CFC Nexus — Payroll Coordinator (donor print)

Slide 1
PAYROLL
COORDINATOR
(donor printed pledges)
Slide notes

In this video, we will examine the work flow for users designated as "Payroll Coordinators" where their
Federal Agency is set to the "donor print* method. The "donor print" method is setting whereby the
donor is prompted to print, sign, and physically submit their online pledge.
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Slide 2

MAKE A PLEDGE CAMPAIGN TOTALS CONTACT CAMPAIGN

1st time visitors to this CFC Nexus account, register.
Returnlng donors, please login.
PLEDGING
_ISON ;
v View Contact
Report Campaign
MESSAGE FROM CFC NEXUS DEMONSTRATION
**All pledges and registrations made through this demonstration account may be deleted at any time. In
order to make a real pledge or to log in to access your account, please select your CFC campaign from this
page. **
o T
2 I CENTEN POR JOCURTY POLICT, G
2 (T PLOWNSARE S B TUTE,
3 A T T LAY
O R FLOUGH AR b
A S A WORLEWE. ANERICA, ]
O I #0011 OF PEACE
Slide notes

In this example, we will login as a payroll coordinator in the demonstration account. In order to login
and process real pledges, however, make sure you are registered and logging in at your specific CFC
account.
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Slide 3
—( <A =

MAKE A PLEDGE CAMPAIGN TOTALS CONTACT CAMPAIGN

1st time visitors to this CFC Nexus account, register.
Returning donors, please login.
(SREGISTErS| ——
PLEDGING
_ISON ;
v View Contact
Report Campaign
MESSAGE FROM CFC NEXUS DEMONSTRATION
**All pledges and registrations made through this demonstration account may be deleted at any time. In
order to make a real pledge or fo log in to access your account, please select your CFC campaign from this
page. **
O (D) CARTIR CEM TR
2 I CENTEN POR JOCURTY POLICT, G
2 (T PLOWNSARE S B TUTE,
3 A T T LAY
O R FLOUGH AR b
A S A WORLEWE. ANERICA, ]
O I #0011 OF PEACE
Slide notes

In the donor print method, the “Payroll Coordinator” role is responsible for verifying that online pledge
copies have been received. They also deliver those pledge copies to the payroll centers.
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MAKE A PLEDGE CAMPAIGN TOTALS CONTACT CAMPAIGN

1st time visitors to this CFC Nexus account, register.
Returnlng donors, please login.
PLEDGING
_ISON ;
v View Contact
Report Campaign
MESSAGE FROM CFC NEXUS DEMONSTRATION
**All pledges and registrations made through this demonstration account may be deleted at any time. In
order to make a real pledge or fo log in to access your account, please select your CFC campaign from this
page. **
o T
2 I CENTEN POR JOCURTY POLICT, G
2 (T PLOWNSARE S B TUTE,
3 A T T LAY
O R FLOUGH AR b
A S A WORLEWE. ANERICA, ]
O I #0011 OF PEACE
Slide notes

In order to become a “Payroll Coordinator”, you must have first registered at your CFC’s account. Your
CFC administrator will then upgrade your registration to one with “Payroll Coordinator” privileges.
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MAKE A PLEDGE CAMPAIGN TOTALS CONTACT CAMPAIGN

1st time visitors to this CFC Nexus account, register.
Returnlng donors, please login.
PLEDGING
_ISON ;
v View Contact
Report Campaign
MESSAGE FROM CFC NEXUS DEMONSTRATION
**All pledges and registrations made through this demonstration account may be deleted at any time. In
order to make a real pledge or fo log in to access your account, please select your CFC campaign from this
page. **
o T
2 I CENTEN POR JOCURTY POLICT, G
2 (T PLOWNSARE S B TUTE,
3 A T T LAY
O R FLOUGH AR b
A S A WORLEWE. ANERICA, ]
O I #0011 OF PEACE
Slide notes

Once your CFC administrator has upgraded you to a “Payroll Coordinator”, you will log in to your CFC’s
account.
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LOGIN TO CFC NEXUS DEMONSTRATION

I payroll |

click here to log in

} sign me up as a new donor recover my password

Slide notes

Enter your username and password and click "GO".
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Slide 7

| SUCCESSFUL LOGIN!

