CFC Nexus — Payroll Coordinator Role 2013

Slide 1 - Slide 1

PAYROLL
COORDINATOR

Slide notes
In this tutorial we will examine the work flow for users designated as "Payroll Coordinators".
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CFC NEXUS DEMO @ =
20 2nd St. NE Suit” 2005 « Minneapolis; MN 55413 » §12-978-1752 phone » 205-984-3018 fax C FC EX U S
TOUR CFC N RENN 15 st smentiy

Your CFC’s account will have its own
titte/address and will appear different ling.out.the form fieldsd

from this. ‘
mORSTEaMsP coount

This large graphic will also uniquely

display your CFC's name. |,
Please register. If you already have an account, ... . S SO S
Is this your first time logging into A2 predges el aaeA TS |5

CFC Nexus? $20,511 coiars

$488 Average

A (Thu, 23 Sep 2010 13:42:29 -0600)
, View Detailed

PLEDGING Report

_ISON

Search for Charities Please Give Generously

Browse or research charities
without yet making a pledge.

Slide notes

In this example, we will login as a payroll coordinator in the demonstration account. In order to login
and process real pledges, however, make sure you are registered and logging in at your specific CFC
account.
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CFC NEXUS DEMO @ =
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 « 512-978-1752 phone » 205-984-3018 fax C FC EX U S
TOUR CFC NEXUS MAIN MENU PLEDGING MY PLEDGES & PROFILE Q)

Click here if you are having problems filling ouf the form ﬁeldg'

The “Payroll Coordinator” role is
responsible for printing or downloading
online pledge data and delivering to
payroll centers.

MAKE A PLEDGE Current Online Totals Contact the Campaign
Please register. If you already have an account, login. 42 Contact us with any c?mmenls.
Is this your first time logging into Fledges el aaeA TS |
CFC Nexus? $20,511 coiars

- - $488 Average
A (Thu, 23 Sep 2010 13:42:29 -0600)

: View Detailed
PLEDGING Report
_ISON

Search for Charities Please Give Generously

Browse or research charities
without yet making a pledge.

Slide notes

The “Payroll Coordinator” role is responsible for printing or downloading online pledge data and
delivering to payroll centers.
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CFC NEXUS DEMO @ =
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 « 512-978-1752 phone » 205-984-3018 fax C FC EX U S
TOURCFCNEXUS ~ MAINMENU  PLEDGING MY PLEDGES & PROFILE £ CEETT

Click here if you are having problems filling ouf the form ﬁeldg'

In order to become a “Payroll
Coordindator,” you must have
registered as a user at your CFC’s
account.

The CFC administrator will then
upgrade your registration to “Payroll
Coordinator” privileges.

Please register. If you

Is this your fir

CFC Nexus?
A=\
PLEDGING
_ISON

$20,51 1 Dollars
$488 Average

(Thu, 23 Sep 2010 13:42:29 -0600)

View Detailed
Report

Search for Charities Please Give Generously

Browse or research charities
without yet making a pledge.

count

the Campaign

sith any comments,
r suggestions about
ing

m

Slide notes

In order to become a “Payroll Coordinator,” you must have first registered at your CFC’s account. Your

CFC administrator will then upgrade your registration to one with “Payroll Coordinator” privileges.
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TOURCFCNEXUS  MAINMENU  PLEDGING MY PLEDGES & PROFILE 8 CEET

SUCKDSISILNQUAIBNA]  Once your CFC administrator has
upgraded you to a “Payroll Coordinator,”
you will log in to your CFC’s account.

MAKE A PLEDGE Current Online Totals Contact the Campaign

Please register. If you already have an account, login. Contact us with any comments,
Is this your first time logging into 8 recoes e SO S
CFC Nexus? $3,932.:0
-i !! $492 Average
‘ (Thu, 04 Aug 2011 12:22:01 -0600)
' View Detailed
PLEDGING Report

_ISON
N

Search for Charities Please Give Generously

Browse or research charities without
yet making a pledge.

Slide notes

Once your CFC administrator has upgraded you to a “Payroll Coordinator,” you will log in to your CFC’s
account.
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WELCOME  sserome: (e

password:

e Bl | Enter your username and password.
yet registered, cli Click “GO”

have logged in but

~ [ XCLOSE

R et

Slide notes
Enter your username and password. Click “GO”.
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SUCCESSFUL LOGIN!

THANK YOU FOR
LOGGING IN!

Click to continue to
pledging.

Slide notes
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TOURCFCNEXUS ~ MAINMENU ~ PLEDGING  PAYROLL ~ MYPLEDGES&PROFLE 1  [icowr

MAKE A PLEDGE process new pledges (single print)

process new pledges (bulk print)

view processed-completed pledges

Slickherelfyougre, i revon

(Fill out this pledge form and scroll ER PLEDGE button)
paper pledge hatch creation

: 5
You will have a new menu item called

PAYROLL" =
ouRNaNE |

123456782 (numbers only, no dashes or spaces.) Demo CFC Nexus Payroll
Your SOCIAL SECURITY NUMBER will be deleted at the end of the campaign. User
Required for Payroll Deduction pledges. |YOUR AGENCY |
PLEDGE TYPE Sample Federal Agency Y

