Gateway CFC
0528
ePledge on

myPay




Who Can Use myPay for CFC ?

DoD

e MilPay

 Civ Pay

Veterans Affairs
Department of Energy
Health and Human Services
And a few others




Benefits

Increased donor confidentiality

Reduced administrative workload

Increased accuracy since donor is reviewing their own pledge;
reduced possibility of typing errors associated with paper
pledge form processing

Reduces campaign costs
Fewer donor dollars spent on overhead and more donor dollars
directed to CFC-supported charities



a few easy to handle limitations

It is best to do your charity designation code research ahead of time using
the paper Catalog of Caring and/or the Gateway CFC web site search
engine. Users will only have about 20 minutes to enter their pledge data.

There is no ability to start a pledge and save it for later.

Once the pledge is completed, the donor cannot re-open the myPay
ePledge system to make changes. If changes desired are only for
designations and not total pledge, the donor should contact the CFC
office info@gatewaycfc.org

Cancellations, if needed, will have to be made through the Customer
Service Representative who handles their payroll transactions.


mailto:info@gatewaycfc.org

-

Your Dept. of Veterans Affairs Pay Account
« Leave and Earnings Statement (LES)

Turn on/off Hard Copy of LES

@ Foreign Entittements Statement
Pay Changes:

o~

Allotments

Combined Federal Campaign (CFC)

LS SN U T T U L

Correspondence Address

Direct Deposit

Federal Employee Health Benefits
FEHB Premium Conversion

Health Savings Account

Traditional T3P and Hoth TSP

TSP Catch-Up - Traditional and Roth

Maximum time per
Session = 30 minutes

Combined Federal
Campaign option added
to myPay Main Menu 1
Sept. to 15 Dec.



myPay "F_']\

Your current pay period contribution and total CFC gift are shown below.,
If you would like to add additional contributions to CFC, please click "Add Mew Contribution’.

Current Pay Period Contribution: $0.00
Donor Total CFC Gift: $0.00
selects:
Add New -
Contribution Add New Contribution

To make a one-time contribution, please contact
your CFC key worker.



Carmpaign Search

Please enter the 4 digit OFC code that fs on your pladge form. if the CFC code that i on the form &5 not valld, or you &d not
recete & pledpes form, plese widl your fnance affice for processing. Service members will ot be allowed o stop or changs
thelr Charity allotment via mPay.

ENTER: 0528 | Fird Campaign

\

Meass cordirm the campaign number and ares aré correcily Biied
below OR enter another 4 digit OFL code and sefect Find Campaign

KEY TRAINING POINT: This screen will only be shown to active duty Army,
Navy, and Air Force personnel. These donors must enter the Gateway CFC
4-digit Campaign Code which is 0528. All other donors’ campaign
Information will be automatically populated.




myPay "F__'L\

Entering a code that does not represent an
actual campaign region will result in an error
4 message. The Gateway CFC code is: 0528

« The CAampaign code you entered 15 ndl vasd

Campaign Search

Meaze enter the 4 digit OFC code that &5 an your pledge form. If the CFC code that i on the form & nok valld, or you $d not

recere g pladgs form, plesie sl your ance olfice for processing, Senice members vl not be allowed 1o 1top or change
their Chisrity allotment via mePey.

055% Fird Campaign

Plagss Eardirm the campalgn number and ares dre correcitly Sibed
below OF enter snother 4 dight OFL code and sefect Find Campaign



Campaign Search

Please enter the 4 digit OFC ¢ode that is on yowr pledge form. If the CFC code that Is on the form Is not valld, or you &d not
recehe & pladge form, plaase w3l your fnance office for processing. Service membear: will not be sllowed o stop or changs

1. Active duty Pacle Charity sotmunt vis myfa. 2. For Gateway
Army,_Navy, L / CFC confirm
and Air Force | = D95 | Find Campaign that this code
personnel ISs: 0528
must “Confirm
Campaign”
rior to Plegss confirm the campaign number and ares are carrecty Bied
P _ _ below Of enter snother 4 digit OFC code and sefect Find Campalgn
continuing — :
other donors 09%5 CFC Owerseas 3. Then click here
: to confirm
will not see T o

this screen




myPay "F__l\

Enter the amount per pay period you would like to donate to the
Combined Federal Campaign in the box below.

5

Save

KEY TRAINING POINT
Donor selects donation amount per pay period, minimum is $2 per pay
period. Maximum allowable total donation for military personnel is
$833/month. For donations higher than that, military donors should use a
paper pledge form.




