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Procedures:

Open your preferred internet browser

Enter the URL for the NASA HR Portal at:
https://hr.nasa.gov and select Employee
Express from the Systems Launcher

Enter your Employee Express ID and
Password in the pop up box
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» Employee Express - Home Page

(= Employee Express - Home Page - Windows Internet Explorer

6;: = | &] https:jjuwm.employesexpress. goviDef aukLogin, aspx
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v [ (& Employer Express - Home Page

EMPLOYEE

—
Enter the URL for the Employee Express |

Website:
https://www.employeeexpress.qgov/

-8 s - kPage - ) Tooks - @ £ 3
-~
ANGES? NO BIG LSAL! i

Privacy Policy | Security | F «Q | Contact Us | Help | Brochure

Welcome to Employee Express.

4. Enter your Login ID and Password in
the Sign In section of the page

Employee Exprass is an official
U.S. Covernment System for
autharized use only. Unauthorized
use of this system or the
information on this system could
result in criminal prosecution.

If your agency is a participant in Employee Express, you can view ghd make Signing into Employee Express
changes online to your personnel-payroll information. Employee Expregs transfers indicates you have read and

your change request to your senicing payroll-personnel office eliminatjig the need ﬁﬁ;‘;%mm
to submit a paper form_It is that easy! o

to security testing and manitoring.
- —
Spring Release Software Update — lEmaetl
April 7, 2009 Password: I:l
= A new What's New Section was implemented to alert users ofjnew and
improved changes to the web site.

» Check out the online brochure to support agency marketing effy
= EEX now allows Internet Explorer 8.0.

Employee Express puts federal employees in control of their payroll-persg
information.

5. Click

What's New?

Eorgot Login ID
5. or Password?

System Availability / Announcements

Mo announcements at this time.

System Requirements Open Season Information Related Links

BEMEFEDS - The Federal Go
new administrative systsm for
P & lling FEDVIP

No messages at this time. rotina in

Your Current System Settings:
Browse:

@ Microsoft Internet Explorer

@ cookies Enabled

Fadersl Long Term Care Insurance
@ 1avascript Enabled

©OBM FEHB Plzn Decision Tool
Monitor Resolution:

=

Employee Express is best viewed at
800 x 600 resclution.

b
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https://www.employeeexpress.gov/

* Employee Express — Security Alert Message

{2 Employee Express - Security Alert - Windows Internet Explorer

£ | hittps: | fwwms.employesexpress.gov/login, aspx

EMPLOYEE

6. After reviewing the Security Alert
Message, Click

CHANGES? NO BIG DEAL!

[ Continue to Main Menu ]

Security Alert Message

Last Updated on March 23, 2008

Con

ue to Main Menu

Employee Express Security Alert - Protecting Your Information

In the past, it was discovered that home computers of several Employee Express users were infected
with malicious software by a suspected criminal source. A piece of software known as a rootkit was
installed on the user's home computer. The rootkit allowed a remote computer criminal to install a
keystroke logging program which captured the user’s account information by capturing the user's
keystrokes. The computer criminal was able to detect passwords, IDs, and other personal information.
This information was used to access Employee Express and possibly other web sites. This software is
often installed on systems when an individual simply views emails or clicks links that look and seem like
reputable sites.

"Phishing” is another way scam operators obtain your personal information. Phishing tricks people into
parting with personal information by luring them to false corporate web sites or by requesting personal
information be sent in a return e-mail. According to the Federal Trade Commission, “Phishers send emails
or pop-up messages claiming to be from a business or organization you would routinely deal with - an
internet service provider, bank, online payment service or even a government agency. The message
usually says that you need to 'update’ or "validate’ your account information and might threaten dire
consequences if you don't respond. You are directed to a web site that mimics a legitimate organization’s
site. The purpose of the bogus site is to trick you into divulging personal information so the scam
operators can steal your identity and make purchases or commit crimes in your name.”

Whether it be phishing, identity theft, government e-mail scams, credit card offers or electronic
commerce fraud there are scammers on the Internet who are very creative and constantly come up with
new scams or variations on old scams. The only way to fight this is with knowledge.

