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Create a Deposit Request 

1. From nyfa.org click the blue Sign In button at the top right corner. Enter your user ID (e-
mail address) and password. *If you have forgotten your password, please click “Forgot 
Password?” If you have forgotten your User Id, please contact sponsorship@nyfa.org. 

 

2. Click the blue drop down box marked “hello (username)
i
” and select Fiscal Sponsorship. 

 

3. This is your Dashboard. From here you can navigate through and manage your Fiscal 

Sponsorship account and requests. Click the Deposit Requests button on the left of the 

screen. 
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4. Click the orange Create New button at the top right to create a new request. 

 

5. Click on the Add New dropdown box and select Donation. New information fields will 

automatically be generated. 

 

6. Fill out all appropriate information. 

7. If the donation is above $2,500 a Donation Letter MUST be included. Donations about 

$2,500 without letters will not be processed until a letter is received. If the donor wishes 

the donation to be Anonymous, please check the Anonymous Donation box.
ii
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8. Click the blue Add Check button to submit your deposit request.  

 

9. You will then be sent to a screen where you have several options. You can add another 

new deposit, by clicking the Add New dropdown box and continuing with steps 6-8 again. 

You can remove your previously created deposit, by clicking the orange X box next to the 

transaction you wish to remove. You can also finalize your deposit request by simply 

clicking the blue Submit button at the bottom. 

 

10. You are finished! Your submitted deposit request will now display on you Deposit Request 

page. This status will be updated accordingly by NYFA staff and once the deposit is 

8 

7 
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received, confirmed and deposited into your account it will be reflected in your project 

Balance on your Dashboard. *For the financial procedures timeline please see your copy 

of our updated Financial Procedures, provided with your welcome packet. 

 

 

                                                           
i
 Please e-mail sponsorship@nyfa.org if your name does not appear here. The phrase “Site User” is default text and 
should be updated. 
ii
 Please note that donations cannot be made anonymous retroactively. Pay special attention to the donors wishes 

if it is a concern. 

mailto:sponsorship@nyfa.org