= - unit.11

"' Payroll Contribution 456 Elm Street

) Credit Card Pledge Giving, NY 10023

) Check Pledge

~ EDIT MY PROFILE
'/ Cash Pledge lg CHANSE AENCIS, S1AL 7T,

RELEASE OF INFORMATION TO CHARITIES RELEASE INFORMATION | DISCLOSURES

! Yes, release information | provide to S&aga:mgs:mem:ﬁal
aer i
c(u_a_am.es. _ ; Ple‘f1se select an consideration for any contibutions
@) :o: | do not want to release any information 4 opﬂon from the made to the organizations via this
to charities. ¥
list to the left. podgs cark
| VOLUNTEERING

e The USA Freedom Corps Volunteer

) NO -1 do not want a recognition award. Network can help you access
service opportunities near your

) YES - would like to receive a recognition award from my CFC. home or office, across the country,

or overseas. Just go to
TRIBUTE OPTION www.volunteer.gov, enter

geographic information, such as zip

I,’Z,' nfa code or state, and your area of
‘- In Honor Of interest to find out how you can get
Slide notes

As a Payroll Coordinator, you will see a top menu item called “PAYROLL.”
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TOURCFCNEXUS ~ MAINMENU  PLEDGING  PAYROLL ~ MYPLEDGES&PROFILE [

process new pledges (single print)

MAKE A PLEDGE

process new pledges (bulk print)

There are three methods available for =
processing pledges. First, we will look atthe |

“single print” method. —

Morm.fieldsy

ITER PLEDGE button)

STEP 1 - BEGIN THE PLEDGING PROCESS

SOCIAL SECURITY NUMBER

123456788 (numbers only, no dashes or spaces.)
Your SOCIAL SECURITY NUMBER will be deleted at the end of the campaign.
Required for Payroll Deduction pledges.

PLEDGE TYPE

' Payroll Contribution
) Credit Card Pledge
) Check Pledge

) Cash Pledge

RELEASE OF INFORMATION TO CHARITIES RELEASE INFORMATION

! Yes, release information | provide to
charities. Please select an

) No, | do not want to release any information 4 option from the
to charities. s
list to the left.

RECOGNITION AWARD

) NO -1 do not want a recognition award.
) YES -1 would like to receive a recognition award from my CFC.

TRIBUTE OPTION

| YOUR NAME |

Demo CFC Nexus Payroll
User

| YOUR AGENCY |

Sample Federal Agency Y
unit.11

456 Elm Street

Giving, NY 10023

flEom My ProFLe

|DISCLOSURES

CFC organizations do not provide
goods or services in whole or partial
consideration for any contributions
made to the organizations via this
pledge card.

| VOLUNTEERING

The USA Freedom Corps Volunteer
Network can help you access
service opportunities near your
home or office, across the country,
or overseas. Just go to
www.volunteer.gov, enter
geographic information, such as zip

I,’Z,' nfa code or state, and your area of
‘- In Honor Of interest to find out how you can get
Slide notes

There are three different methods available for processing pledges: single pledge print, bulk pledge

print and bulk pledge export. First, we will look at the “single

print” method.
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TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 [Locoy

PROCESS NEW INCOMING PLEDGES

(click to expand headers below.)

2011 SAMPLE FEDERAL

AGENCY GROUP 1
Sample Federal Agency Y < L -
unit. 11 =electap ‘=o|5_,) rom the
456 Elm Street S I-
Giving, NY 10023 1 liston theleft.
(6 unprocessed piedges)
Fledqges are listed

2011 SAMPLE FEDERAL Al o USICUNTE
AGENCY GROUP 2 reverse cnronological
TS;;nc;)I::ederalAgench 4 prder so the newest

ak Avenue
HelpOthers, MN 55901 pledgesare at tne 1op.
(2 unprocessed pledges)

Piadsaa Aataile wanll /e

On the left column are Federal agency locations |
that have unprocessed pledges. You will only
see Federal agency locations for which you
have been given access.

Slide notes

On the left, are Federal Agency locations that have unprocessed pledges. You will only see Federal
agency locations for which you have been given access.
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TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locour

PROCESS NEW INCOMING PLEDGES

(click to expand headers below.)

2011 SAMPLE FEDERAL

AGENCY GROUP 1

Sample Federal Agency Y 7 e = S e
unit 11 W) S€lecla pledgeirom ine
456 Elm Street the la

Giving, NY 10023 1 lIstonine et

(6 unprocessed pledges)

1 5 : 5 =
pLEDGE NO. 16:| BY clicking on one of the locations, you will see

g;;;g;g s a list of all its unprocessed pledges.
- Fledge detailswill be
PLEDGE NO. 167623 f “re:
Sun Jul 31 2011 e
oL L Ol TION
3

PLEDGE NO. 167622
Sun Jul 31 2011
AMOUNT: $520.00

4
PLEDGE NO. 167621
Sun Jul 31 2011
AMOUNT: $520.00
AYROLL CONTRIBUTION

5

PLEDGE NO. 167620
Fri Jul 29 2011
) AMOUNT: $520.00

Slide notes

By clicking on one of the locations, you will see a list of all its unprocessed pledges.
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TOUR CFC NEXUS " MAIN MENU - PLEDGING | PAYROLL ‘ MY PLEDGES & PROFILE 8

PROCESS NEW INCOMING PLEDGES

(click to expand headers below.)

2011 SAMPLE FEDERAL
AGENCY GROUP 1
Sample Federal Agency Y
unit11

456 Elm Street

Giving, NY 10023

(6 unprocessed pledges)

2
PLEDGI
<

Click on one of the pledge_ icons to see the
.. pledge details.

