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1. Open your preferred internet browser

2. Enter the URL for the NASA HR Portal 
at: https://hr.nasa.gov and Select

a. Employee Express from the 
Systems Launcher

i. Enter your Employee 
Express ID and Password 
in the pop up box

.

Procedures:
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https://hr.nasa.gov/


.

OR
Enter the URL for the Employee Express 

Website:  
https://www.employeeexpress.gov/

4. Login with Your Employee Express 
Login ID & Password

a) Enter your Employee Express 
ID and Password in the box

b) Click
or

5. Insert your PIV Smartcard
a. Click the 

.
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https://www.employeeexpress.gov/


6. At the Main Menu, select the link for
Combined Federal Campaign

.

7. Select 
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8. Enter the amount you want 
deducted each pay period

 The total will be automatically 
calculated

.

9. You may also elect to make a 
single cash/check donation

 Cash / Check donations must be 
given to your coordinator with a 
copy of your pledge card

10.Select  

 If you select                all of your 
contribution will be Undesignated

Select Contribution Method
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11.Enter filter criteria to narrow 
your search for a charity.  You 
can select one or all of the 
following:

• Keyword – type all or part of word 
– see example

• Organizational Category – select 
from the dropdown

• Charitable Organization Name –
select from the dropdown

• Admin Start / End Percentage –
see example

• Service Category

.

Add Selected Charities

12.Click 
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13.You can view the detailed 
charity description by clicking 
on the arrow to the left of the 
Charity name. 

.

Add Selected Charities 
(cont.)

14.Select  

 You can continue to Find and Add 
charities up to a maximum of 30
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15.Specify the amount of your 
contribution for each charity 
selected

 Charities can be removed by 
clicking on the 

.

Specify Contribution 
Amount

16.When finished click 

 Undesignated amount: If you 
only designate a partial 
amount of your total gift, the 
balance will be treated as an 
''Undesignated Amount''. This 
balance will be distributed to 
all of the organizations in the 
CFC brochure in the same 
proportion as they receive the 
designations.

8



17.Enter a Work Email or Phone 
Number

18.Enter a Work Street Address

19.Select an Agency 
Division/Branch from the 
dropdown

20.When finished click 

.
Specify Employee Contact 
Information
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21.The remaining Yes/No 
questions pertain to the 
Authorization to release your 
personal information in 
reference to your donation, or 
to receive Recognition (if 
eligible) from your local 
campaign.  Click ''Yes'' if you 
wish to have your pledge 
amount or name released to 
your designated organizations. 
Click Address or Email if you 
wish to release your contact 
information to your designated 
organizations. Click “Yes” if 
you wish to receive eligible 
recognition from your local 
campaign.

22.When finished click 

.
Authorization to Release 
and Recognition Items

10



Review and Confirm
23.Review your saved information 

to ensure that it is correct.              
Click                   

Or click 

 Clicking                   will send you 
back to Add A Charity page.
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View Pledge Card
24.Now that your action has been 

saved, you can click

to view your pledge card based on 
the information you just submitted.

25. If you wish to receive an e-mail 
confirmation of your change, enter 
your e-mail address in the E-mail 
Address box and click

26. If you do not want to receive a 
confirmation E-mail, click                               

to return to the main menu  
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 The picture to the right is 

an example of the EEX 

CFC Pledge Card Receipt
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Combined Federal Campaign (CFC) 
Employee Express

Administrator Reports

Developed by:
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EEX Admin - Logon

Enter your Login Id and Password

 Civil Servant Admins will use 
their personal EEX account 
Login IDs and Passwords. 

 Contractor Admins will 
continue to use their 
nasXXXXX IDs

Log on to the Admin Site
The Employee Express Admin site 
is located at : 
https://admin.employeeexpress.gov
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https://admin.employeeexpress.gov/


EEX Admin - Main Menu

Administrative Access 
Main Menu

Typical available options are:

Under Administrative Actions
• Delegate Key Rep CFC 

Report
• CFC Cash Report

Under Miscellaneous
• Change Logon ID
• Change Password
• Change Security Questions
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EEX Admin – CFC Report Selection

Delegate CFC Report

1. Select Delegate CFC Key Rep 
Report 

2. Select Campaign Location

3. Specify Start and End Date

4. Select Include only unique 
transactions  

5. Select
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EEX Admin – CFC Report Selection

Delegate CFC Report
Results

1) Use the scroll bar to view the 
report online or 

2) Click                to download to 
Excel 

 In the actual report, thirty Code# 
/ Donation# amount columns will 
be displayed 

18



Cash Report to Indicate Funds Received:

CFC Cash Report

1. Select CFC Cash Report

2. Check ‘Received for any Cash 
or Check donations that have 
been received

3. Click ‘I Agree”

4. Click 

 This report generates all pending 
cash/check donations where funds 
have not yet been received

The employee’s record will be 
removed from this report and will now 
be displayed on the payroll report.