Current contributian: 550

N

Donor can return to this screen before finalizing their
contribution if they need to adjust the per pay period amount



Donors can
search charities
in multiple ways.

Code Search tab

The donor can
search by the
specific 5-digit
Charity Code.

Category Search I Advanced Search

Skip. Do not designate specific charities.




Donors can
search charities
in multiple ways.

Name Search
tab

The donor can
search for a
specific charity
by name

Skip. Do not designate specific charities.




Category
(service type)
Search tab

Donors can
search charities
in multiple ways.

The donor can
search for a
specific charity
by service type

[ClA - Arts, Culture & Humanities

[C1B - Educational Institutions & Related Activities

] - Environmental Quality, Protection & Beautification
[C1D - Animal Related

[|E - Health - General and Rehabilitative

[]F - Mental Health, Crisis Intervention

[C]G - Disease, Disorders & Medicinal Disciplines

[C1H - Medical Research

[C11 - Crime, Legal-Related

Skip. Do not designate specific charities.



Donors Can S ;
Code Search Name Search Category Search | Advanced Search .

search charities T, ;

In multiple ways.
Administration Percentage

Advanced

The donor can Starting: Ending: Seal’Ch tab
also search for
charities using RRVR
Administrative
Over h ead rate 9! Any Words (at least one of the words)
and/or by ) All Words
KeyWO rd _ Exact Match
The donor can Organization Category
also limit the sy | ALL CHARITIES E2
search to l=] Search
National and/or
International

. If you do not wish to designate specific charities, click "Skip. Do not designate specific charities”.
Charities Undesignated gifts are distributed among all organizations in proportion to their pledges.

Skip. Do not designate specific charities.



Donors can
select charities

and/or return to ~ Add Ehanty Charity Mame

felir
search for
additional \ .. A Ve
charities Corps. e
180 doingal Coirvanh fod
KEY TRAINING T N
POINT
Donor can FY vy, Aoimel abe
select a
maximum of 30
charities. L M e
Donors wishing
to designate to o A o

more than 30
should use the
paper pledge
form
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Steps to Get Started:

Donors can

and/or return to
search for
additional \A

-

. Select your charity by selecting a search option below.

1
select charities 2
3. Add your charities by checking each checkbox next to the charities name and click Add Selected

Enter the search criteria to locate your charity.

Charities.

Repeat steps 1 - 3 if you wish to add other charities. You may add up to 30 charities.

When you have finished selecting all of your charities, specify the amount of your contribution for
each charity and complete the Personal Information Authorized Release section and click Continue.

charities 6. To make a one-time contribution, please contact your CFC key worker.
Add Selected Charities Back to Search
Show 10 |~ | entries Search:
Add Charity Charity Name % EIN Phone Website Category Description
code Admin Number

I:l 28T Pariners for Pats a8

Humane Society

Ei2iE40- Chwur shelier rescuss dogs and cats from aninnal conirol facilities
64521704 ': ?3}55? www parinersdpets_peffindercom DR, T before they are euthanized. All medical care is provided prior to
adopiion to approved homes.

Showing 1 to 1 of 1 entries



Steps to Get Started:
Donors can
select charities
and/or return to

search for \
add ”_:I(_)nal gach charity and complete the Personal Information Authorized Release section and click Continue.
charities 6. To make a one-time contribution, please contact your CFC key worker.

Select your charity by selecting a search option below.
Enter the search criteria to locate your charity.
Add your charities by checking each checkbox next to the charities name and click Add Selected

Charities.

L I =

« Lindesignated Contnbutsans Per Month - 550.00
« Designated Contributson Per Manth © $0.00

D= li=ri C marity Code Charity Hame Camiribdaon Per Blosih

The donor
115TT asimal Hights (rilhiis

enters the
11040 ASUFIROf DO InFnL e per pay
B1344 Amaricas VelDogs - tha Vetsrsny K-8 Corpa, Inc — period or per
124300 dagal Damiem o6 WiEunSed vam=isa 4_ mon’[h
10474 Amimal Weltars -3t — oM OUNt

Comtinue Add Mo Charities Deldie Selected



Steps to Get Started:

Donors can 1. Select your charity by selecting a search option below.
select charities 2. Enter the search criteria to locate your charity.

3. Add your charities by checking each checkbox next to the charities name and click Add Selected
and/or return to Charities.
search for 4. Repeat steps 1 - 3 if you wish to add other charities. You may add up to 30 charities.
additional \F When you have finished selecting all of your charities, specify the amount of your contribution for

o gach charity and complete the Personal Information Authorized Release section and click Continue

charities 6. To make a one-time contribution, please contact your CFC key worker.