Employee Express uses a variety of security features to protect information and data in the Employee
Express environment and in its transmission to users’ computers. We want to remind customers that
they, too, have a responsibility to take measures to protect their personal information from scams and
identity theft.

Here are several things customers should consider to protect data not only when using Employee
Express, but any electronic commerce activity (e.g. on-line banking, credit card purchases, etc.):

1. Install operating system and application software (e.g. Internet Explorer) updates regularly. Many of
these updates are issued to fix security problems which have been identified. If you use automatic
updates remember to leave your computer on during the scheduled update times.

-~

SecurityAlertMessage. aspx @ Internet #100% -




7. Atthe Main Menu, select the link for
Combined Federal Campaign under
the Payroll — Personnel Actions
section of the page

+The CFC link is available in EEX based
on the begin/end dates provided to OPM
by the PCFO (regional campaign manager).
If no dates are provided, the CFC link is
available through the duration of the CFC
Open Season, as defined by OPM

= Employee Express — Main Menu

ainMenu - Windows Internet Explorer

2 | hitpstjjumims, emplayessxprass.goviMaintienu. aspx?ModuleUpdated=0

EMPLOYEE

CHANGES? NO BIG DeAL!

Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

Main Menu
I Payroll - Personnel A ns Earnings and Leave
*#** You last successfully logged in Employee Your leave and earnings information was last updated

Express on May 19, 2009 10:22AM ET. *** on: March 14, 2009.

Your information was last updated on January 31, Gross Pay: § 2,156.00
2009.
Net Pay: $ 1,632.33

To view a summary of your current information,

Annual Balance: 28.30 hours
select View Summary of Information.

Sick Balance: 15.00 hours

You may view or change the following payroll-
personnel information using Employee Express.

Comp Balance: 0.00 hours

To view your earnings and leave statement, select
Combined Federal Campaign Earnings and Leave.
Direct Deposit

Disability Update

Discretionary Allotment

Earnings and Leave HardCopy On/Off
Ethnicity and Race Indicator

Federal Employee Health Benefits
Federal Tax

FEHB Premium Conversion
FEHB Qualifying Life Event
Financial Allotment

Health Savings Allotment
Home Address

Savings Bond

State Tax

Thrift Savings Plan

Thrift Savings Plan Catch-Up
W2 Hard Copy On/Off

Miscellaneous Related Sites

View your W2 Information

BENEFEDS - The Federal Government's

L 2 new administrative system for enrolling
View/Update your Emergency Contact Information in FEDVIP

Change Password Federal Employee Benefits Statement

Federal Long Term Care Insurance

Create/Change Login ID

FSAFFNS - The Faderal Covarnment's

~

hitps: fwwm, employeeexpress. gov/CFC aspx?

@ Intermnet

*100%




+ The contribution dates and amounts at
the top of the page represent the
information from your previous donation

8. Before searching and selecting
charities, designate the appropriate
contribution method. Select Payroll
Deduction or Cash Donation using the

appropriate radio buttons. \

+ Employees who desire to contribute
both a Payroll deduction and a Cash
donation, must do so in THAT order
(Payroll first, Cash second). If
contributions are submitted in the
opposite order, the Payroll deduction will
overwrite the Cash donation. If this
happens, employees will have to re-enter
their cash donation after they submit their
Payroll deduction.

EMPLOYEE

» Employee Express — CFC Select Charities

CHANGES? NO BIG DeAL!

Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

[Main Menu ] [ Sign Out

Combined Federal Campaign Select Charities

Your current contribution is $0.00.

Once you save a new action, it will be effective January 02, 2011.

Pay Period Contribution: $ 0.00
Total CFC Gift: 5 0.00

Steps to Get Started:

1. Select your charity by selecting a search eption at the bottom of the page.

2. Enter the search criteria to locate your charity.

3. Add your charity to your cart.

4. Repeat Steps 1 — 3 if you wish to add other charities.

5. When you have finished selecting all of your charities, click the "Save Selected Charities and Continue" button.

Charitable Organizations.

