

Your Grant Recommendation

3. It will ask you to confirm that you would like to recall the grant recommendation. Click the Recall
Grant Recommendation button again to confirm.

Please confirm vou would like to recall this Grant Recommendation

/ Recall Grant Recommendation

Click here
Grant Number: Grant-121923

Status: Submitted
Submitted Date: March 17, 2025

4. The status of your grant will change to Unsubmitted on the top right side of your page.

Grant Number: Grant-izi823  See the status change here
Status: Unsubmitted
Submitted Date: March 17, 2025

Congratulations! Your grant was recalled. You can click Back to go back to your grant summary page. 18
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Our portal offers access to comprehensive information about your fund(s).

1. Starting on the Home page, scroll down and click on View Fund Details.

Welcome to the Vermont Community
Foundation Portal, Your Name!

Weere ghad you ane bere! On the portal you can make grant recommenda tions, make a
it view your fund babince, get fund ststements, and mone.

Announcements

View Fund Details

Click hefe e S—

Furd Balance

Total Grants Paid

Totsl Glfte.

iHI'
l;i
e
il'f

i

U R

2. View a comprehensive fund
summary of grants, gifts, and market
value history. = =

A Py s e Yo

We will break down each section on
the following pages for deeper
insights.

Sliarbort Vsl | By

Note: Processing times and system
sync schedules vary, so you may see
a delay between when information is
entered and when it is visible in the
portal. If you have a question, please
reach out to us! i = 3

WK B
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) Vermont

Key Terms (Fund Information) N& Community

*+* Foundation

Below are key terms you'll find on your detailed fund information page to help you better
understand your grant and gift activity.

Fund balance is updated when a grant recommendation is

Fund Balance
approved.

The total dollar amount of grants that have been made and
Total Grants Awarded |approved from your fund (all time). Some of these grants may be
paid in the future.

Total Number of
Grants Awarded
(Dollars)

The total number of all grants awarded from your fund, including
paid and to-be-paid grants.

A recommended annual grantmaking budget, calculated yearly,
based on your fund’s balance over the past 3 years and the
spending policy associated with your fund. It is also called your
“Spending Policy Calculation” on your Fund Statement. For most
invested DAFs, the suggested spending policy is 3.5%. This figure
is set and updated on an annual basis and will not reflect gifts in
or grants out during the year.

Suggested Grant
Making Budget

The total dollar amount of grants awarded from your fund in the
Grants Awarded current calendar year. Note: the chart will show awards from the
This Year past 5 years, and you can click the link below the chart to see
Grants by Year - All Time.

The total dollar amount of grant payments that are scheduled to
be paid, but have not yet been completed. This may appear when
you make multi-payment grants.

Scheduled
Disbursements

The total dollar amount associated with the grant
recommendations that are in process, but have not yet been
approved. They may be drafts that are unsubmitted, or grant
recommendations that are in the VCF queue to review and
approve.

Grant
Recommendations -
Unsubmitted & in
Process
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»y  Vermont
Y Community
*+* Foundation

Key Terms (Fund Information) Continued

The total dollar amount of contributions made to your fund (all

Total Gifts :
time).
Total # Gifts The '.cotal number of individual contributions received by your fund
(all time).
The total amount of contributions received by your fund in the
. . current calendar year. Note: the chart will show gift amounts from
Gifts This Year

the past 5 years, and you can click the link below the chart to see
Gifts by Year - All Time.

The dollar amount of contributions to the fund that have been

Gifts in Process I
initiated but are not yet fully processed.

Last Gift Date The date of the most recent contribution to your fund.

A record of the fund’s market value over time, reflecting changes

Market Value Histor . . .
y due to contributions, withdrawals, and investment performance.

The fund’s balance at the end of each quarter, providing a snapshot

uarterly Balances : . . :
Q y of financial activity and growth over time.

Find an explanation of more terms here: vermontcf.org/explanation-of-terms/
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https://vermontcf.org/explanation-of-terms/

»y  Vermont
Y. Community
*+* Foundation

How to View & Print Fund Statements

Easily access, download, print, or email your fund statements in just a few steps.

1. Starting on the Home page, click the get fund statements link or go to the Fund dropdown in the
header and select Statements & Fund Documents.

