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 01 How to Move Between Funds

STEP 1
If you manage more than one fund, you can move between funds on the 
"Home" or "Fund Summary" pages. See examples for each page below. 

STEP 2

On the "Home" page, there is a fund selector box for each fund. Click on the 
box to select the fund you would like to view.
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STEP 3

You can choose"Fund Summary" at the top of the page and select the fund 
you would like to view.



STEP 2

Your grant history is a summary of all grants made from all of your funds. You 
can chose to view the history for as many of the funds as you want. In the fund 
name field, chose the one(s) you would like to view. Click the box to choose 
your funds and click the delete button or backspace button to remove them.

02 How to View Your Grant History

STEP 1

Once you have chosen the Fund Name, you can click 
"Grant History" at the top of the page.
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STEP 4

STEP 3

Choose dates and click "Apply Filter."

To view grants made to a specific recipient, click the dropdown list
under "Grant Recipient" and select one.
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STEP 6

STEP 5

Choose "Apply Filter."

To view grants made within a specific timeframe, select the start
and end dates.
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STEP 8

STEP 7

Click "Apply Filter."

If you would like to grant to the same recipient, select "Repeat Grant"
in the right-hand column. You will have the option of granting the
same amount or changing the amount.
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STEP 1

Click "Gift History."

STEP 2

This page shows all of the gifts made to your fund(s), including 
donors and their addresses. 
If someone makes a gift anonymously, their information will not appear   alongside 
the gift.

03 How to View Your Gift History
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STEP 4

Click "Apply Filter."

STEP 3

"Gift History" shows gifts made to all of the funds that you are 
connected with. To filter by fund, click the "Fund Name" box  and chose 
from the list provided. 
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STEP 6

Click "Apply Filter."

STEP 5
You can view gifts to multiple funds by selecting them in the "Fund 
Name" box. Click the delete button or backspace button to remove them. 
The "Formal Fund Name" column in the table below indicates which fund 
the gift was made to.
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STEP 8

STEP 7

Click "Apply Filter."

"Gift History's" default view shows gifts made throughout the
current year. To filter by date and view more gifts, type the start
and end dates or click the calendar icon.
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STEP 1

Click "Fund Statement."

STEP 2

Your fund statement preview will show year to date by default. To change 
the date range, type the start and end dates.
If you would like to see your fund's year-to-date details, select January 1 for the start date.

04 How to View Your Fund Statement
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STEP 4

STEP 3

Click "Apply Filter."

To print your fund statement according to the date range chosen,
click the printer icon in the top right corner of the PDF preview. 
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STEP 5

To download a PDF according to the date range chosen, click the
downward-facing arrow in the top right corner of the PDF preview. 
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STEP 1

Click "Recommend a Grant."

STEP 2

Ensure the fund shown as "Currently Viewing" on the left is the one you 
would like to recommend a grant from. You have the option to grant to a 
Organization or an Established Fund. Choose one from the dropdown. 

05  How to Recommend A Grant
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STEP 3

On the Recommend a Grant Organization page, select the Organization 
Name field and search for the nonprofit organization you would like to 
grant to. If you cannot find the organization, email Accounting@spcf.org.
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The organization's address will appear and you will be asked if the address 
has changed. If yes, you can enter the updated address. If a gift is in 
memory or in honor of someone choose "Add dedication".



STEP 4

Type the amount you would like to grant to the organization. (The minimum 
amount is $50). Include a Grant Purpose, any documentation or additional 
notes in the Recommendation Note field.
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You can chose to issue your grant anonymously. Click the check box 
if you chose to do so.

Check the box next to the Certification text to confirm that no personal 
benefit is derived due to this grant. Choose "Submit Now" to submit 
your grant. If you want to schedule the grant for a later date, choose 
"Submit Later". Grant requests may include a preferred grant date; 
however, grants are generally processed on Thursdays, and we will make 
every effort to process the request on the Thursday closest to the requested 
date. 



STEP 5

If you choose to grant to "Established Fund", on the Recommend a 
Grant Established Fund page, select the "Gift Fund" field and search 
for the fund at the Foundation that you would like to grant to.

STEP 6

Type the amount you would like to grant to the organization or fund. (The 
minimum amount is $50). Include the date you are making the grant 
request, Purpose of grant, any documentation or additional notes in the 
Recommendation Note field.
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STEP 7

If you would like your grant issued on a later date, you may choose 
another date on the "Grant Date" calendar. Grant requests may include 
a preferred grant date; however, grants are generally processed on 
Thursdays, and we will make every effort to process the request on the 
Thursday closest to the requested date. 
Requests must be received by the end of business on Friday to allow for 
check issuance on the following Friday. Grants over $25,000 may require 
up to two weeks for processing. Processing schedules are subject to 
change due to holidays, large grant requests, or other extenuating 
circumstances.
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STEP 9

Once your recommendation has been submitted, you will be redirected 
to a "thank you" page. Here, you can chose to recommend another 
grant or navigate to a different page. 

STEP 8

Check the box next to the Certification text to confirm that no 
personal benefit is derived due to this grant. Choose "Submit Now" to 
submit your grant. If you want to schedule the grant for a later date, 
choose "Submit Later". Grant requests may include a preferred grant 
date; however, grants are generally processed on Thursdays, and we will 
make every effort to process the request on the Thursday closest to the 
requested date. 
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Frequently Asked Questions 

The Frequently Asked Questions section of GOFund provides some helpful information. 
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