Please use the search below to select the charitable organizations to which you would like to contribute. You will be able to add up to 30
charitable organizations to your cart. When you have completed your selection of charities, click on the "Save Selected Charities and Continue
button below and you will be able to specify how much you wish to contribute.

[ Save Selected Charities and Continue ]
Please choose contribution @ payroll O cash
method: Deduction Donation

You can submit the * Payroll Deduction
following: * Cash donation (cash or check)
* Payroll deduction and one Cash donation
Once submitted, Payroll deductions can not be cancelled through Employee
Express, contact your payroll or HR office for assistance.



10.

11.

12.

If the Payroll Deduction contribution
method is selected, go to step 12 to

search for and select the charities to
designate for your donation.

If you have already made a Payroll
Deduction and wish to also make a
Cash Donation or just want to make a
Cash Donation only, select the Cash
Donation radio button.

After you choose the Cash Donation
button, select whether your Cash
Donation will be by Cash or Check.

If Check is selected, type your check
number in the Check Number box.

NOTE: Once submitted, Payroll deductions
can not be cancelled through Employee
Express, contact your payroll or HR office
for assistance.

» Employee Express — CFC Select Charities

Please choose contribution
method:

You can submit the
following:

& Payroll O cash
Deduction Donation

* Payroll Deduction
* Cash donation (cash or check)
* Payroll deduction and one Cash donation

Once submitted, Payroll deductions can not be cancelled through Employee
Express, contact your payroll or HR office for assistance.

Please choose contribution
method:

Please choose cash or check:

You can submit the
following:

O Payroll (¥ Cash
Deduction Donation

@ Cash O Check

* Payroll Deduction
* Cash donation (cash or check)
* Payroll deduction and one Cash donation

Once submitted, Payroll deductions can not be cancelled through Employee
Express, contact your payroll or HR office for assistance.

Please choose contribution
method:

Please choose cash or check:

Check Number:

You can submit the
following:

O Payroll (® Cash
Deduction Donation

O Cash G} Check:

* Payroll Deduction
* Cash donation {cash or check)
* Payroll deduction and one Cash donation

Once submitted, Payroll deductions can not be cancelled through Employee
Express, contact your payroll or HR office for assistance.



13. To search for and select the charities to
designate your donation, scroll down to
the Search for a Charitable Organization
section of the page

14. Using one of the four types of searches.
Enter the information in the place
provided and click the appropriate
Search button|  Charity Code Search |
to execute the search.

15. Once you click the appropriate search
button, the page will automatically
move back up to the top of the page.
Scroll down below the Search for a
Charitable Organization areato the
Search Results area of the page to view
your search results

Employee Express — CFC Select Charities

Search for a Charitable Organization.

There are four types of searches. Pick the one you wish to use, enter the information
in the place provided and click the appropriate Search button to execute the search.

If you wish your contribution to be distributed proportionately to all international organizations that receive designated gifts, you

can enter the code "IIII" for the 5 Digit Charity Code.

Search by 5 Digit Charity Code:
5 Digit Charity Code: {Example: 12345)

[ Charity Code Search ]

Search by Charitable Organizations Name:
Organization Name: (Example: My Favorite Charity)

[ Charity Name Search ]

Search by Service Category (Taxonomy Code):

A - Arts, Culture & Humanities A~
B - Educational Institutions & Related Activities

C - Environmental Quality, Protection & Beautification

D - Animal Related ht

To be included in search results, charities...
...must match ALL program areas

[ Service Category Search ]

Composite Search - Enter any search criteria below:
* Leaving fields blank may result in a large number of search results.
Starting Administrative %: Range to search - Example: 10.9 and 15.1
Ending Administrative %o:
Keyword(s):
@ Any Words(with at least one of the words)
O All Words(with all of the words)

O Exact Match(with the exact matching phrase)

NATIONAL/ANTERNATIONAL AGEMCIES (ALL)

Composite Search

Organization Category:




16. From the search results listing, add a
charity to your list by clicking

for your selected
charity.