3
PLEDGE NO. 167622
Sun Jul 31 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

4
PLEDGE NO. 167621
Sun Jul 31 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

5
PLEDGE NO. 167620
Fri Jul 29 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

Slide notes

Click on one of the pledge icons to see the pledge details.
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TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 LOGOUT

PROCESS NEW INCOMING PLEDGES

(click to expand headers below.) @
2011 SAMPLE FEDERAL
AGENCY GROUP 1 CFC CAR™ 'GN NO CITY/STATE CODE ___ ATTENTION PAYROLL OFFICES:
Sample Federal Agency Y *CFC (
unit. 11 ontrant ot Sompye . S i@ =
OB et In order to process a pledge, click “Step 1 of 2”.
Giving, NY 10023 PLEDGE NUMBE
(6 unprocessed pledges) Sl —— e
LAST NAME, FIRST NAME CIviMIL FEDERAL AGENCY / OFFICE SSN) iD
1 Drasiana CIVILIAN Sample'Federal Agency X
PLEDGE NO. 167625 fHepotmers}
Wed Aug 03 2011 DSOS
AMOUNT: $520.00 iz370@johnnyz.org
PAYROLL CONTRIBUTION VORK ADDRESS & ZIP CODE | WORK PHONE NO.
789 Oak Avenue HelpOthers 55901
2 CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check contribution.
PLEDGE NO. 167623 Write in the total of your annual contribution in the space provided.
Sun Jul 31 2011 ALLOTMENT SOURCE| AMOUNT [ INTERVAL TOTAL GIFT
AMOUNT: $520.00 CNILIAN] $20.00 | 26 pay periods $520.00
PAYROLL CONTRIBUTION TOTAL PLEDGE: $520.00
LEADERSHIP GIVING
3 | would like to receive an incentive gift (if | qualify) as recegnition for my centribution.
PLEDGE NO. 167622
Sun Jul 31 2011
AMOUNT: $520.00

PAYROLL CONTRIBUTION RELEASE OF INFORMATION PAYROLL DEDUCTION AUTHORIZATION

| hareby suthorze any 3 of the United Sta:

| would like to remain anonymous, please do not

4 release my information.
PLEDGE NO. 167621 . kes
& =d Federal Campaig
Sun Jul 31 2011 ; horzation may be revoked by me in writing 3t any time befors it expirss.
AMOUNT: $520.00 A
PAYROLL CONTRIBUTION O// \\
/ oy
/1 AUG 03, 2
3 5|5NATU'R/_E DATE
PLEDGE NO. 167620 T
Fri Jul 29 2011
AMOUNT: $520.00 No goods or services were provided in whele or partial consideration for any contributions made to the organizations via this
PAYROLL CONTRIBUTION pledige card,

Slide notes
In order to process a pledge, click the “Step 1 of 2” button which is at the top.
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CFC NEXUS DEMO
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC SEX U S

TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locout

PROCESS NEW INCOMING PLEDGES

(click to expand headers below.)

Sy
2011 SAMPLE FEDERAL s P b S e Al L i
AGENCY GROUP 1 %Fc
Copatianinic s b S, After verifying the pledge has printed
PLEDGE N
Grang. Y. 10023 “-="=F " | correctly, click “Step 2 of 2” which marks the

glapely =~ | pledge as processed and removes it from

1 R the list on the left and erases the SSN.
PLEDGE NO. 167625

Wed Aug 03 2011 782 Oak Avenue HEPUINErs s=wli |

AMOUNT: $520.00 CONTRIBUTION: [ill in the blank showing the amount of your payroll allotment, cash or check contribution.
PAYROLL CONTRIBUTION Write in the total of your annual contribution in the space provided.
ALLOTMENT SOURCL| AMOUNT [ INTCRVAL TOTAL GII'T
CIvVILIAN| £20.00 | 26 pay perioda £520.00
2 101AL 'LEDGE: $520.00
PLEDGE NO. 167623 LEADERSHIM GIVING
Sun Jul 31 2011 Dwenkt fike D encmives an incenlive gill GEualify) as eecognilion fon my conlibsulion
AMOUNT: $520.00
PAYROLL CONTRIBUTION
RFI FASF OF INFORMATION PAYROI I DFNUCTION AUTHORIZATION
| would Ik to rcmain anonymous, picaac do not I 5 he
3 reicaac my intermation. =

PLEDGE NO. 167622
Sun Jul 31 2011
AMOUNT: $520.00

PAYROLL CONTRIBUTION

Ima Befars It SvpIres

T AUG 02, 2011
simnaTliRE NATF

4 DISCLOSURLS
PLEDGE NO. 167621 O gOOGE OF £6rvICEe Wers Provided In whole or partial coneideration for any cONtribuUNONe MAdE to the Organizatione via thie
Sun Jul 31 2011 pesugecans
AMOUNT: $520.00

PAYROLL CONTRIBUTION

PAYROLL STATUS

PLEDGE NO. 167620 PLEDGE STATUS DEFINITIONS
Fri Jul 29 2011

5

Proccaacd

Pending: tor FayrolVCaeh/Check Pledges  Payroll Coordinator/Adminietrator hae not eeen thie pledge.

Slide notes

Next, click “Step 2 of 2” button at the top which marks the pledge as processed and removes it from the
list on the left. It also erases the SSN number from the pledge.
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CFC NEXUS DEMO

20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax

CFCBNEXUS

TOUR CFC NEXUS MAIN MENU

PLEDGING PAYROLL MY PLEDGES & PROFILE

PROCESS NEW INCOMING PLEDGES

8

l LOGOUT

(click to expand headers below.)