Gilts Funding Opportunities Gat Suppoit Resources

ts & Fund Documants

Welcome to the Vermont Community
Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a
gift, view your fund balance, get fund statements, and more.

Click here

2. Select your fund.

Statements & Documents

Click here

VCF DAF Fund /

3. Select Fund Statements from the dropdown menu.

4. Access your statements—when posted by the VCF, you can download, email, or print them from
this page.

Teont
e s Funds Grants Gifts Funding Opparnunities Get Supparnt Resources

Statements & Documents

* Folder

.
I--Hona-- ,I

None

Fund Staternents &—— Select Fund Statements

Fund Documents
Other

5. For a helpful explanation of terms on your fund statement, visit https://vermontcf.org/terms
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»y  Vermont
Y Community
*+* Foundation

How to View Gift History

Access comprehensive information about your gifts anytime.

1. Starting on the Home page, click Gifts in the header.

Click here

Welcome to the Vermont Community
Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a
gift, view your fund balance, get fund statements, and more,

2. View your full gift history here. Note: if you are looking for gifts to a fund from other donors, you can
find this in the Fund Details page under the “Gift History” tab.

Gift History
Gifts by Type Gifts by Year
This Year Last Year All Tirme
Sum of Ameunt Payment Methos
MG
cash @ '5 )
Sock &
E
&
10
[
Peaied Date
My Gifts by Year - A1l Time
5 of 5 itemns Search this list...
View «  Denor(s) «w | Fund w  Type « | Payment Mathod ~  Date Amount o
= Vie “Your Mame Test VCF DAF Fund One-time gift ACHWire Mar 1, 2025 $10,000.00
= Vie Your Name Test VCF DAF Fund One-time gift Stock Feb 28, 2025 £5,000.00
B Vi Your Name Test VCF Nonprofit Fund One-time gift Cash Feb 28, 2025 $1,500.00
Er Vie Your Name Test VCF Nonprofit Fund One-time gift Cash Jan 1, 2025 $10,000.00
(= ‘four Name Test VCF DAF Fund One-time gift Cash Jan1, 2023 515,000,000

Thank you for your continued generosity and impact.
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) Vermont

How to Review Funding Opportunities N Community

+' Foundation

Explore featured opportunities for collective giving and ways to make an impact by channeling your
generosity where it is needed most.

1. Click on Funding Opportunities in the header to learn more.

Grants Gifts Funding Opportunitias

Click here

Welcome to the Vermont Community
Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a
gift, view your fund balance, get fund statements, and more.

ROMPEDFT DEWELOPMERT & SUPSORT PEOPLE & S SUE-RASED GRANTS FECPLE & B3 SUE-BA IED GRANTS HONPROFT CEVELOFMENT & SUPPORT

: . g ' 3

Philanthropic Leadership Fund Samara Fund Vermont Women's Fund Opportunity Fund for
Our Priantteopic Leadentip Fend makes possible mesth of the The Samara Fund ¥ 2 growp of Gueer and Trans Vermonsers The Vermont ¥Womens Fund supports organizations hat drive 5 thshi Youth
werk Bhal foes Beyond granimaking, supporing acivilies hal provirg iransformatonal grants and scholanhies 1o pecple and change fof momen and girts it Vermont When women riss, oL ire ou
stengthen he Seld of ghang and hofprslt n Vieimenl proved n Vermen| Sedicaled 10 e empovwerment hoalth and & ommmurdba s thiro The Cpgorturity Fund for Southshise Youth makes anaual gram
wafity of lesbian, gay. bisewsal iransgender. gueer, and HIV pative eard 19 AUppert arganizateny ofipring dyrame and noovat
{LGBTS+) peaple FOUSR proge ams in Densington, North fenninglon, Pownal

Shafisbury, and Woodfond

Note: Funding opportunities you see above may not be reflective of the most current opportunities active
in your portal.

Thank you for exploring ways to make a difference in our communities!
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How to Make a Gift Online 3. Vermont

N Community

(Credit Card or Bank Transfer) ¥ Foundation

Your generosity fuels the causes you care about most. Here’'s how to make a gift online:
1. Start on the Home page and click the make a gift link.

Welcome to the Vermont Community
Foundation Portal, Your Name!

We're glad you are here! On the portal you can make grant recommendations, make a
gilt. view your fund balance, get fund statements, and mone.