*» You can add up to 30 charitable
organizations to your cart

17. After you add a charity to your cart,
the page will automatically move
back to the top. In the Charitable
Organizations section of the page
you will see the charities that you
have added to your cart.

% If you want to remove a charity from

your cart, check the delete box
“pelete for the charity or charities

that you want to remove. Then click
[ Remove Deleted Charities ]

to permanently remove the charity or
charities from your list

18. When you have completed your
selection of charities, click

Search Results - Search By Charitable Organizations Name:

Search Results: 67 matches found.

1zzz=al

Charity Code: 88906 Charity Name: American Cancer Society South Atlantic Location: LOCAL AGENCIES
EIN#: 5806559875 Legal Name:  American Cancer Society Inc
Phone Number: 404-816-  Web Address: vwaw.cancer.org Administrative:  2.1%

7800
Charity de community-based valuntary health organization that provides programs and services in Mtro-Atlanta

that are dadicsted to sliminating cancer as a major haalth problam.
Category: HEP

Add to Cart
Charity Code: 64028 Charity Name: Braast Cancer Foundation The Susan G Location: LOCAL AGENCIES
Komen - Great

EIN#: 581955763 Legal Name:  SUSAN G KOMEN EREAST CANCER FOUNDATION
Phone Number: 404-459-  Web Address: vww.komen-atlanta.org Administrative:  11.5%

8700

Charity Description: Dedicated to breast health education and breast cancer scree
laval. Host Komen Race for the Cure.

ning and trestment program at the community

Category: P.EH
Add to Cart
Charity Code: 27889 Charity Name: Childhood Cancer Alliance - Rally for  Location: LOCAL AGENCIES
Resaarch
EIN#: 201950849 Legal Name:  RALLY FOUNDATION INC
Phone Number: 678-507- Web Address: www.rallyfoundation.org Administrative:  13.1%

1021

Charity Description: Childhood cancer is a #1 disease killer of children, Families are desperate to beat the cancer. We raise funds
strictly for childhood cancer research.
Category: H.T,S

Add to Cart

|_ Save Selected Charities and Continue

to select your donation amount(s)

+» After selecting ‘Save Selected Charities
and Continue’ the user can log out and
return to this portion of the contribution,
if necessary

Charitable Organizations.
Please use the search below to select the charitable organizations to which you would like to contribute. You will be able to add up to 30
charitable organizations to your cart. When you have completed your selection of charities, click on the "Save Selected Charities and Continue"

button below and you will be able to specify how much you wish to contribute.

Charity

Organization e Remove
* 4 Pavs for Ability, Inc. (NATIONAL\INTERNATIONAL AGENCIES) 59834 [v] Delete
[ Save Selected Charities and Continue ]
Please choose contribution ) payroll O cash
method: Deduction Donation
You can submit the * Payroll Deduction
following: * Cash donation {cash or check)

* Payroll deduction and one Cash donation
Once submitted, Payroll deductions can not be cancelled through Employee
Express, contact your payroll or HR office for assistance.

To remove a charitable organization from your cart, click the delete box for that charity. To update your selection, click on the "Remove Deleted
Charities" button below.

Once you have completed your selection of charities, click on the "Save Selected Charities and Continue" button above and you will be able to
specify how much you wish to contribute.

[ Remove Deleted Charities ]




19. You can now designate your total gift
amount and the amount(s) to be
designated to your chosen charities.
To change your Total CFC Gift, type in
the new Pay Period Contribution or
Cash Contribution in appropriate box
in the New column

W

Current Ne

Pay Period Contribution: 100.00 100.00

Total CFC Gift: 2600.00

W
Z

Your Total CFC Gift amount will
automatically change based on your
Pay Period Contribution entry

20. After you have decided on a Total
CFC Gift amount, you can now
designate the annual amount for each
charity. Enter the designated amount
in the Annual Amount bok for each

