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WELCOME!

Thank you for choosing the Community Foundation 
of Northern Illinois as your partner in philanthropy. 
We hope you will find that giving with CFNIL is 
not only simple, it is satisfying. As a community  
foundation it is our privilege to offer a variety of  
giving options to help you accomplish your  
charitable goals, and to connect community  
generosity with community need. 

This handbook is designed to provide information 
to Fund Advisors about the newly-launched CFNIL 
Fund Advisor Portal. It includes guidance for how to 
create your account, access your fund information, 
and navigate the various sections of the portal. Many 
advisors have requested this functionality so we are 
eager to share this new tool with you. 

Above all, thank you for your partnership. 
We hope that you will find the new Fund Advisor 
Portal to be a useful and helpful tool. It is our  
pleasure to work with you to accomplish great things 
in our community. Don't hesitate to contact us if 
you have any questions about the portal or anything 
else we can do to facilitate your charitable goals! 

It is our privilege to help you accomplish your 

charitable goals. Your passion is our purpose!"

Dan Ross
President
dross@cfnil.org
779-210-8201

"

Kaye Connelly
Donor Services Officer 
kconnelly@cfnil.org
779-210-8208

Jennifer Smith
Engagement Director 
jsmith@cfnil.org
779-210-8204

Contact Dan with  
questions about fund 
management, investment, 
and stewardship, and to 
discuss other philanthropic 
support CFNIL provides.

Contact Kaye with  
questions about accessing 
your online account, fund 
statements, and updating 
information related to your 
fund.

Contact Jennifer with 
questions about navigating 
the online portal, CFNIL 
grantmaking programs, 
and building support for 
your fund.

mailto:dross%40cfnil.org?subject=
mailto:kconnelly%40cfnil.org?subject=
mailto:jsmith%40cfnil.org?subject=
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CFNIL FUND ADVISO R PO RTAL OVERVIEW
As a Fund Advisor you have access to the Community Foundation of Northern Illinois' online portal where 
you can view information about your fund(s). CFNIL will send you a link to set up your account and access 
the portal via email; see the next page for screenshots and text instructions. Once you have created your 
account, you can access the portal at any time from cfnil.org/fund-advisor or by clicking "Fund Advisor 
Login" at the top of every page of our website.

This page includes a text overview of what you will see upon accessing the portal. See page 6 for screenshots. 

Upon logging in to the portal, if you are an advisor for more than one fund, select the fund for which you'd like to 
view details. If you are an advisor for only one fund you will be taken directly to the portal Home page.

•	 Home: Shows the Fund's current balance, a list of all the fund's advisors, a table of recent contributions, and a 
table of recent grants. Certain types of funds will also see a spendable balance. 

•	 Choose Fund: If you are a Fund Advisor for more than one fund, this tab will allow you to select which fund 
you'd like to view details of. 

•	 Contributions: Shows all contributions/donations to the fund. Please note we are still in the process of loading 
in donations made prior to July 1, 2020. If a donor did not mark their gift anonymous you will be able to click on 
their name and view their history of giving to the fund. 

•	 Grants: Shows the history of grants/payments made out of the fund. Please note we are still in the process of 
loading in donations made prior to July 1, 2020. 

•	 Statements: Running table of the fund's quarterly statements, starting with Q3-2020. Click "Print" to view, 
download, or print a statement. 

•	 Files: The Quarterly Statement Letters and Stewardship Summary reports which have been mailed to you 
each quarter may now be found here. In the future, we may add additional files to this tab such as grantmaking 
reports, fund agreements, and more. 

•	 Donate: View and make donations to all of CFNIL's funds which are eligible for online giving. 
•	 Logout: Click this tab to log out of your account. We recommend logging out at the end of every session.

Locked Out of your Fund Advisor Portal?
If you are locked out of your account, click Forgot Password on the login page. Enter your username and click the 
Reset Password button. If an account with the provided username is found, instructions to reset your password will 
be sent to the email address for that account. If you’re still having trouble, please contact Kaye at 779-210-8208 or 
kconnelly@cfnil.org.