Click here

2. Select the fund that you would like to make a gift to.

VCF DAF Fund

Fund Balance $500,000
Total Grants Paid S0
Total Gifts $50,000

3. Click the Add to Fund button in the top right corner.

\‘.: wr Homs Funds v Gmnts  Gift iy OppeLindtse

Click here

s
._:'-! VCF DAF Fund
O Mow Grant Recommendation
PN TYPE DATE FUAMD ESTABLISHED T
Advised Fobruary 24, 2028 Fund Balwace
S500,000
PURPOSE Brauesed tam Making Buuiger
To et st 517,500

4. Choose whether your gift is one-time or monthly, enter your amount, and click click Continue.
5. Enter your donor information, then click Continue again to choose credit card or bank transfer (ACH).
6. Follow the prompts to complete your payment securely.

VCF DAF Fund VCF DAF Fund

- Danae Infarmation - Choose Payment

VCF DAF Fund

You're making a difference
Dne- time donation . i
$500.00 vs0 One-time donation

Monthly $527.45

First Name * Last Mame *

) Cover transaction fees @
Choose a one-time smount

Your Mame Test ver the
$500 $100 _— fmail —_— .
) e
§50 525
UsD = § Other Phane Mumber
S ==

Congratulations on making your gift! Thank you for making a difference!
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	Setting Up Your Account & MFA
	Salesforce Authenticator
	Find instructions for each option on the following page.

	Multi-Factor Authentication (MFA)
	Step-by-Step MFA Setup
	Our recommended option: An Authenticator App (such as Google Authenticator)
	If you don't already have an authenticator app, you can download Google Authenticator from the Apple App Store or Google Play.
	Select Use verification codes from an authenticator app and click Continue.
	Open the authenticator app on your phone and scan the QR code displayed on your screen.
	Enter the verification code displayed in the app.
	Click Connect.
	Option 2: Text Message (SMS)
	Select Use verification codes sent via SMS and click Continue.
	Enter your mobile phone number.
	Click Register.
	Enter the verification code sent to your phone.
	Click Verify.

	Option 3: Salesforce Authenticator
	Download the Salesforce Authenticator app from the Apple App Store or Google Play.
	Select Use Salesforce Authenticator mobile app and click Continue.
	Follow the prompts to connect the app to your account.
	Approve the connection request in the app to complete setup.
	For future logins, simply approve the sign-in notification in the app instead of entering a verification code.
	For a complete walkthrough, watch this Salesforce setup video.


	Forgotten Password
	Change Your Password & User Access
	Access for Other Users

	Homepage Tour
	Homepage

	How to Submit a Support Request
	Support Request
	You can submit a support request and contact our team of philanthropic advisors directly from the home page.
	Start by clicking Submit a Support Request in the blue box under Need Help?
	2. Enter the type of support you need under the Support Type dropdown and a description of your request.
	3. Click Create Support Request.
	You’ll find all your support requests, replies, and their status saved at the bottom of the page so you can refer back to them anytime.


	How to Make a Grant Recommendation
	This is an exciting new feature on our portal! - Follow along with this video tutorial
	1. Starting on the homepage, click the make grant recommendations link or find the "New Grant Recommendation" button on the fund or grants pages.
	You can choose from four methods to select a grantee organization. Your options include:
	Search VCF Database: Search within our database of organizations previously funded by the Vermont Community Foundation
	Search Previous Grantees: Search from a smaller list of organizations that your fund has directly supported in the past
	Search GuideStar: Search a list of around 3 million registered nonprofits
	Directly Enter Grantee: Use this method only if you cannot find your grantee through other means. Please double-check all details carefully to ensure accuracy!
	Generally, we recommend using the VCF database search, as it provides prefilled details for easier data entry. Follow the instructions below to proceed with this method.

