
EMPLOYEE EXPRESS 
INSTRUCTIONS



1) Sign in to Employee 
Express

2) Select Combined 
Federal Campaign 
from the left side of 

the Main Menu



• Scroll to the bottom of the 
page

Search for charities by any of the 
following:

1. Code 

2. Name 

3. Service category

4. Composite search



Search results appear at the bottom of the page

Select “Add to Cart” for desired charities



The selected charities will appear in your cart

Save Selected Charities and Continue 

Or

Remove Deleted Charities and Search again



Enter the amount you wish to 
donate per PAY PERIOD

The Total CFC Gift will automatically 
be calculated

Enter how much of the annual total 
amount you would like each charity 
to receive
NOTE: Any amount not designated to a specific 
charity will go undesignated. That amount will be 
distributed to all of the organizations.

Enter work email address or phone 
number, work street address and 
agency division

Select if you would like your 
donation amount to be released to 
the designated charities

Select if you would like a recognition 
gift

Choose which contact information 
you wish to be released to the 
designated charities

Select SAVE

Or



Confirm all of your 
contribution and personal 
information

To confirm it and submit 
the payroll deduction select 

YES

To cancel or make 
changes to the information 
select 

NO
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