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How to make a donation on the Employee Giving Portal

Loginto your CommonSpirit Health Google account on any device.

If you are using Island as your preferred browser, enter the following URL to enterthe

employee giving app: https://bus.app.commonspirit.org/employeedgiving

If you are using any other browser besides Island and are off the CommonSpirit Health
network, please loginto your VPN client first, and then enter the employee giving app via
the following link: https://bus.app.commonspirit.org/employeegiving

Upon entering the app, the employee will see the following three calls to action:

. - '
Giving Program
Empower change and foster a culture of generosity through our Giving Program, where every contribution creates a ripple of
impact, uniting us in a shared mission of giving back.

& Browse Foundations View My Donations

@ Make a Donation

CommonSpirit Health has 80+ Over the past five years, donors have Annually, CommonSpirit Health sees
fundraising locations located across invested more than $1.5 billion into over 55,000 donors support our
the U.S. our mission. mission.

If you know the specific foundation you are wishing to donate to and the specificinitiative
with that foundation, click “Make a Donation” button. If you are not sure and need to
review the options across our 80 local foundations and one national foundation, click the
“Browse Foundations” button. If you want to see gifts you have in progress or have made
inthe past, click “View My Donations”.


https://bus.app.commonspirit.org/employeegiving
https://bus.app.commonspirit.org/employeegiving
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MAKE ADONATION

If you click “Make a Donation” the employee will see a series of filtering options to find the

right foundation and initiative/fund. The employee could also scroll down to find the
foundationsin alpha order.

= Choose Foundations B Donation Information v Summary
Q  Search by Keyword All Foundations v All Designations v
All Hospitals N All Cities ot All States v All Regions v

Arroyo Grande Community Hospital Foundation

Arroyo Grande Community Hospital Foundation relies on community generosity to fund local healthcare programs and services
through gifts, bequests, and endowments, offering a meaningful way to express joy, hope, and support.

Where the need is Greatest
Excellence Campaign
Employee Assistance Fund
Cancer Care Fund

When the employee selects the foundation and the initiative, click the rose colored “Next”
button. Once you click the button a pop-up screen willappear to provide more clarity on
the various giving modes, including the maximum Number of PTO Hours that are eligible to
donate at this time, and current total of any active Recurring Payroll Deductions.
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DONATION INFORMATION POP UP

Donation Information

Please be aware of the following donation limits, calculated based on your upcoming donations, current
PTO/pay, and HR policies:

PTO Donation:

1. You can donate up to 12.25 hours of PTO. This is calculated to ensure you maintain at least 80 hours of
PTO after donation.
. PTO donations are subject to all applicable payroll taxes and will be reported as wages on my IRS W-2
form in the calendar year in which the PTO hours are donated.

Payroll Deduction:

1. We appreciate your continued support through payroll giving! Just a reminder that you're currently
donating $0.00 per pay period, making a convenient and impactful difference.

** PTO data in the system may not reflect the most recent updates.

** Donations submitted after the pay period cutoff (last Friday of the Pay Period) will be processed in the

next pay cycle.

=0

Once the employee clicks the rose colored “Closed” button, the following screen will
appear for the foundation and initiative/fund that the employee had selected. If a specific
giving optionis not available to the employee, it will be shaded out as the example below.
The employee should select their preferred giving method (PTO or Cash via Payroll) and
click therose colored “Next” button.

Reminder that Vice Presidents and above do not accrue PTO, so the only giving option
available is via cash from Payroll. The employee could make a one-time orrecurring cash
option. Directors will also be transitioning to a new time-off process effective as of June 21,
2026 and will also only have the cash via Payroll after the referenced date.
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DONATION METHOD

A Back to Home View My Donations

= Choose Foundations B Donation Information Vv Summary
Donation Information
Area of Greatest Need for CommonSpirit
Health Foundation v

Donation Method

Payroll
At current, you have insufficient PTO hours accrued to initiate a donation.



FORPAYROLL DONATIONS

The employee would then select the giving amount and whether they would like their gift to
be one-time orrecurring. The employee would also have the option to mark the gift as
anonymous. When a giftis marked anonymous, the foundation receiving the gift would not
reference the name of the employee in any stewardship materials. Foranonymous gifts,
the foundation does need to keep alegal record of the actual donorname and amount but
will never publicize the gift and the name of the employee donor.

Donation Method

Payroll
At current, you have insufficient PTO hours accrued to initiate a donation.

Payroll Donation

Payroll Donation Amount:(_ $5 () $25 (0 $50 ( Custom Amount:

Starting this pay period, you will be donating $0.00 (approx.) in total payroll donations. Future amounts may vary based on your

selected frequency.

Donation Frequency

() One-Time () Recurring

Anonymous Donation

Notes

Enter notes here...

0/250
7
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FORPTO DONATIONS

The employee would then select the Number of PTO Hours to Donate. Once the employee
enters anumber of hours, the message below will automatically update to indicate the
maximum additional number of PTO Hours available to donate.

Donation Method
PTO Payroll

PTO Donation
Number of PTO Hours to Donate:
You can donate up to 12.25 hours of PTO

Donation Frequency

() One-Time () Recurring

Anonymous Donation

MNotes

Enter notes here...

07250
A
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DONATION FREQUENCY

The employee will also select whether they would like their gift to be one-time orrecurring.
If the employee selects Recurring, they then must choose whether the Recurring donation
willbe Ongoing, for a specified Number of Pay Periods, or through a specified End Date

Donation Frequency

( One-Time @ Recurring

Recurring Donation Options:

© Ongoing (' Number of Pay Periods: () End Date mm/dd/yyyy

Anonymous Donation

MNotes

Enter notes here...

0/250
o
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CONFIRM DONATION

Before any gift willmove forward for processing, the employee must review the terms and
conditions before final submission.

*Please take a moment to carefully read through these Terms & Conditions before agreeing to proceed.

CommonSpirit Health Terms and Conditions for payroll/PTO gifts | understand that:

Payroll and PTO donations are subject to all applicable payroll taxes and will be reported as wages on my IRS W-2 in the calendar
year in which the donation is made. Any ongoing payroll/PTO donation election will be in effect until discontinuance is requested
by me in writing or by online request.

The named foundation(s) will receive a copy of my form outlining my donation. Please NOTE: For tax purposes, the date of a
Payroll or PTO donation is the date that funds are deducted and donated from your paycheck. Donations submitted may not be
fully processed for 1-2 pay periods. If you would like to ensure your donation is completed in the current tax year, please consider
donating by credit card online before December 31.

Payroll/PTO donations to the foundations, except any Employee Emergency Assistance Fund(s), are tax-deductible to the fullest
extent allowed by law. The foundation(s) do not provide goods and services in consideration for contributions made via employee
payroll deduction.

*By continuing you are agreeing to all terms and conditions that have been provided.

Previous Confirm Donation



