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Once you log in (https://projectportal.dhcd.state.md.us/logout2.aspx), you will see the 

following page:

Click the “My Applications” search 

tab

https://projectportal.dhcd.state.md.us/logout2.aspx
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• From the drop down menu, select the Application Type (Program Name and 

Year, ie. “Endow Maryland Tax Credit Program FY2020”) and click the 

“Search” button. 

TIP: If  you get zero results, you may need to click the “Clear” button and then perform the 

search again.
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• From the Search Results, click on the “Name” (Registration ID) to access 

Endow Maryland and be able to submit certifications or quarterly reporting
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Submitting a Certification Form
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TO SUBMIT A CERTIFICATION:

Click on the “View 

Related Items” button
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Once you selected and clicked on the “Name” link to access Endow Maryland, you will be brought to this 

page to begin the steps to submit a certification.
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TO SUBMIT A CERTIFICATION:

Click on the “Initiate” link 

to submit contribution for 

certification
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To submit a Certification:

Click on the “View 

Forms” button to enter 

donor and contribution 

information

Each certification you create 

will have its own id
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Step 1: Certification of  Contribution-QPEF Information

Certification Forms Menu:

This link creates a printer-friendly PDF version of  

the completed certification.

This link will generate a PDF Tax Credit Activity 

Report that will list certifications submitted by 

your community foundation.

Click link to provide information on the QPEF the 

contribution is supporting

Kenneth C. Holt, Secretary

There are three steps to complete in order to submit a certification: The QPEF information, the donor 

details, and the donation details. These sections should be completed in this order.
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Step 1 – QPEF Information: Once you click on Certification of  

Contribution-QPEF Information link, you will see:

To begin, click the “Save” button 

above to re-calculate the current totals 

and balances for the Endow Maryland 

program. 
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QPEF Information: This section asks you to review and select the Qualified Permanent 

Endowment Fund (QPEF) to which this donation was applied.
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When you select a fund 

and click the SAVE 

button, the name and 

description will populate 

below.

If  the QPEF does not 

currently appear on the 

list, manually type the 

Name and Description 

and click SAVE

When you type in a 

QPEF and click 

SAVE, it will be 

added to the drop 

down list for future 

use.
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QPEF Information:

Kenneth C. Holt, Secretary

If individual was selected, 

information required for  

individuals would appear.

Select and enter the “Type, “Tax 

Year”, and “Tax Credit choice” of  

your donor for this contribution. 

This information was provided on 

the Donor Waiver form.

Once the information is 

entered, scroll down to 

the bottom of  the page, 

and select the link to the 

next page to begin Step 

2- Donor Details            
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Step 2 – Donor Details - Individual or Business

As with the selection of  QPEF, the 

system will store previously-entered 

and saved donor information. Select 

a donor from the list and click the 

“Save” button to populate the 

donor’s information.

If  the donor is not in the drop 

down Donor list, fill-out all the 

donor details and click the SAVE 

button.
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Step 2 – Donor Details - Individual or Business
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When all required information and 

documents have been entered and 

saved, scroll down to the bottom of  the 

page to click on the link for the next 

page to begin Step 3- Donation 

Details. 

Upload a scanned copy of  the 

completed and signed Community 

Foundation Donor Waiver Form. 

Enter the date it was signed by the 

donor. Then click the SAVE button 

to complete the attachment.
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Step 3 – Donation Details

Enter the Date of  the Contribution

Enter the amount of  the contribution 

and select the QPEF from the drop 

down list

Kenneth C. Holt, Secretary

If  the contribution is split 

between multiple QPEFs, 

after you enter the first 

amount and QPEF, click 

SAVE and additional 

rows/fields will be provided.
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Step 3 – Donation Details

Kenneth C. Holt, Secretary

Select the type of  

contribution. 

Upload proof  of  donation and enter 

a short description

Provide required 

information for the 

transaction type.
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Step 3 – Donation Details: Verify and Submit

Upload a scan of  the signed 

“Thank You” letter the donor 

received from your community 

foundation.

Enter your contact information.  

You must click SAVE before 

clicking the green VERIFY button
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Step 3- Donation Details: Verify and Submit

You MUST click “Confirm Submission” 

in order to submit the certification for 

review and approval.

Once you click “Verify”, you will be sent to this page to actually confirm and submit 

the certification.
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If  you click “Cancel this 

Certification”, the 

certification and all 

information entered will be 

deleted.
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Certification Submitted: Upon successful submission, you will be returned to this 

Certification’s main page.

Once submitted, the status of  the 

certification will change from 

“In Process” to “In Review”
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Once submitted, the Certification 

Form’s ID number/name will 

change to include the Donor’s 

name and date of  donation.
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Certification Review & Approval
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• Your submitted Certification Forms will be reviewed by Endow MD Program Staff.  It is first reviewed 

and approved by program staff  and then by DHCD leadership.

• If  a problem is discovered, the Certification will be returned for modifications and you will be notified 

by email.  The notification email will include notes outlining any needed corrections in order to 

approve the certification.  

• Once modifications have been corrected, you will resubmit the certification by using the same process  

competed for initial submission.

• Once the certification is approved, you will receive an email which will include the DHCD Donor 

Thank You Letter that you will mail or email to your donor.

DHCD Review and Approval of  Certifications

Kenneth C. Holt, Secretary