Charity Annual
Code Amount

EEDODE

* Undesignated Amount: |:|

= Employee Express — Combined Federal Campaign Edit

s Employee Express - Combined Federal Campaign - Windows Internet Explorer

EIEX

& https: [, employsesspress. gov/CFC  aspix ~vl3|
~
EMPLOYEE CHANGES? NO BIG DEAL! q
Combined Federal Campaign Edit
This information is current as of Pay Period beginning January 31, 2009.
is action will be effective January 03, 2010.
Current New
Pay Period Contribution: 100.00 $ |100.00
Total CFC Gift: 2600.00 B ‘ 50
Charitable Organizations.
* Undesignated amount: If you 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.
Flease enter the annual amount you wish to designate for each organization. Use your total CFC gift as your glide.
S Charity, Annual
ganzaton Code Amount
# American Cancer Society South Atlantic Div Inc (LOCAL AGENCIES) 88506 %0.00 ]
# Breast Cancer Foundation The Susan G Komen - Great (LOCAL AGENCIES) £4028 $|0.00
* Undesignated Amoult: $I 6
To Add or Remove charitable organizations from your cart, click the "Add/Remove Charities" butTOwelaloy
Add/Remove Charities
Personal Information. w
Personal Information Authorized Release — 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.
Work E-mail Address: ‘ |
Example: 9999999999 (no dashes allowed)
Work Phone Number: ‘ |
Example: 999 East 9th Street (no city, state or ZIP)
Work Street Address: ‘ |
s ‘Demn Account V‘
Agency Division/Branch
Nama-

~

* 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.

74 start rfreceEma

& Intermet H00% v

& E @ oy
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21.

22.

23.

24.

After designating your donation
amount(s), scroll down to the
Personal Information section and
enter the required information. Ata
minimum, an E-mail Address or Phone
Number and a Work Street Address
must be provided.

Next, select your Agency Division /
Branch from the drop-down menu.

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.

When complete, click SAVE

Employee Express — Combined Federal Campaign Edit

To Add or Remove charitable organizations from your cart, click the "Add/Remove Charities" button below.

Add/Remove Charities

Personal Information.

Personal Information Authorized Release — Click "ves" if you wish to have your pledge amount er name released to
your designated organizations. Click Address or Email if you wish to release your contact information to your designated

organizations.

Work E-mail Address:

Work Phone Number:

Work Street Address:

Agency Division/Branch
Name:

Amount Release
Authorization:
Recognition Release
Authorization:

Name Release Authorization:

Contact Release
Authorization:

Example: 9999999999 (no dashes allowed)

Example: 999 East 9th Street (no city or state)

Select an Agency/Bureau v

National Aeronautics and Space Administration

OYe; @ No
(O Yes @ No

If Yes is selactad, I wish to receive a recognition/appreciation gift if offerad by my campaign
and I gualify.
{Contact your local campaign for details.)

() es (@ MNo
O By Address O By Email @ MNeither

[ camcer |

11



25. Review your saved information to = Employee Express — CFC Confirmation

ensure that it is correct. To confirm,

click - or to cancel, click
Current New

*Clicking [NO] will send you back to =
the Edit page.

(& Employee Expres: ed Federal Campaign - Windows Internet Explorer

To learn more about CFC activities in your area (i.e., kickoffs, special events, etc), and to
inquire if the campaign offers donor incentives, contact your local CFC office.

- Charity Annual
Organization
9 Code Amount
* American Cancer Society (NATIONAL\INTERNATIONAL AGENCIES) 10570 £1300.00
. %LQEBHS.EIES?KQY Susan G. Komen for the Cure (NATIONAL\INTERNATIONAL AT = smn e
Work E-mail Address: test.user@nasa.gov

Example: 9999999999 (no dashes allowed
Work Phone Number: # { )
Example: 999 East 9th Street (no city or state)

Work Street Address: g

. 6200000 - NASA Marshall Space Flight Center
Agency Division/Branch

Name:
National Asronautics and Space Administration
Amount Release No
Authorization:
Recognition Release o

Authorization: i = &= aollmsimr E o i Teess & e m R e s T s w1 e oy e

=nd T qualify.
(Centact your locsl campaign for details.)

Name Release Authorization: o

*  The value of this item has changed.

Is this information correct? To confirm, press Yes. To cancel, press No.