When the employee submits the 
payroll deduction first, then the cash 
donation second, the first transaction 
(payroll deduction) is applied to the 
payroll report, the second transaction 
(cash) appears on the cash report 
ready for funds to be received
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Employee Express
Administrative Access

Developed by:
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Administrative Access Capabilities

• Log in for Center CFC Administrators (different URL from the employee 
contribution URL)
– https://admin.employeeexpress.gov
– Further instructions will be in the email that contains the userid and also 

within the email that contains the temporary password
• Users with Admin access will only be allowed to view the CFC and Cash 

report
– Entering the contribution on behalf of the employee is not an option

• Users will only view the campaign area they are assigned to view
– Example: the MSFC CFC Administrator will only view the Tennessee Valley 

United Way campaign area contributions for NASA
• The report can be viewed in online or exported to Excel

– Saving the report in Excel allows the user to filter for desired results
– Employee Org Code is available for summarizing campaign progress at the 

Organization Level
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• Enter the url for NAMS: https://nams.nasa.gov

• Select Your NAMS Request under NAMS

Application to Access the Employee Express Administrative Web Site

• There is an application form in the NASA Account Management System (NAMS) that must be completed to obtain a 
userid for Employee Express or to reset the password for an established account. This will  allow Center CFC 
Chairpersons to access their campaign area(s) 

• Enter a selection for Urgency and a Business 
Justification

• For Password Resets just check the box       
and click Continue to Submit.

• For new accounts please click on the 
hyperlink Application to Access the Employee 
Express Administrative website. 

• Download the form and print it out

• Click 

• Enter EEX in the box New Request

• Click on the link Employee Express Admin 
Access (OBO)
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https://nams.nasa.gov/


Completing the Application to Access 
the Employee Express Administrative 
website

• Applicants need to read, sign and date 
the Rules of Behavior page.

• On the Access Request, applicants 
must fill out blocks 1 through 5, sign 
and date block 10.

• Then scan and email, the form and 
Rules of Behavior pages to: 

Lou Nosenzo 
Office of Human Capital 
Agency HR Systems 
Employee Express User Board Co-Chair
lou.nosenzo@nasa.gov
256.544.7401
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Manual Process

Developed by:
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Paper Pledge Form

• Employees continue to have the option of completing a 
paper pledge form, in lieu of completing an electronic 
pledge form
– Cash contributions will continue to go from the CFC Financial Chairperson 

to the PCFO
– Payroll deductions, after receipt by the CFC Financial Chairperson, will be 

sent to the Center Payroll office for entry into the payroll system
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Campaign Regions

Developed by:
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NASA Campaigns included in EEX
• The following NASA Center/facilities campaign areas are available within 

EEX
NASA Center / Facility Regional Campaign Name CFC #
ARC CFC Norcal 0106
AFRC CFC of Greater SoCal 0096
JPL CFC of Greater SoCal 0096
GRC North Coast Ohio CFC 0684
HQ CFC of the National Capital Area 0990
GSFC CFC of the National Capital Area 0990
Goddard Institute of Space Studies CFC of New York City 0626
Wallops Flight Center Chesapeake Bay Area CFC 0405
IV and V Facility North Central West Virginia CFC 0941
JSC Texas Gulf Coast CFC 0845
White Sands Test Facility Desert Southwest CFC 0606
NSSC Greater Mississippi CFC 0500
SSC Greater Mississippi CFC 0500
LaRC Virginia Peninsula CFC 0896
MSFC Tennessee Valley CFC 0004
MAF Greater New Orleans Area CFC 0372
KSC Central Florida CFC 0192
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Contact Information

Developed by:
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Who to Contact
• To request EEX access, or a password reset, contact:

– Lou Nosenzo
Office of Human Capital 
Agency HR Systems 
Employee Express User Board Co-Chair
lou.nosenzo@nasa.gov
256.544.7401
256.544.5158

• For assistance with Employee Express (questions/issues, etc) contact the 
Employee Express Help Desk

– Online Help information is always available when using Employee Express. You may also reference 
the Frequently Asked Questions page for commonly asked questions.

– If you need technical assistance while at work, you may contact the Employee Express Help Desk at 
478-757-3030. From home, you may contact the Help Desk toll-free at 888-353-9450. Help Desk 
business hours are Monday through Friday 7:00 a.m. to 7:00 p.m. Eastern Time. During non-business 
hours, you may leave a message and a Help Desk representative will return your call within 1 
business day (Monday-Friday).

– You may also contact the Help Desk by sending a detailed e-mail message to EEXHelp@opm.gov with 
the following information:

• Your name, your employing agency name , Your daytime phone number, a detailed description 
of your problem (for security reasons, DO NOT include your Social Security Number (SSN), 
Login ID or Password in your message) 29

https://www.employeeexpress.gov/faqs.aspx
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