2011 SAMPLE FEDERAL
AGENCY GROUP 1

S:Rr.r;z)le Federal Agency Y Selecta Mj;) from the

e g [ liiston thetet

(6 unprocessed pledges)

2 rledgesiarelistecin
PLEDGE NO. 167623 reverse chronological

Sun Jul 31 2011 4 order so the newest

PAYR '{\'Mf)uﬂnﬁsf ?ﬂgg pledges are at the top.

3 1P g
PLEDisEgE That pledge is removed and you could 4
PAYROLL CON continue with the others.

4

PLEDGE NO. 167621
Sun Jul 31 2011
AMOUNT: $520.00

PAYROLL CONTRIBUTION

5

PLEDGE NO. 167620
Fri Jul 29 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

6

PLEDGE NO. 167619
Thu Jul 28 2011

Slide notes

That pledge is now processed and you could continue with the next pledge on the list.
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CFC NEXUS DEMO ,
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC SEX U S

TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locout

process new pledges (single print)
PROCESS NEW INCOMING PLED:

process new pledges (bulk print)

(click to 2 - iges
ansel We will now look at the bulk print/process
hied method.
Sample 1&,‘,
unit 11 - ! 1
ﬁrﬂ.mN?ruﬁtoza 1 listontheiert.
(6 unprocessed pledges)
PLEDGE NO. 167623 reverse cnronoiogical
Sun Jul 31 2011 4 order so the newest
AMOUNT: $520.00 sddesaraatrinet
PAYROLL CONTRIBUTION pledges are at the 1op.
3 P :l‘ulol:,\\c etails will be’
PLEDGE NO. 167622 e ATeH TN e
Sun Jul 31 2011 displayed in thisarea.

AMOUNT: $520.00
PAYROLL CONTRIBUTION

4
PLEDGE NO. 167621
Sun Jul 31 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

5

PLEDGE NO. 167620
Fri Jul 29 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

6
PLEDGE NO. 167619
Thu Jul 28 2011

Slide notes

We will now look at the 2nd method for processing which is "bulk pledge print."
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CFC NEXUS DEMO q
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC ﬁEx U ~
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locoy]

BULK PRINT UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)
2011 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency Y unit11 456 Elm Street Giving, NY 10023
(5 unprocessed pledges)

2011 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency X 789 Oak Avenue HelpOthers, MN 55901
(2 unprocessed pledges)

Select the Federal agency location.

Slide notes
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CFC NEXUS DEMO CFCBNEXUS

20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locout

BULK PRINT UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)

2011 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency Y unit.11 456 Elm Street Giving, NY 10023
(5 unprocessed pledges)

Click “Step 1” to process all pledge within
the Federal agency location.

CFC CAMPAIGN NO CITYISTATE CODE ATTENTION PAYROLL OFFICES:
. i ¢ to i ify the | |
FCFC 9999 09 9999 L oy o ine oce

PLEDGE NUMBER: 167624 PLEDGE DATE: AUG 03, 2011
LASI MAME, FIRS 1T NAME CIRATL FEDERAL AGENCY / UFFICE SSN/Employee 1D
Doe, Jane CIVILLAN Sampie':er!cac;'tar:Aggncyx
(Help ers)

DONOR EPANIL
1Z3Tojonnnyz.org
WORK ADDRESS & ZIP CODE WORK PHOME NO.
TR9 Nak Aveniue HelpDthers S5901

CON I RIBU T IOMN: FiILin the blank showing the amount of your payroll allotment, cashn or check contribution.
write in the total of your annual contribution in the spaoe"provmec.

ALLOTMENT SOURCE| AMOUNT | INTERVAL TOTAL GIFT
CT\JILIANI s20.00 l 25 pay periods S£520.00
LT sl DL - SE20 00

Slide notes
After selecting the Federal agency location, Click Step 1 to process all pledges.
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File Edit View Document Comments Forms Tools Advanced Window Help

:;_J Create ~ ;3:; Combine ~ @ Collaborate ~ ﬁ Secure ¥ / Sign ~ I%' Forms ~ E Multimedia ~ :rs Comment ~

&% 1 /5 Tk G_'j "Q & ® 137% - | =f| ] Find

FCNexus.org

CFC CAMPAIGN NO CITY/STATE CCDE IATEHT)OH PA\’ROLl: CFFlc.ES
:_959_ 9999 09 9999 i::\;:z:umber only to identify the local
PLEDGE NUMBER: 167624 PLEDGE DATE: AUG 03, 2011

LAST NAME, FIRST NAME CivimiL FEDERAL AGENCY / OFFICE D

Sample Federal Agency X
(HelpOthers)

Doe, Jane CIVILIAN

DONOR EMAIL

now have a print out with one —}M

pledge per page :ash or check contribution.

INTERVAL TOTAL GIFT

CNIL‘J«H' $20.00 | 26 pay periods $520.00
TOTAL PLEDGE: $520.00

LEADERSHIP GIVING

| would like to receive an incentive gift (if | qualify) as recognition for my contribution

RELEASE OF INFORMATION

1 would like to remain anonymous, please do not
release my information.

DISCLOSURES

No goods or services were provided in whole or partial consideration for any contributions made to the organizations via this
pledge card

Slide notes
You will now have printed out all the pledges for that location with one pledge printed per page.
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PRINTING PLEDGE - PLEASE VERIFY PRINTED PLEDGES

AFTER PRINTING,
CLICK BELOW TO
RETURN TO THE
PLEDGES.

