
PLANNING CENTER ONLINE GIVING 
STEP BY STEP GUIDE 

1. Go to calvarymuskegon.com/give 

2. Enter the amount you would like to give 

3. Indicate the fund you would like to give that money to (i.e.; general, building, 
benevolent, etc) 

a. If you would like to give to more than one fund, please click on the “Add 
DonaGon” buIon under the fund category drop down 

4. Choose your frequency (i.e.; one Gme or regularly) and then fill in weekly, every 
other week, monthly or twice monthly. 

5. Next choose which day you would like your donaGon to be given 

6. Once the day is chosen, choose the date your first donaGon will begin. 

7. Enter your email 

8. Enter your First and Last Name  

9. Select a payment method: either bank account or debit/credit card 

10. If choosing the bank account, select the bank account.  This will need to be 
verified, which can take 3 to 5 business days.   

11.Click “Instantly verify your account” 

12.Click “ConGnue” 

13.Select your bank.  If you do not see your bank then you can search for it.  If you 
sGll do not see your bank then click the “exit” buIon.   

14.You will be taken back to the main screen where you can click “manually verify 
your account”.   

15.Enter your rouGng number 

16.Enter your account number 

17.Click on “start bank verificaGon and e-mail me instrucGons” 



18.You will get an e-mail that will tell you to watch your bank account for the next 
couple of days for 2 deposits less than $1.00.  You will need to wait unGl you see 
these deposits post to your account.  Make note of what the 2 deposits are 
because you will need that to finish the set-up of your bank account.   

19.Once you have your two deposits, go back to the e-mail that you were sent and 
click on the link in that e-mail to finish your bank account set up.     

20.The system will ask you for your e-mail and then send you a verificaGon code to 
set up your account.  A`er you type in your e-mailed code, you can go to the 
verify bank account and type in your two deposits that are under $1.00.  Click 
verify and then your bank account should be set up.   

21. If you want to set up your giving online, click the “give now” buIon and complete 
steps 2 through 6.  Select your bank account below.  You have a choice to cover 
the processing fee or not.  If you want to cover the processing fee than click the 
box.  If you do not want to cover the process fee, than do not click the box.   

22.Once complete, select the “Start Giving XX Weekly” buIon.   

23.Now you should be all set and a screen should pop up saying “Thank you”.   

24. If you would like to check it to see if everything looks ok.  Click on “View Giving” 
and you should see it under your account as a “Recurring donaGon” or a “One 
Time DonaGon”.   

25. If you are giving with a credit card, enter your credit card number, expiraGon (xx/
xx) and cvc code (the 3 numbers listed on the back of the credit card).  You can 
also choose to “save” this credit card if you click the box.   

26.You will need to decide if you are going to cover the $2.17 fee to process.  Click 
that buIon if you are or don’t click that buIon.  It is up to you.   

27.Click the “Give XX Now” buIon and you are all set.   

28.To close your vanco account, so you don’t duplicate your giving, go to 
calvarymuskegon.com/give 

29.Login to your account using your user name and password that you have set up.   

30.Edit your transacGon that is currently on file.  Change ALL giving amounts to 
$0.00 out of ALL the categories listed.    Click the delete buIon and you should be 
all set.  


