
Combined Federal Campaign (CFC) 
Online Donation Process 

via
Employee Express
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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

Employee Express from the 
Systems Launcher

OR
Enter the URL for the Employee 

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

.

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


.

3. Insert your PIV Smartcard
Click the 

 Employees will be prompted 
to select a certificate and 
enter your pin.  This process 
varies with each browser.

OR
Login with Your Employee 
Express Login ID & 
Password

Enter your Employee 
Express ID and 
Password in the box

Click

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

.
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5. Select 

 Employees can view their current  
charities and contribution amounts if 
they used EEX to make their 
contributions last year.   



6. Enter the amount you want 
deducted each pay period

 The total will be automatically 
calculated

.
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7. 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

8. Select  

 If you select                all of your 
contribution will be Undesignated

Select Contribution Method



9. 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

.
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Add Selected Charities

10.Click 



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

.
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Add Selected Charities 
(cont.)

12.Select  

 You can continue to Find and Add 
charities up to a maximum of 30



13.Specify the amount of your 
contribution for each charity 
selected

 Charities can be removed by 
clicking on the 

.
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Specify Contribution 
Amount

14.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.



15.Enter a Work Email or Phone 
Number

16.Enter a Work Street Address

17.Select an Agency 
Division/Branch from the 
dropdown

18.When finished click 

.
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Specify Employee Contact 
Information



19.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.

20.When finished click 

.

10

Authorization to Release 
and Recognition Items



Review and Confirm
21.Review your saved information 

to ensure that it is correct.              
Click                   

OR click 
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 Clicking                   will send you 
back to Add A Charity page.



View Pledge Card
22.Now that your action has been 

saved, you can click

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

23. 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

24. 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



Who to Contact
• For assistance with Employee Express 

(questions/issues, etc) contact the Employee Express 
Help Desk
– Online Help information is always available when using Employee Express. 
– If you need technical assistance while at work, you may contact the Employee 

Express 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)
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mailto:EEXHelp@opm.gov?subject=EEX-%20Technical%20Assistance%20Requested%20-%20%20Please%20Contact
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