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C-Suite Portal Guidelines
for Fundholders

The Community Foundation of New Jersey (CFNJ) will debut a redesigned
fundholder portal system on April 1, 2025, so we've provided guidelines in the
following pages to help smooth your transition to using the refreshed platform.

Although the user experience and appearance will be different in the portal,
fundholders can still manage their fund online, see their fund balance, view
past grants, etc.

The portal is available 24 hours a day and can be accessed through CFNJ’s
website at cfnj.org. If you have questions, contact Lydia Gracey at

Igracey@cftnj.org or 973-267-5533. A section on troubleshooting issues is also
included on page 8.

Portal Features

Fundholders:
e Can review monthly statements in the “Resources & Statements” section

e See the most recent transactions when they log into the Portal Fund
Summary Page

e Review all pending and completed grants paid from the account in the
“Grant History” section

e Submit grant requests and make a contribution to their fund


http://www.cfnj.org/
mailto:lgracey@cfnj.org

Verify your pin

If the email provided exists in our system,
an email has been sent that contains a
PIN which will be valid for up to 8 minutes.
Check your spam or junk folders if you do

not receive the email,

Pin

Portal Log-in Page

If you're accessing the portal for the first time, you should've received an
email with a temporary pin code from Community Foundation of New
Jersey <no-reply@fcsuite.com>. Note that this code will expire after six
minutes.

Once you log in with your email address on the Portal Log-in Page, you will
be prompted to enter your pin code. You should then access your profile
page by selecting “Profile” in the top right-hand corner of the screen (see red
arrow above) and clicking “Security” on the left side of the screen to set up
your password. Take note of your new password.

If you already have an account, continue to use your current password.
To access the portal at any time, visit CFNJ’s website at cfnj.org and select

“Fund Login” in the right-hand corner of the homepage.
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Portal Landing Page

Once you log into the Portal Landing Page, you can select the fund you wish
to view. Some fundholders will have multiple funds listed on this page, while

others will have one.
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FUND SUMMARY Knox Hill Fund - CREATE GRANT REQUEST

CONTRIBUTIONS TO
FUND Current Balance Liquid Assets Tedal Contributions Total Grants

28,703.80 28,703.80 42,000.00 26,060.00

01012018 - 12302010

Donation Amount Donation Trends

45,000
40,000
35,000

30,000

Portal Fund Summary Page

Once you select a fund to view, you will see your balance, assets,
contributions, and more on the Portal Fund Summary Page. Note that the
menu items that appeared at the top in the old portal design on this page
have been moved to the left side of the screen. Your statements, receipts,
and financials have also been moved to the “Resources & Documents”
section (see red arrow above).

In addition, this page provides a summary of recent donations you have
made to your fund, as well as recent grants you have made to nonprofits.
You can click on the date on the right side of the screen to select additional
date ranges. To see more details about your contributions or grants, click on
the "Contributions to Fund” or "Grant History" buttons on the left side of the
screen.
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Knox Hill Fund

=To request & new grant, you can select a grantee from the drop-down meanu of enter a new nonprofit

=If the organization has multiple locations. please inchede in the Additional Notes the specific location o chapter of your choice for cur staff to process accurately.

=Grant requests received by closs of business Tuesday will typically be issued by Friday of the same weak. However, please note that we conduct due ddigence on
each grant by verifying 501c3 status and ing banking i per aur protacals, We also tranemit an awand hetter indicating donor
restrictionintent and, if desired, prefarmed s o the donor. O grants may ba delayed as we compiete the dus tligence process.

Grants

Reques! Date Status Recipient

020652025 Paid Live Like Meacs Foundation

lﬂlus [

Portal Grant Request Page

The way you navigate through the “Contributions to Fund” and “Grant History”
menu items is the same, but they have been moved to the left side of the
screen as mentioned on page 4. The process for creating a grant request is also
slightly different.

To get started, fundholders will need to click the “Create Grant Request” button
in the top right-hand corner of the screen (see red arrow above).

e The process of searching for a grantee, viewing previous grantees, and
manually typing in the name of a grantee remains the same.

e To copy a grant request you made previously, click on "Grant History.” Then,
select the name of the organization you would like to make a grant to and
click the "copy” button on the right side of the screen.

e Once you select the grantee you would like to make a grant to, please
include details about the amount of the grant. If you would like to provide
the nonprofit with information on what the grant is for, you can include those
details in the "Description” section. Once everything is complete, select
"‘Review" and then "Submit Request.”
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Portal Profile Page

The Portal Profile Page is a new feature available for fundholders. You can
change your password and username on this page (see red arrow above). A
“Personal Information” and “Security” section appears on the left side of the
screen.

The “Personal Information” section allows you to view the name, address,
email, and phone number we have on file.

The “Security” section allows you to change your username or password and
enable two-step verification.
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Donato 1o any of thess funds anline. i you have any questors. please contact s o1 BT3-287-5533 or by email al infofcinj ang.
Ploase note: the Community Foundation carnot pursuse thind-party matching gilts under $100
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Knox Hill Fund

Adam O'Brien Recovery Alex Patenaude Fund Bay Head Yacht Club
Foundation Fund Tho Atss Patanaisso Funds missian is 10 holp buld Preservation Fund

As 1o Feundas of the Parents Caalition fod a maaningtul and Lastng mamery of Alox Tha Bay Haad Yacht Club Presssvation Fund exists
Substance Abust Awatarss (PCSAA] and 4 Patenauce and the sosial and emctonal gifts Alex 1o prosarve tha histsry of this uriguo commurity
mamber of The Adam 'Brian Recarery brought 1o his lifo. Alox always = and instinctively gom

Foundation, Gall ©Brien has saised hunds and
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Giving Hub Page

Although you can access the Giving Hub Page the same way by clicking on
“Give Online,” which appears in the top right-hand corner of CFNJ’s website
at cfnj.org, the layout of the page is slightly different if you access it by
clicking on the "Donate” button through the portal.
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Troubleshooting Issues

I haven't received the auto-generated email with a temporary pin yet.
What should 1 do?

Check your Spam or Junk folder for an email from no-reply @fcsuite.com. If
it hasn’t arrived within an hour, email Lydia Gracey at Igracey@cfnj.org so
that we can resend the information you will need to get started.

I don't understand how to navigate the portal. Where can | get help?

You can email Lydia Gracey or call us at 973-267-5533.

I've lost my password. What should | do?

For security reasons, the Community Foundation does not have the ability to
access your password. To regain access to your account:

Return to the Portal Log-in Page

Click on the “Forgot Your Password?” link
Type in your email address

Request a new password

A link to reset your password will be sent to your email address.
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