NAPA VALLEY

COMMUNITY FOUNDATION

DonorCentral User’s Guide

Online Access to Your Fund and Grant Information



Accessing Your Fund Information via DonorCentral

Visit http://www.napavalleycf.org/

Click on “Your Fund” at the top of the page
You can also access DonorCentral by going to: https://www.edonorcentral.com/login_2172.asp
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WHAT WE DO FOR DONORS FOR NONPROFITS FOR ADVISORS

When you think of the future, what do

Enter your user name and password on the “DonorCentral Sign On” page. If you have any trouble
logging in, contact Ellen Drayton at 707-254-9565 x14 or ellend@napavalleycf.org.

INAPA VALLEY

COMMUNITY FOUNDATION

DonorCentral Sign On

User Name: Password:

l\ |

Forgot Your Password?

DonorCentral is a service for the Napa Valley Community Foundation clients and their
authorized advisors and representatives to view fund balances, contributions to the funds and
grants made. The information is updated daily. Napa Valley Community Foundation clients can
also use this online service to make grant recommendations.

If you would like to register to use DonorCentral, click here.

Take a TOUR of DonorCentral by Clicking here.

When you are done using the DonorCentral site, make sure you click “Logout” to end your session.
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Modifying Your Information

Click on “My Profile” and then the “Edit” button at the bottom of the page to change your password, edit
or update your contact information and select your interests (optional). We will use the interest areas
from your profile to gear content on DonorCentral to the kinds of charitable programs you like to
support. Make sure you click the “Save” button to save your changes.
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My Profile
Change Password

Main Profile Information

Name Mr. and Mrs. Bill Smith
E-Mail billsmith@gmail.com
WorkPhone  (555) 789-5689
Ext.

Cell Phane (566) 769-2659

Address Information: Home Address

Address Type  HOME
Address Line 1 8968 Main St.

City/State/Zip  Napa, CA 94559

Interests

GranteeType [ Arts, Culture, and Humanities
Education

Environment and Animals
Health

Human Services
International, Foreign Affairs
Public, Societal Benefit
Religion Related
Mutual/Membership Benefit

1 i I i o R

Unknown, Unclassified

Click ‘Edit to modify your profile information and manage your giving preferences.



How to Recommend a Grant from Your Fund

To recommend a grant from your Fund, click the “Make a Grant” link in the navigation at the top of the
page.

If this is the first time you’re granting to a particular organization, type the name of the organization you
wish to support in the “Name” field of the “Research Charities” form to search the NVCF database. You
can also search by Tax ID, location, or Grantee Type.
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Research Charities

Look up nonprofits in NWVCF's database by any of the options below to review potential matches. f your search doesn't yield any results, or if you are
unable to find the organization you want to support, please go to the Home Page and click on the link to "Make a grant to a group that's not in the
INVCF database.”

MName contains |Z| California Mative Plant Societﬂ
Tax Id (optional) Example: 0455565555
City State/Province | - Select — El Postal

GranteeType Arts, Culture, and Humanities
Education
Ervironment and Animals
Health =

-

[] Search in prior recommendations

Organization Name # Location Actions

Califarnia Native Plant Society L&l Sacramento, CA, 2707 K Street. Suite 1

Califarnia Native Plant Society - Napa Chapter k& Mapa, CA, 2201 Imola Avenue Make a Grant

Page size: 10 |Z|

Results from your search will appear under the search fields. Your search may return more than one
result. Above are the results for a search of “California Native Plant Society.” There are two results. If
there are more than 10 results for your search term(s), a navigation bar will appear at the bottom of the
page, allowing you to see additional results. You can also click “Location” to sort alphabetically by city
and state.

If there is more than one result for your search, make sure you select the organization with the correct
address. It is not uncommon to have a result for the local branch of an organization and one for the
national or statewide parent organization.

Once you find your desired organization, click “Make a Grant.”



If your search doesn’t yield any results or if you are unable to find the organization or branch you want
to support, please go to the “Home” page and click on the link to “Make a grant to a group that’s not in
the NVCF database.” A blank grant recommendation form will open. Please fill in all of the fields

marked with an asterisk.
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| Want To... Fund Information $964,828.41
< + [Viake a grant to a group that's not in the N'CF database > Fund Name Fund Id Balance  Actions
- T
» Make a grant to an organization my Fund has supported in the past Napa Valley Demo Fund 9999 5964528 41 View

+ Research GuideStar

If you would like to recommend a grant to an organization you’ve supported in the past, click the “Make
a grant to an organization my Fund has supported in the past” link in the “I Want To...” section of the

home page
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| Want To... Fund Information $964,828.41

+ Make a grant to a group that's not in the NVCF database Fund Name Fund Id Balance  Actions

« Dow
& Make a grant to an organization my Fund has supported in the past > MNapa Valley Demo Fund 9999 5964828 41 View

When the list appears, find the desired organization and click “Make a Grant” to bring up the grant
recommendation form.
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Below is an image of the grant recommendation form. If you were able to find the desired organization
in the search results, or if this grant is to an organization you’ve previously supported, most of the fields
will be populated automatically from the information in our database. Only fields marked with an
asterisk are required, so it's ok if you aren’t able to enter all of the requested information. Make sure
you click “Save” when you’re done.
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Grant Recommendation Form