Once back, process all
printed pledge by clicking
on the button at the top of
the pledge (STEP 2).

XCLOSE

N

Slide notes
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CFC NEXUS DEMO
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC sEX U S
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locout

BULK PRINT UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)

2011 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency Y unit.11 456 Elm Street Giving, NY 10023
(5 unprocessed pledges)

A AIAT ALIASL, TLIIS BDLITTAA LIATH ALL M s reEes '4AVE BEEN PRINTED COMPLETELY

After verifying the print, click “Step 2.” This will
remove those pledges from the workflow and
erase the associated SSN from the system. \UR DESKTOP*

CFC CAMPAIGN NO CITY/STATE CODE =~ ATTENTION PAYROLL OFFICES:
B h identify th
:uc»Eg 9999 09 9999 gas:‘;a)lsg:.umber only to identify the local

PLEDGE NUMBER: 167624 PLEDGE DATE: AUG 03, 2011
LAST NAME, FIRST NAME CIvViMIL FEDERAL AGENCY / OFFICE SSN/Employee ID
Doe, Jane CIVILIAN Sample(::iz;l::gfncy %
DONOR EMAIL
iz370@johnnyz.org
WORK ADDRESS & ZIP CODE | WORK PHONE NO.

789 Oak Avenue HelpOthers 55901
CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check contribution.

Slide notes

After verifying the print looks accurate, click Step 2. This will remove those pledges from the workflow
and erase the associated SSN numbers from the system.
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Slide 22 - Slide 22

ALL PRINTED PLEDGES HAVE BEEN MARKED AS PROCESSED

ALL
PRINTED/EXPORTE
PLEDGES WERE
PROCESSED!

Remember that Cash &
Check pledges must still be
processed

using the Single Pledge
Processing Tool.

XCLOSE

N

Slide notes
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CFC NEXUS DEMO q
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC @Ex U ey
TOURCFCNEXUS ~ MAINMENU  PLEDGING  PAYROLL MY PLEDGES & PROFILE 8 =

BULK PRINT UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)

2011 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency X 789 Oak Avenue HelpOthers, MN 55901
(2 unprocessed pledges)

The final method for processing is “bulk
export,” which is downloading and saving the
data into a spreadsheet. Before using, please

make sure this will work with your payroll

center.

Slide notes

The final method for processing is bulk export which is downloading and saving the data into a

spreadsheet. Before using, please make sure this will work with your payroll center.
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CFC NEXUS DEMO _
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC %EX U S
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locout

BULK PRINT UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)

2011 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency X 789 Oak Avenue HelpOthers, MN 55901
(2 unprocessed pledges)

eemraanno | 1N this case, click the other “Step 1,” which will
FCFC

9999 export all pledges in the Federal agency
location.
PLEDGE NUMBER: 16762
LAST NAME, FIRST NAME CIV/MIL FEDERAL AGENCY / OFFICE [ SSNEmployee ID |
Doe, Jane CIVILIAN Samplell:::)eor;::g?ncyx
DONOR EMAIL
jz370@johnnyz.org
WORK ADDRESS & ZIP CODE [ WORK PHONE NO.

788 Dak Avenue HelpOthers 55901 |
CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check contribution.
Write in the total of your annual contribution in the space provided.

ALLOTMENT SOURCE] AMOUNT] INTERVAL[ TOTAL GIFT

Slide notes

In this case, click the other Step 1 which will export all pledges in the Federal agency location.
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EXPORTING PLEDGES - PLEASE ‘

SAVE THE EXPORT
FILE TO YOUR
DESKTOP. CLICK
BELOW TO
PROCEED.

Once back, process all
exported pledge by clicking
on the button at the top of
the pledge (STEP 2).

Slide notes

have chosen to open
E} bulk_payroll_download_payroll_2011-08-04.csv

which is a: 2003 Worksheet

© Openwith (M
@ Save File

Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Options.

0K Cancel
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Home Insert F‘age Layout Formulas Data Review View ASAP Utilities

= | L Page Break Preview e w (‘:{ ‘ [“i” £33 New Window [ Split 0 = %
Iaj Custom Views = S Arrange All = Hide @l : rd
Normal| Page = Gridlines Headinas Zoom 100% Zoomto Save Switch Macros
Layout |5 Full Screen bl < 9 Selection | CF Freeze Panes ~ (] Unhide 34 orkspace Windows ~ v
Workbook Views Show Zoom Window Macros

v @ F

Please contact the following PCFO/CFC if there are any problems or questions regarding the pledge information
presented in this export.

A B c [ b | E FE | & [ # e J K L M N o | P | a R g | oF
1 |Pleasec =3 tact the following PCFO/CFC if there are any problems or questions regarding the pledze information presented in this export.

2 [CFCIDNO 9999

3 | CFC NAME CFC Nexus Demo

4 CFCPHON (612)412-3483

5 |[CFCFAX 206-984-3018

6 | CFCCITY/¢ 099999

7 | CFCADDR 20 2nd St. Suite 2005
8

2 =
10 ELECTRON All pledges have electronic signatures on file. Electron Micscftbeel S g = ﬂ
11

[ [ij4 ¥ >

Minneapc MN 55413

L E-SIGN ACT Section 101(c)(1)(C)(ii) (http://www.ftc.gov/os/2001

AGENCY A AGENCY A AGENCY A A(

13  AGENCY G AGENCY N UNIT
14 2011Sam Sample Federal Age 783 Ozk Avenue
15 |2011Sam Sample Federal Age 788 Oak Avenue

H
H

/a\
12 Vi ! %, Do you want to save the changes you made to

‘bulk_payroll_download_payroll_2011-08-04.csv'?

