
 
​ ​ ​ ​    Employee Giving Portal Guide  
 

1)​ Select Foundation and Designation: Choose the foundation and specific 
designation to ensure your contribution supports the cause most important to you.  

2)​ Select Donation type, Frequency and provide other details: You may contribute 
using your accrued Paid-Time-Off (PTO) hours, through payroll deduction, or a 
combination of both. Donations can be made as a one-time contribution or 
established as a recurring schedule.  

3)​ Review the summary and submit the donation: Take a moment to review and confirm 
all your donation details one last time before finalizing your generous contribution.  

4)​ View your donations: Access a complete record of your giving history, including 
past contributions and upcoming commitments, to stay informed and engaged.  

 
      

Employee Giving Portal - Desktop Instructions 
1)​ Sign-in using your ‘First.Last@CommonSpirit.org’ email address and credentials

 
2)​ Home page  

a)​ ‘Make a Donation 

mailto:First.Last@CommonSpirit.org


 

’  
b)​ Search by Keyword - Enter ‘St. Joseph’s Hospital and Medical Center’ 

 
i)​ Select designation under ‘St. Joseph’s Foundation - St. Joseph’s 

Foundation raises funds to support patient care, medical education, 



 
and research at St. Joseph’s Hospital and Medical Center, continuing 
the hospital’s philanthropic legacy in Arizona since 1895’  

 
ii)​ Review Designation Options 

(1)​ NOTE: If your preferred designation is not listed, please select 
‘Area of Greatest Need’ and write in the designation of choice  
in the notes section after selecting the donation method 
(payroll vs. PTO)  

c)​ Once selected - ‘Donation Information’ pop-up will display PTO Donation 
and Payroll Deduction options 

i)​ Note: Donations submitted after the pay period cutoff (last Friday of 
the Pay Period) will be processed in the next pay cycle. 

 



 
d)​ Click (▼) triangle to select donation method  

i)​ PTO  
ii)​ Payroll - $5 minimum 

 
e)​ Review selections and ‘agree’ to terms and conditions 



 
 