	2. Click the Search VCF Database button
	Click here


	How to Make a Grant Recommendation
	a) Type the nonprofit you want to grant to in the search bar on the right side of the screen.
	b) Select it by checking the box on the left.
	c) Click Recommend a Grant in the green header button to move forward.
	4. Verify that the nonprofit you selected is correct, and then click Create Grant Recommendation in the green button.
	Click here

	How to Make a Grant Recommendation Continued
	5. Great news! The grantee information for Parts 1 and 2 is already filled in. Simply start with Part 3 and complete each section—make sure to select the fund you’d like to grant from, choose the purpose from the dropdown menu, and enter the grant amount in the designated field.
	If you choose “Specific Project or Program’ or ‘Other’ as the purpose, you’ll need to provide more details. Finally, indicate how you’d like the grant to be recognized.
	6. Click Save and Next

	How to Make a Grant Recommendation Continued
	Other Methods to Select a Grantee Organization
	(How to Make a Grant Recommendation Continued)

	How to View Grant History
	Easily access a comprehensive report of your grants anytime through our portal.
	1. Starting on the Home page, click Grants in the header.
	2. View your full grant history here. Note: this list will include grants made from any fund that you can access.
	Thank you for your continued generosity and impact.


	Grant History Key Terms
	How to Check the Status of a Grant or
	Submit an Unsubmitted Grant
	Check the status of your grant recommendations, recall a grant recommendation, or submit an unsubmitted grant recommendation—all in just a few clicks! Start on the Home page and click Grants in the header.
	Check your grant status on this page:
	Unsubmitted or in-review grants appear in the middle section.
	Approved grants appear in the last section at the bottom of the screen.
	1. To submit an unsubmitted grant, click View/Edit on the left side of the screen for your unsubmitted grant.

	How to Check the Status of a Grant or
	Submit an Unsubmitted Grant Continued
	2. After clicking View/Edit, you will be brought to the details of the grant recommendation. Here you can:
	Verify all information
	Make any necessary edits
	Choose to cancel the request or submit the grant
	How to Recall a Grant
	Please Note: Once the status of a grant recommendation changes to "In Review" it cannot be recalled.
	1. To recall a submitted grant, click View/Cancel on the left side of the screen of your submitted grant recommendation.


	2. Click the Recall Grant Recommendation button at the top of the page.
	3. It will ask you to confirm that you would like to recall the grant recommendation. Click the Recall Grant Recommendation button again to confirm.
	4. The status of your grant will change to Unsubmitted on the top right side of your page.
	Congratulations! Your grant was recalled. You can click Back to go back to your grant summary page.

	How to View Fund Details & Information
	Our portal offers access to comprehensive information about your fund(s).
	1. Starting on the Home page, scroll down and click on View Fund Details.
	2. View a comprehensive fund summary of grants, gifts, and market value history.
	We will break down each section on the following pages for deeper insights.
	Note: Processing times and system sync schedules vary, so you may see a delay between when information is entered and when it is visible in the portal. If you have a question, please reach out to us!

	Key Terms (Fund Information)
	Key Terms (Fund Information) Continued
	How to View & Print Fund Statements
	Easily access, download, print, or email your fund statements in just a few steps.
	1. Starting on the Home page, click the get fund statements link or go to the Fund dropdown in the header and select Statements & Fund Documents.
	2. Select your fund.
	3. Select Fund Statements from the dropdown menu.
	5. For a helpful explanation of terms on your fund statement, visit https://vermontcf.org/terms
	Click here
	Click here
	Select Fund Statements


	How to View Gift History
	Access comprehensive information about your gifts anytime.
	1. Starting on the Home page, click Gifts in the header.
	2. View your full gift history here. Note: if you are looking for gifts to a fund from other donors, you can find this in the Fund Details page under  the “Gift History” tab.
	Thank you for your continued generosity and impact.


	How to Review Funding Opportunities
	Explore featured opportunities for collective giving and ways to make an impact by channeling your generosity where it is needed most.
	1. Click on Funding Opportunities in the header to learn more.
	2. Explore each opportunity by clicking on the funds that interest you most.
	Note: Funding opportunities you see above may not be reflective of the most current opportunities active in your portal.
	Thank you for exploring ways to make a difference in our communities!

	How to Make a Gift Online
	(Credit Card or Bank Transfer)
	Your generosity fuels the causes you care about most. Here’s how to make a gift online:
	1. Start on the Home page and click the make a gift link.
	2. Select the fund that you would like to make a gift to.
	3. Click the Add to Fund button in the top right corner.
	4. Choose whether your gift is one-time or monthly, enter your amount, and click click Continue.
	5. Enter your donor information, then click Continue again to choose credit card or bank transfer (ACH).
	6. Follow the prompts to complete your payment securely.
	Congratulations on making your gift! Thank you for making a difference!
	Click here