[ Save

][Dor_\'tSave][ Cancel

16

17 |
18
19 |(for ical pi or
20 |
21
22
23|
24
25
26
27
28
29
30
31
32
33
34
35

reporting/exports please contact CFC NEXUS by emailing info@cfenexus.org)

TE

PLEDGET) CIVILIAN C MILITARY MULTIPLII MULTIPLII ALLOCAT)

011 Payroll Cc CIVILIAN
011 Payroll Cc CIVILIAN

26 x26payp
26 x26payp

2
2

[l

M4rp

[Tl

bulk_payroll_download_payroll_2 - ¥J

I |

Ready ‘

75% (= —

Slide notes
Save the spreadsheet file to your computer.
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EXPORTING PLEDGES - PLEASE VERIFY EXPORTED PLEDGES

SAVE THE EXPORT
FILE TO YOUR
DESKTOP. CLICK
BELOW TO
PROCEED.

Once back, process all
exported pledge by clicking
on the button at the top of
the pledge (STEP 2).

XCLOSE

N

Slide notes
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CFC NEXUS DEMO
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC sEX U S
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 {Locout

BULK PRINT UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)

2011 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency X 789 Oak Avenue HelpOthers, MN 55901
(2 unprocessed pledges)

After verifying and saving the export, click | 2VE BEEN PRINTED COMPLETELY

“Step 2.” This will remove those pledges from
the workflow and erase the associated SSN
from the system. JR DESKTOP*

CFC CAMPAIGN NO CITY/STATE CODE ~ ATTENTION PAYROLL OFFIC‘ES:
:_955 9999 09 9999 g::“;r;lisg:.umber only te identify the local

PLEDGE NUMBER: 167624 PLEDGE DATE: AUG 03, 2011
LAST NAME, FIRST NAME CIVIMIL FEDERAL AGENCY / OFFICE SSN/Employee ID
Doe, Jane CIVILIAN Sample‘ Federal Ag(\ency X
(HelpOthers)
DONOR EMAIL
iz370@johnnyz.org

WORK ADDRESS & ZIP CODE | WORK PHONE NO.

789 Oak Avenue HelpOthers 55901

Slide notes

After verifying and saving the export, click Step 2. This will remove those pledges from the workflow
and erase the associated SSN from the system.
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ALL PRINTED PLEDGES HAVE BEEN MARKED AS PROCESSED

ALL
PRINTED/EXPORTE
PLEDGES WERE
PROCESSED!

Remember that Cash &
Check pledges must still be
processed

using the Single Pledge
Processing Tool.

XCLOSE

N

Slide notes
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CFC NEXUS DEMO q
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC gEx U ~
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE g {Locoy]

process new pledges (single print)

BULK PRINT UNPROCESSED PLE :
process new pledges (bulk print)
BULK PROCESSING ONLY VieW processed-completed pledges ;cT|ON* PLEDGES
Cash & Check pledges must st payroll report 2 pledge processing tool.

paper pledge batch creation
(click 1o expana neaaers DEIoOW)

Pledges you have previously processed can be
viewed at anytime.

Slide notes
Pledges you have previously processed can be viewed at any time.
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CFC NEXUS DEMO

20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone « 206-984-3018 fax

CFCBNEXUS

TOUR CFC NEXUS ‘ MAIN MENU ‘ PLEDGING i PAYROLL MY PLEDGES & PROFILE ‘ 8 {Locout
VIEW PROCESSED PLEDGES
(click to expand headers below.) e CFC CAMPAIGN NO CITY/STATE CODE ~ ATTENTION PAYROLL OFFICES:
2011 SAMPLE FEDERAL CFc Use thl_s number only to identify the local
AGENCY GROUP 1 s 9999 09 9999  concen.
Sample Federal Agency Y
unit11p geoey PLEDGE NUMBER: 167624 PLEDGE DATE: AUG 03, 2011
Im Stree! VRN S0
é?ﬁ,gf“m 10'023 LAST NAME, FIRST NAME CIVIMIL FEDERAL AGENCY / OFFICE SSNiEmployee D
(6 processed pledges) Doe. Jane CIVILIAN Sample Federal Agency X
4 {HelpOthers)
DONOR EMAIL
iz370@johnnyz.or
Wed Aug 03 2011 WORK ADDRESS & ZIP CODE WORK PHONE NO.
AMOUNT: $520.00 789 Oak Avenue HelpOthers 55901
CONTRIBUTION: Fill | lnthebhnk shwmgme :mountofyour pa)roll allqbvwm,mhor check eonh'ibum
Wﬁiemﬂ\etouofyourmnualuonmﬂon inthe spaeepmvmed.
PI;(‘)rCESSE): Thu Aug 042011 ALLOTMENT SOURCE] AMOUNT | NTERVAL TOTAL GIFT
: CVILIAN | 520.00 | 26 pay periods $520.00
TOTAL PLEDGE: $520.00
2 LEADERSHIP GIVING

PLEDGE NO. 167623
Sun Jul 31 2011
AMOUNT: $520.00

| would like to receive an incentive gift (if | qualify) as recognition for my contribution.

