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Fund Portal Overview

As a fundholder you have access to the online Fund Portal where you can access fund information. If you do not have access already, please contact Liz Garrison at 804.545.8628 or liz@rjfoundation.org. 

Once you receive a link to access the portal via email and your temporary password, go to the Login page, enter your credentials, and log in.  You will then be prompted to create your own password.

Once you have logged in, you can select the following options on the left side of the page to review the different areas available to you as a fundholder.

· The “Fund Summary” section shows the Fund’s current balance plus the spendable balance (if applicable). This area also lists all fund advisors, shows recent contributions and recent grants given for the Fund.

· The “Donations” section provides a list of donations received for the Fund.

· The “Grant History” section shows a list of any grants made from the Fund.

· The “Grant Recommendations” section shows the history of grants payments made from the Fund. 

· The “Resources and Documents” section shows fund statements if they are setup for the Fund. Fund Advisors will be able to view newly created fund statements immediately after they are created.
· Printing Statements – Click on View.  The system will generate a PDF in a new window in your web browser that you may save or print.

· To “Create Grant Request” from any of the sections, click on the blue button at the top right. 
· From here you can choose 1) Previous Grantee or Fund – a drop down menu will provide a list of previous grants, 2) Search Grantee - to see if your organization is already in our system, and 3) Manual Grantee.
· Complete the sections including description and amount (must be at least $100). Here you may indicate if you want the donation to be Anonymous by clicking the checkbox. If you want to set up a reoccurring payment, click the checkbox Reoccurring and indicate the timeframe (eg. Monthly or annually). 
· Then click on the button at the bottom of the screen “ADD TO CART”
· Finally click on the button in the top right “SUBMIT GRANT REQUEST”

· Remember to use the “Logout” tab to close your Donor Portal. You will be automatically logged out each night even if you do not logout.



Locked out of your Fund Portal?
If you are locked out of your account, click Forgot Password on the login page. Enter your username and click the Reset Password button. If an account with the provided username is found, instructions to reset your password will be sent to the email address for that account. If you’re still having trouble, please contact Liz Garrison at 804-545-8628 or liz@rjfoundation.org.			LAG 1.2.26
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