
 
Jewish Community Foundation of Greater Hartford 

Online Donor Portal FAQ 

JCF’s Online Donor Portal provides fund advisors with secure, round-the-clock 
access to track their funds and make grant recommendations through an intuitive 
platform. 

Our team has worked diligently to ensure the portal is easy to use and highly 
functional. However, we understand that any new system can take time to navigate. 
This FAQ is designed to help you get started, answer common questions, and 
support you as you explore the portal. We welcome your questions and feedback. 
Please contact us at 860-523-7460 or portal@jcfhartford.org 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

ACCESS AND LOGGING IN: 

I received a portal update email. What do I do? 
The new URL provided in this email (https://jcfhartford.fcsuite.com/erp/portal) replaces the 
Foundation's previous portal URL of https://jcfhartford.fcsuite.com/erp/fundmanager. 
Please update any browser bookmarks or other links you might have saved for the JCF 
portal to the new URL. 

Where do I access the portal? 
You can access the portal through our main website (https://www.jcfhartford.org) by 
clicking the “Donor Portal” button on the top right corner of the page. 

 

Click the text that reads, “Click here to access your fund information on our Donor 
Portal.” You will then be brought to the JCF portal login page. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

You can also access the JCF portal directly via the permanent link: 
https://jcfharford.fcsuite.com/erp/portal. If you are typing this address into your browser, 
please remember to include the full URL (including /erp/portal) so that you are directed to 
the correct login page. 

 

We recommend saving this URL and bookmarking it to your web browser so that you can 
easily access the portal in the future. 

 

 

How do I log into the portal? 
The new portal has two login options: username/password and email. When you first land 
on the JCF portal login page, you will be asked to provide a username and password. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

If you have used the previous version of JCF’s portal, your username and password for the 
new portal is the same. Alternatively, you can click “Login with email” to have a temporary 
PIN sent to your primary email address, which you can use to access your account 

 

I want to log in with username/password but forgot my password. What do I do? 
If you can’t remember your password, you can click the “Forgot your password?” button to 
have a temporary activation link sent to your email address. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Enter your username (by default, this is the primary email address on file with the 
Foundation) and click Send Email. If an account with the provided username is found, 
instructions to reset your password will be sent to the email address associated with your 
account. 

 

If you are still having trouble, please contact us at 860-523-7460 or portal@jcfhartford.org 
for further assistance. 

How do I change my username or password?  
Once you have logged into your account, click the Profile tab on the top menu. 

 

 

mailto:portal@jcfhartford.org
mailto:portal@jcfhartford.org


Jewish Community Foundation of Greater Hartford 6 
 New Portal FAQ 
 

If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Then select Security on the left side menu to change your username or set a new 
password. 

 

 

To enhance the security of your account, you can also activate 2-Step Verification for an 
added layer of protection during login. Click Enable after navigating to the Security tab to 
set up a 2-factor authentication process, either through an app or with your email address. 

 

FOR INDIVIDUALS AND FAMILIES: 

How do I check my fund balance? 
Users with one fund at JCF will automatically be brought to the Fund Summary page upon 
logging in. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Users who have multiple JCF funds will be brought to a funds list page upon logging in. The 
funds are listed in alphabetical order. Press “select” on a fund tile to view a fund. 

 

At the top of the page, you will see the fund’s current balance and spendable balance as 
of the day you access the summary page, along with the total amount of grants from and 
contributions to the fund since its inception. 

 

How do I view gifts made to my fund? 
The total amount of contributions to your fund since its inception is listed at the top of the 
Fund Summary page. Below the balances and totals (under the charts of recent grants) are 
charts showing recent contributions made to your fund. Hover over a data point to see 
more information. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Unlike the Total Contributions number, these charts automatically display one year of 
data ending at the last day of the previous month (e.g. accessing the page during April 2025 
will automatically generate data for April 1, 2024—March 31, 2025). To adjust these dates, 
click the button above and to the right of the recent grants chart that displays the current 
date range. 

 

You can then select or enter a new range of dates. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

To view more details and a full list of donations made to your fund, please select the 
Contributions tab. 

 

A list of contributions by date will be shown. 

 

If you have multiple funds, you can also use the drop-down menu at the top of the page to 
change the fund you want to review. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

How do I view grants made from my fund? 
The total amount granted from your fund since its inception is listed at the top of the Fund 
Summary page. Below the balances and totals are charts showing recent grants made 
from your fund. Hover over a data point to see more information. 

 

Unlike the Total Grants number, these charts automatically display one year of data ending 
at the last day of the previous month (e.g. accessing the page during April 2025 will 
automatically generate data for April 1, 2024—March 31, 2025). To adjust these dates, click 
the button that displays the current date range above and to the right of the chart. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

You can then select or enter a new range of dates. 

 

To view more details and a full list of grants from your fund, please select the Grants tab. 

 

A summary of grantees will be shown. Click Grant History to view details of all grants 
made from your fund. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

A list of grants by date will be displayed. 

 

If you have multiple funds, you can also use the drop-down menu at the top of the page to 
change the fund you want to review. 

 

How do I recommend a grant from my fund? 
If you would like to quickly duplicate a grant you have given in the past, you can copy a grant 
directly from the Grant History page. Select the Grants tab and click Grant History, then 
click the Copy button next to a previous grant. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Otherwise, please select the Create Grant Request button on the top right, which is 
available from any tab when viewing a donor-advised fund. 

 

If you have multiple donor-advised funds, make sure you have selected the fund you want 
to grant from using the drop-down menu at the top of the page before clicking Create 
Grant Request. 

 

You will then be given the choice to select from three options: 

• Previous Grantee or Fund: click this button to select an organization or JCF fund 
that you have made a grant to in the past. 