YEs| [no v

12



= Employee Express — CFC — Pay Period Notification

] Employee Express - Confirmation - Windows Internet Explorer
g https: fiwww, employvesexpress, gov/EmaiCanfirmation, sspx? TID=a92 1 #41 4-2456-4013-9205-de5c7e 645 1 6fRMID=128CFCID=a%8 1 £414-2356-401 3-9205-deScTec45 16F v &

EMPLOYEE CHANGES? NO BIG DEAL!

26. Now that your action has been saved,

you can click PRESE ' privacy Policy | Security | FAQ | Contact Us | Help | Brochure

| View Pledge Card as PDF |

CFC - Pay Period Notification
to view yo ur p I ed g e Card bas ed on Employee Express has saved your action. Your Eamnings and Leave statement will be your confirmation. This

action will be effective .
the information you just submitted.

| ViewPledge Cardas PDF |

Warning: A vulnerability has been identified with viewing PDF forms from a public computer {(e.g.:
library or coffee shop). Information in the Adobe form is cached thereby allowing another user to
wview your Personally Identifiable Information (commonly referred to as PIL.) Until this vulnerability
has been corrected by Microsoft and Adobe, we would recommend that you not use public
computers to access or enter your personal information. If you cannot avoid using a public
computer, please view these instructions on how to manually clear the cache after use. We
apologize for any inconvenience this may cause. Thank you.

If you wish to receive an e-mail confirmation of your change, enter your e-mail address and select the
Submit and Return to Main button. Your e-mail confirmation request will be processed the next business day
after Employee Express has transmitted your change to your agency.

E-mail Address:‘

27. If you wish to receive an e-mail
confirmation of your change, enter e )
your e-mail address in the E-mail I RO THANKS] L A NOT INTERESTED [N & CONFIRMATION E AL 1
Address box and click

[ Submit and Return to Main ]

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

[ MO THANKS! I AM NOT INTERESTED IN A COMFIRMATION E-MAIL ]
to return to the main menu

EmailConfirmation. aspx? TID=a% 124 14-8a56-401 3-9265-de5c 78645 1 6FAMID=1 28CFCID=a% 1 e414-8a56-4013-9285-de5c7e64516F e Internet E 100% v

13



EEX CFC Pledge Card Receipt

CFC Campaign No. 0941

R . . NAME (LAST) FIRST MIDDLE INITIAL AGENCY REFORTING ID SOCIAL SECURITY NUMBER
". The pICture to the Ieft IS an DEADRICE DAVID & 1000000 - NASAR HEADQUARTERS *#&F%¥* 3350
example of the EEX CFC
. WORK ADDRESS & ZIP CODE WORK PHONE
Pledge Card Recelpt When 21 TEST STREET 999-999-9999

the |  View Pledge Card as PDF |

CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check

button is selected. contribution. Write in the total of your annual contribution in the space provided.
ALLOTMENT SOURCE AMOUNT INTERVAL TOTAL GIFT CHARITY CODE ANNUAL AMOUNT
CIVILIAN PAYROLL ¥ 26 pay periods
Check / Cash Amt:  $50.00 Check Number:

(make check payable to the Combined Federal Campaign)
Date of Contribution: 09-02-2010

55394 — 550.00
CFC organizations do not provide goods or services in whole or partial
consideration for any coniributions made to the organizations via this
pledge card. DESIGNATED GIFT: To designate one or more charities or federated groups
that appear on the list provided, fill the charity or federal code(s) and dollar

amounts above.
To learn more about CFC activities in your area (i.e_, kickoffs, special events,

RECOGNITION OFTIONS etc), and to inquire if the campaign offers donor incentives, contact your local
In orr|d Frliaobprloted your inf%ﬂngast{on an‘g mai_ntf:::in cc%_nﬁde r}}ﬂl b CEC office.
each field below requires eps. Your information wi e PAYROLL DEDUCTION AUTHORIZATION

released unless the field is filled in AND the box is checked. By
completing the line(s) below AND checking the box, your name
gg’sr}gn"';'tg]du;ﬁ;r?tgsf’o”d'“g information will be released to your | hereby authorize any agency of the United States Gaverment by which | may be

g : 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

[ Pledge Amount: the Combined Federal Campaign shown above. | understand that this authorization
] . can only be revoked by me through amrangements made with my sernvicing personnel
Home Address: or payroll directly.
SIGNATURE Electronic DATE 09-02-2010
D Home E-Mail:
OPM 1654