PAYROLL CONTRIBUTION

RELEASE OF INFORMATION

PAYROLL DEDUCTIOHN AUTHORIZATION

| would like to remain anonymous, please do not

PROCESSED: Thu Aug 04 2011 < S
release my information.

BY: Demo CFC Nexus Payroll
User

3
PLEDGE NO. 167622
Sun Jul 31 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

| hereby authorze any agency of the United States Government by which | may be
employed during 2012 to deduct the amount(s) shown above from my pay each pay
period during the calendar year 2012 starting with the first pay period that begins in
January and ending with the Iast pay period that begi and to pay the
3mounts =0 deducted to the Combined Federal Campaign shown sbove. | understand
that this suthorzation may be revoked by me in writing at any time before it expires.

T

SIGNATURE DATE

DISCLOSURES

PROCESSED: Thu Aug 04 2011
BY: Demo CFC Nexus Payroll

pledge card.

No goods or services were provided in whele or partial consideration for any contributions made to the organizations via this

lisor

Slide notes

Here is an example of a previously processed pledge.
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CFC NEXUS DEMO

20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax

CFCBNEXUS

TOUR CFC NEXUS

MAIN MENU

PLEDGING PAYROLL MY PLEDGES & PROFILE 8

process new pledges (single print)

VIEW PROCESSED PLEDGES

process new pledges (bulk print)

Rooce]

(click to expand headers below.)

view processed-completed pledges

PAYROLL CONTRIBUTION

PROCESSED: Thu Aug 04 2011
BY: Demo CFC Nexus Payroll
User

2
PLEDGE NO. 167623
Sun Jul 31 2011
AMOUNT: $520.00
PAYROLL CONTRIBUTION

PROCESSED: Thu Aug 04 2011
BY: Demo CFC Nexus Payroll
User

3
PLEDGE NO. 167622
Sun Jul 31 2011
AMOUNT: $520.00

FATRULL CONIRIDUTION

PROCESSED: Thu Aug 04 2011
BY: Demo CFC Nexus Payroll

llser

CF¢ ON PAYROLL OFFICES:
2011 SAMPLE FEDERAL *ch payroll report number only to identify the local
AGENCY GROUP 1 Comict bt omvonn S -
ition
. rrcosce DATE: AUG 03, 2011
You can also download or view pledge reports.
FEDERAL AGENCY / OFFICE SSN/Employee ID
U JIULEDOEU IEUYED) Saiiiple Federal Agency T (donor print
User, Admin CVILIAN method)
1 (Seasalt)
PLEDGE NO. 167625 DONORTIAYS
Wed Aug 03 2011 info@cfcnexus.org
AMOUNT: $520.00 VWORK ADDRESS & ZIP CODE | WORK PHONE NO.

8854 Charity Road Seasalt 90215

CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check contribution. Write
in the total of your annual contribution in the space provided.

ALLOTMENT SOURCE] AMOUNT] WTERVAL TOTAL GIFT
CVILIAN | $20.00 26 pay periods | $520.00
LEADERSHIP GIVING

| elect NOT to receive an incentive gift as recognition for any contribution.
RELEASE OF INFORMATION PAYROLL DEDUCTION AUTHORIZATION

| would like to remain anonymous, please do not || hereby authorze any agency of the United States Government by which | may be
release my information. employed during 2012 to & from my pa h pay
period during the calendar year 2 irst pay period that begins in
January d to pay the
amounts =0 de " = i i nderstand

that this suthorzation may be revoked by me in writing at any time be expires.
40 .
b 4 W )
g S —
AUG 03, 20
SIGNATURE DATE

DISCLOSURES

No goods or services were orovided in whole or partial consideration for anv contributions made to the oroanizations via this

| hereby authorize any agency of the United States Government by which | may be employed during 2012 to
deduct the amount(s) shown above from my pay each pay period during the calendar year 2012 starting

with the first pay period that begins in January and ending with the last pay period that begins in December,
and to pay the amounts so deducted to the Combined Federal Campaign shown above. | understand that

Slide notes

You can also download or view pledge reports.
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CFC NEXUS DEMO

20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax

CFCBNEXUS

2011 Sample Federal Agency Group 1
Sample Federal Agency Y-unit.11

VIEW DONOR LEVEL PLEDGE DETAILS FOR Sample Federal Agency Y
DONOR LEVEL DETAILS FOR ONLINE E-PLEDGES

MAAA PAYROLL PLEDGES

# PLEDGE DATE DONOR NAME

1 167619  07-28-11 Demo CFC Nexus Payroll User

2 167620  07-29-11 Hansoo Kim

3 167621  07-31-11 Hansoo Kim

4 167622  07-31-11 Hansoo Kim

5 167623  07-31-11 Hansoo Kim

6 167625  08-03-11 Hansoo Kim

6 TOTAL Sl PAYROLL PLEDGES

2011 Sample Federal Agency Group 2
Sample Federal Agency X
VIEW DONOR LEVEL PLEDGE DETAILS FOR Sample Federal Agency X

paper pledge batch creation

2011 SAMPLE FEDERAL AGENCY GROUP 1 TOTAL:

2011 SAMPLE FEDERAL AGENCY GROUP 2 TOTAL:

2011 PAYROLL REPORT TOTAL:

LOGOY

TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8
process new pledges (single print)
PAYROLL REPORT 5
process new pledges (bulk print)
2011 PAYROLL REPORT view processed-completed pledges
payroll report

6 pledges $2,840.00 $473.33 ave 0

@

DONOR EMAIL GIFT HR STATUS GIFT

test999@cfcnexus.org $240.00 --
han@forgegroup.com
han@forgegroup.com $520.00 _-
han@forgegroup.com $520.00 _

han@forgegroup.com $520.00 _-
han@forgegroup.com $520.00 _-

MM PAYROLL SUBTOTAL: $2,840.00 $473.33 ave

6 pledges $2,840.00 §473.33 ave )

2 pledges $1,092.00 $546.00 ave 0
2 pledges $1.092.00 $546.00 ave c

8 pledges $3,932.00 $491.50 ave ()

Slide notes

Payroll Coordinator reports include some donor and pledge details that are not available to other roles.