Contribution per month shows here

* Undesignated Contributons Frer Month - 550.00 Balance remaining to be designated is automaticall
« Designated Contribution Fer Manth : $0.00 <G— & & y
calculated and shows here

D= li=ri C marity Code Charity Hame Camiribdaon Per Blosih
115TT asimal Hights (rilhiis The donor
enters the
11640 ASHFIDR D0 InFUTaD per pay
513158 Mﬂl“[ﬂﬂm-hl“hlh‘lﬂdm I h perlod Or per
123040 T R Tl AT ] 4_ month
12474 Amimal Weltars -3t — oM OUNt

Comntinue Add Mo Charities  Delele Selected
¥ Donor has the option to continue to complete
the pledge or add / delete charities



KEY TRAINING POINT

For an organization’s
pledges (your unit) to
be properly credited
the donor MUST enter
the correct account
information — please
refer to the list of
accounts for your
organization available
from your Keyworker
or on the Gateway
CFC web site in the
Pledge Online
section.

Personal Information

+ Please complete the fields below. Work phone number or work email address and work street address

are required.
+ Please indicate if you wish to have your pledge amount released to your designated organizations.

+ If you wish to authorize recognition, please indicate so in the Recognition Release Authorization field.
+ Click address or email if you wish to release your contact information to your designated organizations.

Charity Code Charity Name Contribution Per Pay Peried

36671 Partners for Pets Humane Society 2.00

Search for Charities

Personal Information Authorized Release

Work Email Address:

OR

Waork Phone Number: (10 digits only. ex.
2773334444

Federal Department/ Agency and Office (Alphanumeric field). Please

enter your office location or code provided by your campaign worker.

Amount Release Authorization:

Recognition Release Authorization:

() ¥es () Mo

offered by my campaign and | gualify.
(Contact yvour local campaign for details. )

Contact Release Authorization:
' By Address '_/ By Email ‘_' Meither

Continue

If yes is selected, | wish to receive a recognition/appreciation gift if

Pledge
summary is
displayed;

/ undesignated

funds are
automatically
calculated
and

displayed



Please review your contribution amounts and personal information.

Pay Period Contribution:

Total CFC Gift:

Charitable Distribution:

Charlty Code Charlty Name
36871 Partners for Pets Humane Society

Personal Information Authorized Release

Work Email Address:

Waork Phone Number:

Work Street Address: (required)

Amount Release Authorization:

Recognition Release Authorization:

Contact Release Authorization:

Home Email Address;

Is this information correct?

To confirm this information and submit your CFC contribution, click Yes. Otherwise, click No. N

52.00

552.00

Caontribution Per Pay Parlod
2.00

kristie.short@va.gov

Jefferson Barracks EES

Yes

Mo

By Email

krisneme@att. net

Final review
and
opportunity for
donor to
confirm intent.



~ View Pledge Card as PDF

CFC - Confirmation MNotification

myPay has saved your option. Your Earnings and Leave statement will be your confirmation. This action will be
effective January 12, 2014.

~ View Pledge Card as PDF

Select Main to make additional changes. Select Exit if you are finished.



CFC - Confirmation Notification

myPay has saved your option. Your Earnings and Leave statement will be your confirmation. This action will be

sffective January 2016

View Pledge Card as PDF

Select Main to make additional changes. Select Exit if you are finished.

KEY TRAINING POINT

No forms need be
submitted to Keyworker.
Donor can view / save /
or print PDF pledge form

for record keeping.



*CFC CFC Campaign Number 0528 City/State Code:

403929

ATTENTION PAYROLL OFFICES:
Use this number only to identify the local campaign.

Last Name, First Name, MI |E|

O

Civilian Federal Agency and Office

Military

Work Street Address
JEFFERSON BARRACKS EES

Work Telephone Number

ALLOTMENT SOURCEH AMOUNT INTERVAL TOTAL GIFT

MILITARY PAYROLL

% 12 months

CIVILIAN PAYROLL
$ 52.00

¥ 26 pay periods

CASH/CHECK
Zheck Mumber:

Amount $

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

CHARITY CODE ANNUAL AMQUNT

$52.00

DESIGNATED GIFT: To designate to one or more charities of
federated ggroups, fill in the charity code(s) and dcllar amounts above.
Undesignated gifts are distributed among all organizations in
proportion to their pledges.

INFORMATION RELEASE (OPTIONAL)

Any information your enter below will be released, along with your name, tothe
charity(ies) to which your made a pledge. Do not enter your work address or email.

