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USING MyPay for CFC On-line Pledges
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 2016 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 Rocky Mountain Charity Brochure or on-line using the “Universal Giving” link or 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=5191  
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:
You need to enter in the Rocky Mountain Region CFC Code so that your donation gets credited to the proper region.  
The CFC region code is 0141.
You also need to know your Federal Agency Code.  Please make sure you use so that your group gets credit for your donation.  Please find your code by going to this link for the Federal Agency Code list. http://www.rockymountaincfc.org/_root/index.php?content_id=5213 

Step 4:
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 5:
Select your charity or charities by selecting a search option.  
· 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 6:
· Enter your email or work phone number.  
· [bookmark: _GoBack]Enter you Federal Department/Agency and Office.  Ask your key worker for that code. Find your code on the “Federal Agency Codes”  http://www.rockymountaincfc.org/_root/index.php?content_id=5213 
· Decide if you want to be an “anonymous giver” or submit your info for charities to send you follow-up information.
· Confirm if this information is correct.

Step 7:
· 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 with payroll deduction, you can give a one-time cash, check or credit card donation with NEXUS.
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