Alerts and Paper Statements: Opting In or Out
Each quarter, you will receive an email alert when a new statement is posted and ready to view in the portal. You also 
have the option to receive an email alert every time a Donation is made or a Grant is paid out from your Fund. These 
alerts can be utilized or canceled at any point but are not retroactive, so you will not be notified of past grants or 
donations. By default, Fund Advisors will continue to receive paper statements by mail unless you notify CFNIL of 
your desire to stop receiving paper statements. To opt in or out of Alerts or paper statements, please contact Kaye at 
779-210-8208 or kconnelly@cfnil.org. 

Updating Contact or Other Information
If you need to update the email address associated with your account or any other contact information, please  
contact Kaye at 779-210-8208 or kconnelly@cfnil.org.

http://cfnil.org/fund-advisor
mailto:kconnelly%40cfnil.org?subject=
mailto:kconnelly%40cfnil.org?subject=
mailto:kconnelly%40cfnil.org?subject=


WELCOME TO YOUR  
PO RTAL ACCOUNT!

The "Home" tab shows the fund's current balance. If 
the fund is a Donor Advised Fund, it will also show the  
current spendable balance. Please note: if you have a 
pending advised grant that has not been processed, the 
spendable balance will not include the pending grant. 
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ENTER THE PO RTAL

Upon clicking "Continue", you will be automatically logged 
into your account. If you have more than one fund with 
CFNIL, you will be prompted to select which fund you'd 
like to view. If you have only one fund, you'll be taken to 
the main page of your portal account.
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WATC H FO R AN 
EMAIL FROM CFNIL

An email will be sent to the primary email address CFNIl 
has on file for each fund advisor. Each email will contain 
a unique web link; the link should not be shared with  
others, it is unique to you. Click the link to start the site 
registration process. 
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C REATE A PASSWORD 
FOR YOUR ACCOUNT

Click the link in the email  you received from CFNIL. You 
will be prompted to create and confirm a password for 
your account. Save the password somewhere you will 
remember. Click "Save". 

02

SETUP ACC ESS IS  
CONFIRMED

The system will confirm your password has been accepted. 
Take note of your login/username.

03

SETTING UP AND ACC ESSING YOUR ONLINE FUND 
ADVISO R PO RTAL ACCOUNT

This page includes screenshots and text instructions to help you set up and access the portal for the first time. The next 
page includes screenshots and text instructions to help you navigate the portal once you have logged in. 



FILES TAB

The "Files" tab will include files related to your account, 
such as: Quarterly Statement Letters and Stewardship 
Summaries; fund agreements; reports related to your fund; 
forms and guides to assist with your fund management.
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DONATE TAB

Use this tab if you'd like to make a donation to one (or 
more!) of the funds held at CFNIL. Clicking "Donate" will 
start the online donation process.

10
LOG OUT

When you are done working in your account, be sure to 
click "Logout" to end your session. 

11

STATEMENTS TAB

The "Statements" tab will include a PDF version of each 
of  the quarterly statements for this fund, starting with 
the third quarter of 2020. Click "Print" to open and view 
the statement, at which point you may also download/
save or print the statement.
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CONTRIBUTIONS TAB

The "Contributions" tab will show a running list of  
contributions made to the fund, by the fund advisor(s) 
as well as other donors. Unless the donor has requested 
that their gift be anonymous, this table will include the 
names of any donors. 

06

G RANTS TAB

The "Grants" tab will show a list of all the grants made 
from this fund. Scholarships are considered grants and are 
included on this tab for scholarship funds. You will also 
see a grantee summary which provides a running total if 
multiple grants are made to the same recipient.

07
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SAMPLE FUND DOCUMENTS

SAMPLE QUARTERLY FUND STATEMENT
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SAMPLE FUND DOCUMENTS

SAMPLE STEWARDSHIP SUMMARY -  PAG E 1
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SA M P LE F U N D DOC U M E NT S

SAMPLE STEWARDSHIP SUMMARY -  PAG E 2



COMMUNITY FOUNDATION  
OF NO RTHERN ILLINOIS
94 6 N SECOND STREET

ROC KFO RD,  IL  61107

CFNIL .O RG

The mission of  the  Community  Found a ti on of  North ern I l l i noi s  i s  to  se rve  
as  a  catalyst  for  giving in  order  to  a ttra ct ,  preserve,  a nd  grow a n endowme nt  

for  the  current  and future  need s  of  th e  peopl e  of  North ern I l l i nois . 

mailto:https://CFNIL.ORG?subject=