Home Address:

Fersonal Email Address:

In addtion to my contact information, | authorize the CFC to release the amount of
m my pledge to the charity{ies) | designated above.

PAYROLL DEDUCTION AUTHORIZATION

| hereby authorize any agency of the United States Goverment by which
| may be employed during the next year to deduct the amount(s) shown
above from my pay each pay period during next year starting with the
first pay period in January and ending with the last pay period in
December, and to pay the amounts so deducted to the Combined
Federal Campaign shown above. | understand that this authorization
can only be revoked by me through arrangements made with my
servicing personnel or payroll directly.

ELECTRONIC DATE_%/5/2013

OPM 1654
Revised March 2013

SIGNATURE

COPY #3 - CONTRIBUTOR'S COPY - KEEP FOR PERSONAL TAX RECORDS

Donor
receipt
copy. Up
to five
charities

are
listed on
Page 1




CHARITY CODE ANNUAL AMOUNT

CHARITY CODE ANNUAL AMCUNT

[ [ [ ] [ e ]
[ [ [ ] [ e ]
[T e ]
[ [T [ o] ]

CHARITY CODE ANNUAL AMOUNT

[T T T el ]

[[ LT[ e ]
[[ [ [ [ e ]
[ [ LT [ ] ]

CHARITY CODE ANNUAL AMCUNT

Donor receipt
copy page 2.
Additional charity
designations,
and/or the
undesignated
amount are listed
here.




REMEMBER: The myPay system which allows for CFC
contributions has a few limitations.

This Is a transaction site only. Users will have about 20 minutes to enter their
pledge data.

There is no ability to start a pledge and save it for later.

Once the pledge is completed, the donor cannot re-open the myPay ePledge
system to make changes.

Cancellations, if needed, will have to be made through the Customer Service
Representative who handles their payroll transactions.



The myPay system which allows for CFC
contributions has a few limitations.

5. The best approach for using the myPay system is to go to the Gateway CFC

6.

(WWW.GatewayCFC.orq) web site, or the printed Gateway CFC version of the
Catalog of Caring, to research charities to give to, and write up your pledge.
Then go to myPay to type in the transaction.

Active personnel in Army, Navy, and Air Force will have to manually enter the

local campaign code to get the proper local charity list. For the Gateway CFC
region that code is: 0528


http://www.gatewaycfc.org/

The myPay system which allows for CFC

contributions has a few limitations.

/. Donors are limited to designating to a maximum of 30 different CFC charities.
If some of the donors pledge is left undesignated, then only 29 charities can
be selected. Users will get an error message if they add too many charities or
leave an undesignated amount beyond the 30 charities listed, the error
message will read: “You have reached the maximum number of charities (30),
but still have an undesignated donation amount. Please adjust your donation
amount or adjust your charities to accommodate an undesignated charitable
donation.”

8. The myPay system is limited to a maximum pledge of $833 per pay period
(month) because pledge totals cannot exceed four digits ($9,999). For these
donors, a message comes up telling them to contact a keyworker to make a
pledge at a higher amount.



The myPay system which allows for CFC
contributions has a few limitations.

10. Donors must enter their workplace Gateway CFC Account Number to ensure

that their contribution will be credited to their unit or workplace. The section

in myPay which collects that information as part of the pledge entry process
Is titled, “Personal Information Authorized Release”. The specific field is
labeled: Federal Department / Agency and Office (alphanumeric field). Please
enter your office location or code provided by your campaign worker. A list of
the Gateway CFC Account Numbers is available on the Gateway CFC web site

In the Pledge Online section or consult your keyworker.



FCFC

Federal C

0528 Is the
Campaign Code
or the entire

Gateway Region
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Keyworkers & Campaign
Coordinators will be
provided
a pad of post-it notes
So they can fill in the
appropriate account
number and distribute to
Individual work stations

1.
2a. Civilians/Marines - Select “Add New Contribution”

2b. Active Duty Air Force, Army or Navy - Select “Add New
Contribution,’ enter and confirm Campaign Code 0528.
Follow the prompts to complete your payroll pledge
Under “Personal Information Authorized Release” type

3.
4.

o

You Can Make it Possible!

XCEC  Howto Make Your CFC Pledgs

cwmmitenracosan () | ine Using myPay

www.GatewayCFC.org

Log in to myPay, select “Combined Federal Campaign”

in this number for your
Command/Unit/Federal Agency Office:
Review, confirm and submit your CFC contribution
Thank you for your generous support to charities!




Questions?

Visit: WWW.GatewayCFC.org
Email: CFC@gatewaycfc.org
Call: 314-621-6182 ext. 1 or 3
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