Existing Organization in NVCF Database

To recommend a grant from your fund,
contact us at ellend@napavalleyd.org

Ut the form below. Fields marked with * are required. If you have sny questions, plesse
seas
Upon approval, please allow 2 weeks for processing and distribution of funds to the designated organization.
Fund Name:* | Napa Valley Demo Fund (8938 B3]
Ananymous Grant?

n confirm that (i) | (we) will

i) these distributions will not be used

Name of Grantee
Organization *

1340 Street

Address 2
City" |Nsps
State* | California [=] zip- =255
EIN or Tax ID
Amount: "
Grant Purpose * -
“
By seledting the "I Agree” button, the sdvisor(s) of the sbove named Fund of the Napa Valley Community

Foundstion recommend approval of this distribution

& that by selecting the | on | am signing the recommendstion form electronically which
handuwritten signature. | {We) understand that the NVCF Board of Directors will make final

Please note: your grant recommendations have not been submitted to NVCF yet! You must
complete the steps on page 6 of this manual in order to submit them.

After you click “Save,” you will see a list of your pending grant recommendations. Review the list to
make sure the grants listed are accurate. You can access your pending recommendations at any time
from the “Recommendations” link at the top of the page. If you want to recommend another grant, click
the “Continue suggesting grants” button. This will take you back to the page where you can search for
additional organizations and make additional grants.
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Pending Recommendations $250.00

To submit your recommendations, check one or more of the boxes on the left and click Submit List
Organization Name Amaunt Actions

525000 Edt X

Cope Family Center

Recent Grants




Submitting your Grant Recommendations to NVCF:

To submit one or more of your grant recommendations to NVCF, click the “Recommendations” link at
the top of the page and check the box or boxes next to the grant(s) you wish to submit. Click “Submit
List” to send your recommendations to our Grants Administrator for processing.

- Recommendations (1 Logged in as + Logout
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Pending Recommendations $250.00

To submit your recommendations, check one or more of the boxes on the left and click Submit List

£ Organization Name Amount Actions

@ Cope Family Center $250.00 Edt X
Continue suggesting grants Recem Grams@

You will receive the following on-screen notification when your grants are submitted. You also will
receive an email confirming your grants.

. N
5 The page at https://www.edonorcentral.com says: ﬁ

Selected suggestion(s) successfully submitted.

To see the grant(s) you just submitted, click “Fund Summary” at the top of the page and scroll down to
the “Submitted Recommendations” section.

Submitted Recommen@ $500.00 #

Date » Grantee Amount Description
71072013 Cope Family Center $250.00 for general support
7/8/2013 MNapa Walley Hospice & Adult Day Semvices $250.00 for general support

Page size: | 10 |Z|



View your Fund Information

On the “Fund Summary” page you can view your Fund’s balance, the grants that have been paid, the
grants you have submitted to NVCF but are not processed yet, the gifts made to your Fund, and your
PDF fund statements.
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Fund Summaryr
Frint Pege Export Gifts Export Grants

Fund Napa Valley Demo Fund I;‘
Period All |I|
J This Manth A~
Grants Pai This Guarter $84 651.00
This Year
Last Year
Grant
Date ¥ Grantee Amount Descripticn Status
2/18/2012  Catholic Charities 54.768.00 St. Joseph Home for Children in furtherance of charitable
purposes
12/28/2011 Carmel Mission Foundation, Inc 212,500.00 Mission Restoration
8/18/2011  Cathelic Charities 34,9222.00 general support
C icC ity Fd-C ity . -
gi1aizgry  CethelisCommunity Fa-Community 82,461.00  Community Pricrities Fund 251004
Priorities
8/23/2010  Community Hospital Foundation 510,000.00 Cancer Fund

siz7/20pp | “chdiocese of St Paul and =0.00 Genersl Support
Minneapolis

4/18/2008  John Ireland-IHM Campus 5E0,000.00 Approved

Fage size: 40 E

Gifts $968.828.13 *
Cate ¥ Desoription Gift amount Hon-gift amount Donor
1722012 Chec 25,000.00 20.00 Bill Smith
12/20/2012 14,250 shares ABC Corp commaon stock SB23.82812 20.00 Bill Smith
5272012 Check 250,000.00 20,00 Bill Smith
1/3/2010 Cheok 35,000.00 30.00 Bill Smith
1/2/2009 Check 585,000.00 30,00 Bill Smith

Fagezize: 10 [

Fund Statement

Select a range

[=]

Your Fund’s entire grant and gift history is included in the “Fund Summary” section. If you only want to
see the fund activity for a restricted length of time (i.e. the last month, quarter or year) you can select
the “Period” from the drop-down menu toward the top of the page.



To view a PDF version of either of your two most recent Fund Statements, select the date range you
want to see from the drop down menu in the “Fund Statement” section and click the “Get Statement”
button.

Fund Statsment

Select a range

07/01/2012 - 12/31/2012 |Z|

@ View Fund statement™

@) Email Fund statement

Get statement

Fund Balance $555,555.55

Available to Spend $536,356.55

Troubleshooting

If you have any questions or you are having trouble with any of the items listed above, please contact
Ellen Drayton, ellend@napavalleycf.org or (707) 254-9565 x14 for assistance.
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