
With DonorCentral, you can:

•  Keep Fund summary information  
at your fingertips:  
The Fund Summary page condenses 
all of the Fund information into easily 
digestible page parts. Open this page 
to quickly see grants paid, pending 
recommendations, gifts, relative market 
value, spendable balance (also referred 
to by the Calgary Foundation as 
Available to Grant balance) and more.

•  Select charities and instantly 
recommend grants:  
Search for charities that align with your 
values and interests by name, key  
issue area, location, or Tax ID 
(Charitable Number issued by 
Canada Revenue Agency), then use 
DonorCentral’s Recommendations 
tab to suggest grants (Donor Advised 
Funds only).

•  View the Foundation’s most 
recent Community Grants 
recipients:  
Fund Contacts who wish to leverage 
the impact of grants to the causes or 
charities they are passionate about 
often choose to recommend grants 
that align with grants being made 
by the Calgary Foundation through 
the Community Grants Program. This 
program supports Calgary and area 
charities.

•  Go green with online access  
to fund statements:  
Simply log in to the Fund and download 
your statements instantly, right when 
you need them.

•  Update your contact information: 
Make sure we have your current contact 
information to ensure you do not miss 
any important communications from the 
Calgary Foundation.

Using DonorCentral®

DonorCentral® is a secure web portal that gives you online access to information 
about the Fund you have established at the Calgary Foundation (referred to as 
“the Fund”). Amongst its many features, it allows you to see Fund balances and 
history, and enables you to recommend grants at your convenience.



Using DonorCentral®GETTING STARTED

Accessing DonorCentral:
To log into DonorCentral, visit: www.edonorcentral.com/login_1491.asp or  
click on the DonorCentral link on the home page of the Calgary Foundation’s website:  
www.calgaryfoundation.org. 

Please note that DonorCentral is not compatible with Safari web browsers. 

A login ID and password will be provided to Fund Founders or authorized Fund Contacts upon 
creation of the Fund or by contacting the Calgary Foundation’s Office Administrator, Céline Baril 
(phone: 403-802-7700, email: cbaril@calgaryfoundation.org).

The following information will help you navigate through each of the tabs at the top of your screen. 
Simply click on the section you want to see from the table of contents below.
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HOME

Your homepage (right when you log in) holds significant amounts of information in individual 
page parts, allowing you to see the most relevant and timely data including:

Fund Information: View your Fund balance and easily access detailed Fund summary information by 
clicking on the View button. Here you will be able to see gifts, grants paid, spendable balance and 
Fund balance, and you will also be able to access Fund statements.

My Giving History: You can easily see how much each of your historical grantees has received from 
the Fund with an easy-to-read chart.
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HOME

Recent Grants: A list of your ten most recent grantees makes it quick and easy to keep track of 
organizations that have recently received grants from the Fund.

Resources Box: In this section you will find links to resources such as the Calgary Foundation’s 
Community Knowledge Centre, our most recent Community Grants recipients list, Canada 
Revenue Agency Charities Listing, contact information for Calgary Foundation staff and more.
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The Fund Summary page provides you with an overview of gifts made, grants paid, spendable 
balance (also referred to by the Calgary Foundation as Available to Grant balance) and Fund 
balance, and provides access to Fund statements. By clicking on the drop-down icons on the right 
side of the page, you will be able to see the Fund’s entire gift and grant histories, as well as current 
and historical Fund statements.   

Please note it can take up to 45 days following the end of an accounting period for online gifts and 
gifts of securities to be fully processed and reflected on DonorCentral. Recommended grants can 
be seen on DonorCentral once they have been approved and processed – within two to four weeks 
of submission.

FUND SUMMARY
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The Selecting Charities tab at the top of your screen will bring you to a search engine through 
which you can locate the charity to which you would like us to grant. The more details you provide 
for your search, the more concise the list will be. This page can simply help you find charities 
of interest, or can begin the process of making grant recommendations. You can also click 
Recommendations above to make new grant recommendations, or repeat previous grants. 

When you have located the charity, click the Make a Grant button on the right hand side of the 
corresponding row. The amount field will be blank and will need to be populated.

Please keep in mind that when utilizing the search feature, it is only retrieving charities that are 
previous Calgary Foundation grant recipients, rather than all charitable organizations registered 
under the Canada Revenue Agency. If you can’t find your charity of choice, you may still submit 
a grant recommendation. Please see Recommending Grants to a Charity not appearing on DonorCentral 
(page 16).

SELECTING CHARITIES
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Download Forms: Here you will find a downloadable copy of our Grant Recommendation Form, 
should you prefer not to submit grant recommendations electronically using the Recommendations 
tab. The downloadable form can be filled out on your computer, printed, scanned and emailed 
to donorgrants@calgaryfoundation.org, faxed to us at 403-802-7701, or mailed to us at: Calgary 
Foundation, #1180 105 12 Avenue SE, Calgary, AB T2G 1A1. This section also contains links from 
the Resources box.

