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Fundholder Portal Guide 

Fundholder Portal 

As a fund holder, you can access your fund information online through our Fundholder Portal. Within the 

portal, you can easily check your fund balance, view and download fund statements, recommend and track 

grants, give to your fund and more. The Fundholder Portal makes it easy to manage your funds and is 

available 24/7 from anywhere, on any device. 

Initial Login Process and Creating Your Account 

You will receive an email from The Community Foundation San Luis Obispo County with a custom 

invitation link to create your account in the Fundholder Portal. Your username will be the email 

address you received the invitation link to. If you would like to change the email linked to your 

account, please contact our Donor Services team at donorservices@cfsloco.org. Once you click on the 

invitation link, you will be prompted to create a password of your choice. 

 

 

 

 

Returning Users 

To access the Fundholder Portal, visit our website at www.cfsloco.org and click the Login button in 

the top right corner of the page. You will be redirected to a login page where you will enter your 

unique username and password. If you forgot your login information, please contact our Donor 

Services team at donorservices@cfsloco.org. While our team can assist you with resetting your 

password, please understand we do not have access to user passwords and cannot look them up for 

you. 
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Donor Portal Features 

Fund Summary: Your homepage is a quick snapshot of your fund’s most recent 

activity. It will show your fund’s current balance, the spendable amount, all fund 

advisors, recent contributions and recent grant history. 

 

Gifts Received: This tab shows all contributions made to your fund. Clicking on a 

contributor’s name will bring up their history of contributions including date of gift and 

amount. 

 

Grant History: This tab shows the history of grants awarded from your fund 

including date, organization name, purpose, and amount. 

 

Grant Status: This tab allows you to make a make a grant recommendation from your 

fund and view recent grant statuses (not available for scholarship funds). 

 

Fund Statements & Resources: This tab shows your fund statements in PDF 

format. The Resources and Investment Reports subtab shows the investment 

performance report, guides to assist with portal navigation, a fund amendment request 

form and more.   

 

Give and Get Involved: This tab will redirect you to our giving and foundation 

events page. There you can search for and give to our featured funds or buy tickets for 

an upcoming event. 
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How to Change my Username and Password 

This guide helps you change your username and/or password in the Portal.   

 

1. Navigate to the Portal Login Page.  

2. Enter your username and password. Then click "Login".  

 

3. Click the "Profile" tab on the upper right-hand side.  
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4. Click the "Security" tab on the left-hand side.  

 

Follow the steps below to change your username.  

5. Click "Change Username" on the upper right-hand side.  

 

6. Enter your new username in the text box. Then click "Change Username."  

 

 



Page 7 
For assistance, contact our team at donorservices@cfsloco.org or 805-543-2323 

 

Follow the steps below to change your password.  

7. Click "Change Password" on the upper right-hand side.  

 

8. Enter your old password in the first text box and your new password in the middle 

and bottom text boxes. Then, click "Change Password."  

 

If you do not know your old password, please contact our Donor Services 

team at donorservices@cfsloco.org or 805-543-2323.  
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Where to View My Fund Balance 

This guide helps you view your fund balance in the Fundholder Portal.   

 

1. Navigate to Portal Login Page.  

2. Enter your username and password. Then click "Login".  

 

3. If you have multiple funds, select the desired fund by clicking "View Fund".  
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4. View your Spendable and Current Balance amounts.  

 

Tip! Your fund balances will always be available on the left-hand "Fund Summary" tab.  
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How to Give to My Fund  

This guide assists you with making a gift to your fund through the Fundholder Portal. We 

accept credit or debit card payments in the portal. We can accept gifts of real estate, IRA 

contributions, and stock gifts, but you’ll need to contact our Donor Services team to 

facilitate the gift.  

An external giving page can also be shared with your friends and colleagues that may want 

to participate with an online gift. Please contact us to learn more. Checks can be mailed to 

our office, made out to Community Foundation San Luis Obispo County with the name of 

your fund in the memo line.  

 

1. Navigate to the Portal Login Page.  

2. Enter your username and password. Then click "Login".  
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3. If you have multiple funds, select the desired fund by clicking "View Fund". 

 

4. Click the "Give to My Fund" button on the upper right-hand side.  
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5. Enter your gift amount.  

 

6. Click "Next".  
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7. Enter your card information.  

 

8. Click "Pay".  
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Transaction Verification  

9. Click the donation ID to view transaction details.  

 

 

10. View transaction details.  
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How to Create and Track Grant Requests  

This guide helps you create, modify, submit, and track grant requests in the 

Fundholder Portal.   

  

Step 1: Log into Fundholder Portal.  

 Navigate to the Portal Login Page.  

 Enter your username and password. Then click "Login."  
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Step 2: Navigating Your Fund.  

 If you have multiple funds, select the desired fund by clicking "View Fund."  

 

 Click "Create Grant Request" on the top righthand corner.  
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Step 3: Select Organization Entry Method.  

 

Step 3A: Previous Grantee or Fund. 

 Click "Previous Grantee or Fund" to find an organization previously granted to or a 

featured fund of The Community Foundation.  

 

 Click the text box to select an organization or fund from the dropdown menu.  
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 In this example, I chose ALF Food Pantry.  

 

 

Skip to step 4 (page 23). 
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Step 3B: Grantee Search.  

 Click "Search Grantee" to search for an organization in The Foundation's database 

or the national nonprofit database, known as Candid.  

 

 Type in the organization's name in the "Grantee Name" field and any other known 

fields. Then click "Search."  

 

Tip! If you know the tax identification (EIN) number, your search will be an easier 

process.  
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 Find the organization in our database.  