Page 33 of 37



CFC Nexus — Payroll Coordinator Role 2013

Slide 34 - Slide 34

CFC NEXUS DEMO q
20 2nd St. NE Suite 2005 « Minneapolis, MN 55413 - (612) 412-4483 phone » 206-984-3018 fax C FC %Ex U )
TOUR CFC NEXUS MAIN MENU PLEDGING PAYROLL MY PLEDGES & PROFILE 8 [Locoy
process new pledges (single print)
PAYROLL REPORT 5
process new pledges (bulk print)
2011 PAYROLL REPORT view processed-completed pledges
payroll report
2011 Sample Federal Agency Group 1 )
Sample Federal Agency Y-unit.11 Bpas sledae batch craation 6 pledges $2.840.00 $473.33 ave 0
-
The “Payroll Coordinator” also has the ability to
enter paper pledge enveIOpe. d_ata- Please | onor emaiL GIFT HR STATUS GIFT
check with your CFC administrator to est999@cfcnexus.org 524000 _=
= = 2 = = 1an@forgegroup.com $520.00
determine if this will be used in your CFC | 00 e s _“-
reg 10N. 1an@forgegroup.com $520.00 m-
1an@forgegroup.com $520.00 _-
6 167625  08-03-11 Hansoo Kim han@forgegroup.com 5520.00 [ Processed | [N
6 TOTAL Sl PAYROLL PLEDGES MMM PAYROLL SUBTOTAL: $2,840.00 $473.33 ave

2011 SAMPLE FEDERAL AGENCY GROUP 1 TOTAL: 6 pledges $2.840.00 $473.33 ave 0

2011 Sample Federal Agency Group 2

Sample Federal Agency X 2 pledges $1.092.00 $546.00 ave 0
VIEW DONOR LEVEL PLEDGE DETAILS FOR Sample Federal Agency X

2011 SAMPLE FEDERAL AGENCY GROUP 2 TOTAL: 2 pledges $1.092.00 $546.00 ave O

2011 PAYROLL REPORT TOTAL: 8 pledges $3,932.00 $491.50 ave 0

Slide notes

The “Payroll Coordinator” also has the ability to enter paper pledge envelope data. Please check with
your CFC administrator to determine if this will be used in your CFC region.
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CFC NEXUS DEMO

20 2nd St. NE Site 2005 » Minneapolis, MN 55413 - (612) 412-4483 phone - 206-984-3018 fax CEC %EXU S

oo W mssane e W B
CFC administrator. i e v ; : . .

STEP 1 - Please select the Agency for this new batch/envelope.

Sel Agencyl/Intentifier Address
. Sample Federal Agency Y 456 Elm Street
1D: 55566 unit. 11 Giving NY 10023
. Sample Federal Agency Z 123 Maple Street
ID: 44455 unit.10 Donation MN 55406

STEP 2 - Please enter the information for this new batch/envelope.

2011 Sample Federal Agency Group 1
N Sample Federal Agency Y (ID: 55566) unit. 11456 Elm Street Giving 10023
[ —

—
-

remaining characters [ 1000

Optional Information

Coordinator Information

First Name Last Name Phone Email

[Demo CFC Nexus [Demo CFC Nexus | E—— [test999@cfonexus org

First Name Last Name Phone Email

[ | — I [

Loaned Executive Information ‘ '

First Name Last Name Phone Email

[ R [E— [ ]
Slide notes

Here is a sample paper envelope entry module.
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TOURCFCNEXUS ~ MAINMENU  PLEDGING  PAYROLL  MYPLEDGES&PROFLE & [wconr
STEP 1 - Please select the Agency for this new batch/envelope.

Sel Agencyl/intentifier Address
. Sample Federal Agency Y 456 Elm Street
1D: 55566 unit. 11 Giving NY 10023
. Sample Federal Agency Z 123 Maple Street
1D: 44455 unit.10 Donation MN 55406

STEP 2 - Please enter the inform: [I°

The “Payroll Coordinator” can log in to CFC
Nexus anytime in order to perform these
functions.

v

If you have questions about processing online
pledges, please contact your CFC
administrator.

Optional Information

Coordinator Information
First Name Last Name Phone Email

Demo CFC Nexus Demo CFC Nexus test999@cfcnexus.org
Keyworker Information (if different from coordinator)
First Name Last Name Phone Email
[ | [ [ | [ ]
Loaned Executive Information
First Name Last Name Phone Email
| —— | |
Address 1 Address 2 City State Zip

[ [ |
Slide notes

The “Payroll Coordinator” can log in to CFC Nexus at any time in order to perform these functions. If
you have questions about processing online pledges, please contact your CFC administrator.
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PAYROLL
COORDINATOR

Slide notes
This is the end of the CFC Nexus Payroll Coordinator tutorial.
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