
Charity Matching in Salesforce 

1) Go to the HR Portal by clicking on the 9-dot grid symbol and typing HR Portal: 

 

 
2) Once you’re in the portal, click on the Charity Matching Tab: 

 
3) Once you’re on the form, begin filling the form (the fillable fields are at the bottom): 



 
Scroll down to the below section of the form: 

 

 

 



 

Hit Next after you complete the form and then attach the relevant documentation from the 

Charity Institute: 

Click on ‘Upload Files’ or drag and drop you files on the Upload File button and then hit ‘Done’ 

on the progress indicator: 

 
Check the radio button to confirm that you’ve uploaded the relevant document and hit Next: 

 
Your request will be submitted to HR & Finance team for approval. 