Contributor - Keep for Personal Tax Records Reviged January 2010

14



= Employee Express — CFC — Override Pending Contribution

&) Employee Express - Combined| Federal Campaign - Windows Internet Explorer

29. Now that your contribution has been

submitted, you can click to Work E-mail Address: TEST.USER @NASA.GOV
override the contribution ana make R Example: 9999999999 (no dashes allowed)
additional changes. You can modify S _
. ) Example: 999 East 9th Street (no city or state)
the charities, the amounts pledged, Work Street Address: 385 EAST 5TH STREET
or the recognition / release indicators Agency Division/Branch 6200000 - NASA MARSHALL SPACE FLIGHT CENTER
Name:
Amount Release Yes
Authorization:
. . Recognition Release es
NOTE: Once submitted, Payroll deductions [ - L _
es |s selectea, was o receive a recognition/appreciation gi IT offrere Y My campaign
can not be cancelled through Employee 2nd T qualify. _ o
i {Contact your local campaign for details.)
Express, contact your payroll or HR office Name Release Authorization: ves
for assistance. Street 1: 1028 RISON AVENUE
Street 2:
Street 3:
City, County, State: HUNTSVILLE . MADISON . AL
ZIP: 35801-0000

| View PDF Pledge Card

Warning: A vulnerability has been identified with viewing PDF forms from a public computer (e.g.:
library or coffee shop). Information in the Adobe form is cached thereby allowing another user to
view your Personally Identifiable Information (commonly referred to as PIL.) Until this vulnerability
has been corrected by Microsoft and Adobe, we would recommend that you not use public
computers to access or enter your personal information. If you cannot avoid using a public
computer, please view these instructions on how to manually clear the cache after use. We
apologize for any inconvenience this may cause. Thank you.

Do you want to override the above pending transaction?

YES
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Campaign Regions

Developed by: E Ac c
NASA
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NASA Campaigns included in EEX

EEX

The following NASA Center/facilities campaign areas are available within

INASA Center/Facility
SSC

NSSC

LaRC

MSFC

MAF

KSC

\White Sands Test Facility
IV and V Facility

GRC

Plum Brook (GRC offsite)
HQ

IGSFC

ARC

DFRC

JSC

\Wallops Flight Center
Jet Propulsion Laboratory

Goddard Institute of Space Studies

State

Slidell, MS

Slidell, MS

Hampton, VA

Huntsville, AL

Slidell, MS

Cape Canaveral, FL

Cruces, NM (Dona Ana County)
Fairmont, WV (Marrion County)
Cleveland, OH

Sandusky, OH

Washington, DC

Greenbelt, MD

Moffett Field, CA

Edwards AFB, CA

Houston, TX

New York, NY

Wallops Island, VA

Pasadena, CA

Regional Campaign

Southern Mississippi CFC #0500
Southern Mississippi CFC #0500
Peninsula CFC #0896

Tennessee Valley CFC #0004
Greater New Orleans Area CFC #0372
Space Coast CFC #0181

Sun Country CFC #0840

North Central WV CFC #0941

North Coast CFC #0684

Heart of Ohio & Tri-State CFC #0685
National Capitol Area #0990
National Capitol Area #0990

Bay Area CFC #0106

Greater Los Angeles CFC #0096

CFC of the Texas Gulf Coast #0845
New York City CFC #0626
Chesapeake Bay CFC #0405

Greater Los Angeles CFC #0096

*Campaign areas denoted in blue are new additions for the 2010 campaign
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Contact Information
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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. 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)


https://www.employeeexpress.gov/faqs.aspx
mailto:EEXHelp@opm.gov?subject=EEX- Technical Assistance Requested -  Please Contact
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