USING MyPay for CFC Donations
Things to remember when using MyPay:
· MyPay is for payroll deductions ONLY.
· MyPay may remember your donation from the previous year, but does not assume you want to continue your pledge.  You must resubmit a new pledged donation for the 2015 year. 
· MyPay donations will start being taken from your first pay check in January 2016.
· You should do your charity research and find your 5-digit codes on the RMCFC website before you log in to MyPay because it may time out and you will lose what you have entered.  You can search for charities on the printed 2015 Brochure or on-line using the “Search Charity” button at www.rockymountaincfc.org   
· You CAN NOT make changes to your pledge once it’s been entered, so we suggest you practice your donation to understand the process.
To practice your MyPay giving, https://emssdemo.dfas.mil/MYPAY.ASPX 
Login ID 999999991, Password Xma$1225

Step 1:
Go to www.rockymountaincfc.org
Click on “Pledge Online” button at the top of the site 
http://www.rockymountaincfc.org/_root/index.php?main_menu_id=1&content_id=5189 
Find the myPay option and click on the logo

Step 2:
Log in to your account
Find Pay Changes on the right side of the page.  Select Combined Federal Campaign (CFC)

Step 3:
Decide the amount you want to give per pay period.
· Military will donate monthly.  Multiply the gift amount by 12 to get your total annual pledge amount.  ($20 x 12 = $260 annually)
· Civilians will donate bi-weekly.  Calculate your gift by 26 to get your total pledge amount for the year. ($10 x 26 = $260 annually)

Step 4:
Select your charity or charities by selecting a search option.  (not recommended)
· You can do a search by code, name or category.
· Once you find the charity you want to select, click the “Add Selected Charities” button.
· After you’ve selected your charities of choice, click the “Continue” button.

Step 5:
· Enter your email (must be .mil, .gov) and work phone number.  
· Enter you Federal Department/Agency and Office.  Ask your key worker for that code. Find your code on the  “Military Installation Unit Codes List” or  “Agency Code List” on the website: 
· http://www.rockymountaincfc.org/_root/index.php?content_id=5213
· http://www.rockymountaincfc.org/_root/index.php?main_menu_id=1&content_id=5191 
· Decide if you want to be an “anonymous giver” or submit your info for charities to send you follow-up information.
· Use a persona e-mail here; the system will not send a .mil or .gov e-mail to a charity.
· Confirm if this information is correct.

Step 6:
· View the Pledge Card.  Print for your records and/or give to your key worker for tracking purposes.

NOTE;  YOU CANNOT MAKE CHANTES IN THE SYSTEM ONCE YOU HAVE HIT “SUBMIT”.  ANY CHANGES AFTER COMPLETING THE PLEDGE MUST BE DONE AT THE MANUALLY FINANCE OFFICE.

If you do NOT wish to give with payroll deduction, you can give a one-time cash, check or credit card donation with NEXUS.











USING NEXUS for CFC Donations

Things to remember when using NEXUS:
· NEXUS is for one time cash, check or credit card or reoccurring payroll deductions.
· NEXUS may remember your donation from the previous year, but does not assume you want to continue your pledge.  You must resubmit a new pledged donation for the 2015 year. 
· NEXUS payroll donations will start being taken from your first pay check in January 2015.
· You should do your charity research and find your 5-digit codes on the RMCFC website before you log in to NEXUS because it may time out and you will lose what you have entered.  You can search for charities on the printed 2014 Giving Guide or on-line using the “Universal Giving” link or the “Search Charity” button at www.rockymountaincfc.org   
· Use this link to practice doing this process before you actually pledge - https://www.cfcnexus.org/_root/


Step 1:  Go to www.rockymountaincfc.org
· Click on “Pledge Online” button at the top of the site http://www.rockymountaincfc.org/_root/index.php?main_menu_id=1&content_id=5191 
· Find the NEXUS option and click on the logo

Step 2:  Register in Nexus.  
· You must register to donate in this system. 
· If you’ve registered before, your registration information will be the same FOR NORTHERN FRONT RANGE PERSONNEL.  You don’t need to re-register.
· If you previously registered in the Pikes Peak region, YOU WILL HAVE TO REGISTER AS A NEW DONOR IN THE ROCKY MOUNTAIN REGION..  

Step 3:  Log in to your account

Step 4:  Select the type of pledge you would like to make – Payroll contribution, cash, check, credit card.