DOWNLOAD FORMS

mailto:donorgrants@calgaryfoundation.org
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My Profile: DonorCentral enables you to make changes to your contact details quickly and 
easily. Simply click the Edit button at the bottom of the page to make changes to your existing 
profile. Confirming your current contact information will ensure you do not miss any important 
communications from the Calgary Foundation.

MY PROFILE
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The Resources tab (or the Resources box which can be accessed from the homepage) provides 
links to the Calgary Foundation’s Community Knowledge Centre, our most recent Community 
Grants recipients list, Canada Revenue Agency Charities Listing, contact information for Calgary 
Foundation staff and more. 

RESOURCES
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Recommendations: Donor Advised Fund contacts may follow the steps below to recommend a 
grant through DonorCentral.

Click on Recommendations at the top of your screen. You will see a screen with Pending Grant 
Recommendations. If nothing is pending, it will be blank.

RECOMMENDATIONS
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Creating New Grants: If this is your first time recommending grants or if you wish to recommend 
a grant to a charity the Fund has not granted to in the past, click the Continue button from the 
Pending Grant Recommendations page. 

The system will bring you to the search engine through which you can locate the charity you  
would like us to grant to. Enter your search criteria into one or more of the fields provided, e.g. 
charity name, issue area, location, and/or Tax ID (in Canada, this is the charitable registration 
number issued by the Canada Revenue Agency). The more detail you can provide, the more 
concise the results will be. When you have located the charity you would like us to support, click 
the Make a Grant button on the right side of the corresponding row. 

RECOMMENDATIONS
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This will open a Grant Recommendation Form. This page displays the Fund Contact, name of 
the Fund, contact information for the charity and much more. The amount field will be blank and 
will need to be populated. Here, you may also specify if you would like the grant to be made 
anonymously. 

If you wish to notify an individual or contact person at the charity of your grant recommendation, 
or if the grant is being made in memory or honour of a loved one, please note this in the Special 
Request section. If the grant is to be designated for specific charitable purposes, you may record 
this in the Grant Purpose field; otherwise please enter “general charitable activity”. 

 

Next, click the Save button at the bottom of the page. A pop-up message will appear confirming the 
changes you made. Click OK to continue. 
 

RECOMMENDATIONS
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The system will bring you back to the Pending Grant Recommendations page where the grant you 
just saved will appear. You can repeat the same process to add new grants to your list.

Once you are ready to submit, click the orange box if you want to select all recommendations on 
your screen. 

 

Otherwise click the check box in front of the individual grants you are ready to submit.

If you made a mistake in the amount or organization name, click the Edit button. You can also 
delete a selection by clicking the X at the far right of the row.

Click the Submit List button. If you do not click the Submit List button, your recommendations will 
not be received by the Calgary Foundation and will not be processed.

RECOMMENDATIONS
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Copying Past Grants: If you wish to recommend a grant to a charity the Fund has previously granted 
to, go to the Recommendations page and click on the Recent Grants button at the bottom of the screen. 

The list of the Fund’s most recent grants will appear. Click the Make a Grant button on the right end 
of the row. 

The system will generate a pre-populated Grant Recommendation Form. The form will have the 
previous amount granted and might need to be adjusted to your new grant amount. To do so, go 
to the Amount field and change the amount. 

RECOMMENDATIONS
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Then click the Save button at the bottom of the page. A pop-up message will appear confirming the 
changes you made. Click OK to continue.

The system will bring you back to the Pending Grant Recommendations page where the grant 
recommendation you just saved will appear. You can repeat the same process to add new grant 
recommendations to your list.

If you made a mistake in the amount or organization name, click the Edit button. You can also 
delete a selection by clicking the X at the far right end of the row. Once you are ready to submit, 
click the orange box if you want to select all recommendations on your screen.
 

Otherwise, click only the box in front of only the individual grant recommendations you are ready 
to submit. 

Click the Submit List button. If you do not click the Submit List button, your recommendations will 
not be received by the Calgary Foundation and will not be processed.

RECOMMENDATIONS
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Recommending Grants to a Charity not appearing on DonorCentral

On the Selecting Charities tab click the New Grant button. This will open a blank Grant 
Recommendation Form to be completed.

RECOMMENDATIONS
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Once you have completed the form, click the Save button at the bottom of the page and it 
will be moved to the Recommendations page. To submit the grant recommendation, go to the 
Recommendations page, select the grant recommendation(s) and click Submit List. If you do not click 
the Submit List button, your recommendations will not be received by the Calgary Foundation 
and will not be processed.

Hint: Sometimes a charity is difficult to locate because its registered name is different than its  
most commonly known name. If you know the Charitable Number, try searching for it under  
Tax ID, or contact your Fund Steward or the Donor Grants Administrator at 403-802-7304 or 
donorgrants@calgaryfoundation.org for further assistance.

THANK YOU FOR USING DONORCENTRAL!
If you are experiencing difficulties with DonorCentral please contact Céline Baril at  
403-802-7700 or cbaril@calgaryfoundation.org

RECOMMENDATIONS
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