 

 

 Find the organization in the national nonprofit database, known as Candid.  
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 Once the organization is found, click "Create Request."  

 

 

Skip to step 4 (page 23). 

 



Page 22 
For assistance, contact our team at donorservices@cfsloco.org or 805-543-2323 

 

Step 3C: Manual Grantee.  

 Click "Manual Grantee" to manually enter an organization's name and address.  

 

 Enter the organization's name, address, and any other known information. Then 

click "Submit."  
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Step 4: Enter the Grant Request Details.  

 Select the purpose of the grant.  
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 If "restricted to support..." is selected, please type in the specific program or purpose 

you would like the grant to contribute towards.  

 

 Enter the grant amount. The minimum distribution amount is $500.  
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 Please use the Grant Request Field Definitions table to add any additional details.   

 

 If you are an organization requesting a distribution, you must check the bottom box 

and attach documentation of your board's approval.  

 

 



Page 26 
For assistance, contact our team at donorservices@cfsloco.org or 805-543-2323 

 

Step 5: Modify Grant Requests (if needed).  

All modifications must be made before submitting your grant 

requests. For further assistance contact Donor Services 

at donorservices.org. 

 

How to delete a grant request:  

From the Grant Status tab, click "Delete" to remove an unwanted request from the 

cart.  
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How to edit your grant request:  

From the Grant Status tab, click "Edit."  

 

Modify your request as needed. Then click "Update Cart."  
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Step 6: Review and Submit Grant Requests.  

 Click "Review Grant Requests."  

 

 If the grant request looks correct, click "Submit Grant Requests."  

 

Tip! Please be on the lookout for a confirmation e-mail from The Community 

Foundation. If you need to contact us regarding your request, please reach out to  

donorservices@cfsloco.org or 805-543-2323.  
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Grant Request Status  

 Click on the "Grant Status" tab to review your 

cart and submitted grant requests.  

 

 

 

 

 

 

 View grant request status in the Status column.  

 

 Grant status definitions and timeline.  
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Cancel a Submitted Grant Request.  

Grant requests cannot be canceled once they pass the "Request" 

status stage.  

 

 Click on the "Grant Status" tab to review your cart and submitted grant requests.  

 

 Click "Cancel" to remove an unwanted grant request.  
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Where to View My Fund Statements, Investment 

Performance, and Additional Resources.    

This guide helps you view your fund statement, investment portfolio, 

and additional resources in the Fundholder Portal. All materials will be in a printable PDF. 

format.  

 

1. Navigate to the Portal Login Page.  

2. Enter your username and password. Then click "Login".  

 

3. If you have multiple funds, select the desired fund by clicking "View Fund".  
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4. Click "Fund Statements & Resources" tab on the left-hand side.  

 

View Fund Statements  

 Under the upper "Fund Statements" tab, you will see all statements and their 

reporting dates.  
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 To access your fund statement, click "view" on the right-hand side.  

 

View Investment Performance and Additional Resources  

Visit this section to access your Investment Portfolio, the How to Create and Track 

Grant Requests step-by-step guide (if applicable), the Fund Amendment form, and 

other helpful resources as they become available. 

 

 Click "Resources & Investment Reports"  
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To open a document, click the file name. 

 

 

Monthly investment reports are only available for funds invested 

in our portfolios. 
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Fundholder Portal Frequently Asked Questions 

I didn’t receive an email to set up my account. What should I do? 

First, check your spam or junk folder. If you still don't see the email, contact our team, 

and we'll send you an invitation. 

I want to change my email linked to my fund. Who should I contact? 

If you would like to change the email linked to your account, please contact our Donor 

Services team at donorservices@cfsloco.org 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I forgot my password. How do I reset it?

Click 'Forgot Password' on the Fundholder Portal login page and follow the prompts. If

you need additional assistance, we're happy to help.

How often are fund statements available?

Fund statements are uploaded quarterly. If your fund is invested, investment 

performance reports are uploaded monthly.

Where can I find my fund statements?

Login to  the portal and select Fund Statements & Resources to view and download 

your available statements and other resources.

I advise more than one fund. Can I see them all?

Yes. If you are  a  fund  advisor for multiple funds, all of your funds will be available 

under your account.

Can I add someone else to my fund's portal access?

Yes. If you would like to add or remove an authorized fund advisor, successor advisor,

board member, financial advisor, or other authorized representative, please contact us.

We'll help you complete a Fund Amendment Form to update your fund records and 

portal access.
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Can I recommend a grant  to an organization  through the portal?

Yes. If you  hold a fund with advisory privileges, you can submit grant

recommendations directly through the portal. All recommendations are reviewed 

through the Foundation's standard due diligence process before grants are approved 

and distributed.

Can I see who donated to my fund?

Yes. The Gifts Received section displays contributions made to your fund, including 

donor names (unless the gift was made anonymously), gift dates, and amounts.

Can I donate directly to my fund from the portal?

Yes. You can make a secure online gift to your fund using a credit or debit card. To 

make gifts of stock, real estate, IRA Qualified Charitable Distributions (QCDs), or other

non-cash assets, please contact our team.

Can my friends and family donate to my fund?

Yes. We can provide a secure online giving page that friends, family, and colleagues can

use to contribute to your fund. Contact us to learn more.

Can I schedule one-on-one training?

Yes. We'd be happy to walk you through the portal and answer any questions.  Schedule

a training session  with our Donor Services team.

We're Here to Help

Have a question about your fund or need help navigating the portal? Our team is here 

to help.

Email:  donorservices@cfsloco.org

Phone: 805-543-2323