• Search Grantee: click this button to search for an organization or JCF fund from the 
full list of grantees. 

• Manual Grantee: click this button to enter a new organization if you can’t find it 
using the Search Grantee function.  
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Susan Lotreck
/

Susan Lotreck
Add text: Fewer words typically yield better search results.



Jewish Community Foundation of Greater Hartford 14 
 New Portal FAQ 
 

If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Once you have selected a grantee, complete the grant recommendation by filling in the 
description (grant purpose), amount, and any other information you want to add. Click Add 
to Cart to save the recommendation. 

 

If you want to add more recommendations, you can click the Create Grant Request button 
again. Otherwise, click the Cart button on the top right, next to the Create Grant Request 
button. 

 

 

Click Edit or Delete to make changes to a recommendation or select Review Grant 
Requests to view a final summary page of your unsubmitted grant recommendations. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Be sure to click Submit Grant Requests at the bottom of the summary page to ensure that 
the Foundation receives your recommendation. 

 

How do I view the status of past grant recommendations? 
Click the Grant Recommendation tab on the left side menu. 

 

Scroll past the Grant Request Cart (if applicable) to display a list of past grant 
recommendations and their status. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

How do I view published statements from my fund and other important 
documents? 
Navigate to the Fund Statements & Documents tab to view published statements and 
other important documents shared by JCF. 

 

Previous fund statements are displayed as soon as the tab is opened. To view other 
important documents (such as quarterly investment updates or the JCF Community 
Wishlist), please select Shared Documents. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

How do I add more money to my fund? 
Click the Donate to a Fund tab on the left side menu to navigate to the giving hub. 

 

Since you are logged in, you will see your own funds alongside the Foundation’s highlighted 
funds on the giving hub home page. Click Donate on a fund tile to make a credit card 
contribution to that fund. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

I also have permission to view an organization’s fund(s) at JCF. How do I access 
this view? 
Click the Profile tab on the top menu.  

 

If you have permission to access an organization’s portal view, you will see a button that 
says Change Profile at the top right of the profile page. Click this button to see all available 
profiles. 

 

Click Select on the tile of the profile whose funds you want to view. 

 

FOR ORGANIZATIONS: 

How do I view my organization’s fund balance(s)? 
On an organization’s funds list page, the first tile will list the organization name with a 
building icon, followed by tiles with the name of each fund the organization holds at JCF, in 
alphabetical order by fund name. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Select the first tile to see the conglomerate view of all funds in your organization’s portal. 
Otherwise, select a single fund to view information for that fund. At the top of the page, you 
will see the fund’s current balance and spendable balance as of the day you access the 
summary page, along with the total amount of grants from and contributions to the fund 
since its inception. 

 

You can switch between viewing a single fund and the conglomerate at any time by using 
the drop-down menu at the top of the page. 

 

Alternatively, click the Funds tab on the top menu to return to the funds list page. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

How do I export fund balances for all of my organization’s funds? 
While in the organization conglomerate view, select the Fund Balance tab on the left side 
menu to view a summary of fund balances (including spendable balances) by fund. 

 

Click Export to generate a CSV file of this information. 

 

How do I view gifts? 
Recent contribution information is displayed on the Fund Summary page. The total 
amount of contributions to the fund (or group of funds if in the conglomerate view) since 
inception is shown alongside the current and spendable balance at the top of the page. 
Below the balances and totals (under the grant charts) are charts showing recent 
contributions made to the fund. Hover over a data point to see more information. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

Unlike the Total Contributions number, these charts automatically display one year of 
data ending at the last day of the previous month (e.g. accessing the page during April 2025 
will automatically generate data for April 1, 2024—March 31, 2025). To adjust these dates, 
click the button above and to the right of the Grants chart that displays the current date 
range. 

 

You can then select or enter a new range of dates. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

 

To view more details and a full list of donations, please select the Contributions tab from 
the left menu. 

 

 

 

 

A list of contributions by date will be shown. You can also use the drop-down menu at the 
top of the page to change the fund you want to review or access the conglomerate view for 
a summary of contributions to all funds. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

How do I view grants? 
Recent grant information is displayed on the Fund Summary page. The total amount of 
grants from the fund (or group of funds if in the conglomerate view) since inception is 
shown alongside the fund balance at the top of the page. Below the balances and totals are 
charts showing recent grants made from the fund. Hover over a data point to see more 
information. 

 

Unlike the Total Grants number, these charts automatically display one year of data ending 
at the last day of the previous month (e.g. accessing the page during April 2025 will 
automatically generate data for April 1, 2024—March 31, 2025). To adjust these dates, click 
the button that displays the current date range above and to the right of the chart. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

You can then select or enter a new range of dates. 

 

To view more details and a full list of grants, please select the Grants tab on the left menu. 

 

A summary of grantees will be shown. Click Grant History to view the details of all grants 
made from the fund. 
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

A list of grants by date will be displayed. You can use the drop-down menu at the top of the 
page to change the fund you want to review or access the conglomerate view for a 
summary of grants from all funds. 

 

How do I view non-grant distributions? 
Select the Distributions tab from the left menu. This tab reflects any dollars sent out from 
custodial funds. 

 

A list of non-grant distributions by date will be displayed. You can use the drop-down 
menu at the top of the page to change the fund you want to review or access the 
conglomerate view for a summary of non-grant distributions from all funds.  
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If you have additional questions or need further assistance, 
please contact us at 860-523-7460 or portal@jcfhartford.org. 

How do I view published fund statements and other important documents? 
Click on the Fund Statements & Documents tab on the left menu. 

 

Fund statements are available from the individual fund view and the conglomerate view. To 
view other important documents, please use the drop-down menu to access the 
conglomerate view. 

 

Then click Shared Documents to view summary reports and other important documents 
from the Foundation. 
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