Step 5:  Select your payroll period.
· Military will donate monthly.  Multiply the gift amount by 12 to get your total annual pledge amount.  ($20 x 12 = $260 annually)
· Civilians will donate bi-weekly.  Calculate your gift by 26 to get your total pledge amount for the year. ($10 x 26 = $260 annually)

Step 6:  Enter the donation amount you would like to give per pay period.
· Authorize your deduction by checking that circle

Step 7:  Enter your social security number and work phone

Step 8:  Authorize the release of your information

Step 9:  Choose your recognition award (if applicable)

Step 10:  Select your charity or charities by selecting a search option.  
· You can do a search by code, name or category.

Step 11:  Allocate the funds to each of your charities you selected
· The amount you put in will be the total yearly amount per charity
· Go to the next step

Step 12:  Answer the questionnaire

Step 13:  Sign your form

Step 14:  View the Pledge Card.  Print for your records and/or give to your key worker for tracking purposes.

If you do NOT wish to give on-line, you can give cash or check donations with a Paper Pledge Form.





USING PAPER PLEDGE FORMS for CFC Donations
Steps to complete the process if using Paper Pledge Forms:
Step 1:  Fill it out clearly and completely.  ​
· Please use a ballpoint pen when filling out your information.
· Please include all of your personal information at the top of the form.
· If you are giving a payroll deduction, you MUST include your Social Security # and sign the bottom of the form.
· If you are giving a one-time gift of cash or check, your Social Security # and signature at the bottom of the form in NOT required.
Step 2:  Decide how often you want to give.  If you would like to give by payroll deduction, fill out the boxes on the right hand side first.  
· If you are military, you will give monthly.  Put the amount you would like to give monthly and then multiply the gift by 12 to get your total pledge amount for the year.  
· If you are civilian, you will calculate your gift by multiplying your bi-weekly gift by 26 to get your total pledge amount for the year.
· If you are making a one-time pledge using cash or check, circle CASH or CHECK, fill in the amount and include the check number on the form. Please make the check out to CFC.
Step 3:  Find the 5-digit code of the charity(s) of your choice.
· You can use the 2015 Brochure to find the charity 5-digit code.
· Use our website search engine to find the code - CFC Search Engine
· If you would like to give to more than 5 charities, just use an additional Paper Pledge Form to complete your giving. Enter giving amount only on the first pledge form.  
· You must designate at least one charity. 

Step 4:  Calculate your gift amount.  
· With your total pledge for the year, decide how many charities you would like to give to and enter the annual amount you want to give.
· Your total gift amount on the left and your annual amount on the right should equal the same amount.
[bookmark: _GoBack]Step 5:  Depending on the amount you give, you are may be eligible to receive donor gift.  Chose the award level that matches your gift amount.
· If you give $120-$1199, you will receive a 2015 CFC Collector Coin.  
· If you give $1200 or more, you will receive the 2015 US Mint Proof Coin Set.  
· If you wish to decline the gift you are eligible to receive, mark the decline box.  
All gifts, no matter what the level, will be given to your Key Workers for distribution to contributors.
Step 6:  If you wish for the charity to communicate with you after the campaign is over, fill out the information on the left lower box.  If you want to remain anonymous to the charities, please leave that box empty.
Step 7:  If you are making a payroll deduction, you must fill out your social security information and please sign and date the bottom right corner.  
Step 8:  If you are making a one-time pledge using cash or check, please include your cash or check with your pledge form.   (No staples please)
Step 9:  Turn in your form (all three parts) to your Key Worker.  They will verify that all your information if clear and complete.
PLEASE NOTE:  All payroll deductions previously authorized in the Fall 2014 campaign will be automatically terminated the last pay period in 2015.  Payroll deductions authorized in the Fall 2015 campaign will begin the first pay period in January 2016 and will automatically terminate with the last pay period in 2016.
If you would like to use a Paper Pledge for, but you would like to type in your information, please use a PDF Fill-in Pledge Form located on this page http://www.rockymountaincfc.org/_root/index.php?content_id=5213 
Steps to complete the process:
1. Please type your information into the PDF Fill-In Pledge Form   
2. If you are making a one-time pledge using cash or check, please include your cash or check with your pledge form. (No staples please)
3. Turn in your form (all three parts) to your Key Worker.  They will verify that all your information if clear and complete.
You can submit a confidential paper pledge donation. Request a Key Worker Report envelope from your Key Worker. Fill in your Agency information on the envelope and mark the box for Confidential Donations. Put your pledge form in the envelope seal it. Return the envelope to your key worker and they give it to the PCFO for processing without opening it.  