'THANK YOU FOR
LOGGING IN!

Click to continue to
pledging.

Slide notes

Page 7 of 25



CFC Nexus — Payroll Coordinator (donor print)

Slide 8

I'WANT TO REPLICATE LAST YEAR'S P‘LEDGE

CURRENT

SELECT A PLEDGE TYPE

PLEDGE TYPE

' Payroll Contribution

' Cash (one time)

' Check (one time)

' Credit / Debit Card (one time)
| Credit / Debit Card (recurring)
' e-Check / ACH (one time)
' eCheck / ACH (recurring)

GO TO NEXT STEP

YOUR PERSONAL INFORMATION

RELEASE OF INFORMATION OPTIONS

CHARITY SELECTION AND ALLOCATION

Slide notes

As a Payroll Coordinator, you will see a top menu item called “PAYROLL.”
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Slide 9

I'WANT TO REPLICATE LAST YEAR'S PLEDGE

CURRENT

SELECT A PLEDGE TYPE

PLEDGE TYPE

' Payroll Contribution

' Cash (one time)

' Check (cne time)

' Credit / Debit Card (one time)
' Credit / Debit Card (recurring)
' eCheck | ACH (one time)
' eCheck [ ACH (recurring)

GO TO NEXT STEP

YOUR PERSONAL INFORMATION

RELEASE OF INFORMATION OPTIONS

CHARITY SELECTION AND ALLOCATION

Slide notes

There are two methods available for processing donor printed pledges. First, we will look at the “single”
method.
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Slide 10
PAYROLL - PROCESS NEW INCOMING PLEDGES
Expand the groups below to find and process pledges. Type in the search field to find a specific
pledge.
; —
0 2015 Sample Federal Agency Group 1 (1 unprocessed pledges)
Q 2015 Sample Federal Agency Group 2 (1 unprocessed pledges)
o 2015 Sample Federal Agency Group 3 (1 unprocessed pledges)
Slide notes

On the left column are Federal agency locations that have unprocessed pledges. You will only see
Federal agency locations for which you have been given access.
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Slide 11

LoTe) S RIS i” L v RS Lt B S L LB ELE SRt Sl ™ L TR B A Lo UL B e b LR LU BB UL B B i L

pledge.

[ : | =

c 2015 Sample Federal Agency Group 1 (1 unprocessed pledges)

o 2015 Sample Federal Agency Group 2 (1 unprocessed pledges)

‘ 2015 Sample Federal Agency Group 3 (1 unprocessed pledges)

° Sample Federal Agency S (donor print method) (1 unprocessed pledges) 8854 Charity Royg
Seasalt, CA 90215

Slide notes

Click the green circle to expand the data.
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Slide 12

PAYROLL - PROCESS NEW INCOMING PLEDGES

Expand the groups below to find and process pledges. Type in the search field to find a specific
pledge.

( - | &3

° 2015 Sample Federal Agency Group 3 (1 unprocessed pledges)

° Sample Federal Agency S (donor print method) (1 unprocessed pledges) B854 Charity Road
Seasalt, CA 90215

° 1134624 Weixel, Joel Payrall Contribution 588400 Fri Aug 14 2015
MAKE SURE YOU HAVE THE "SIGNED" PRINTED PLEDGE FORM

FROM THIS DONOR BEFORE MARKING THIS PLEDGE AS PROCESSED
BY CLICKING THE ORANGE BAR BELOW

CLICK HERE IF YOU HAVE RECEIVED THIS PLEDGE

CFC CAMPAIGN NO CITY/STATE CODE ATTENTION PAYROLL OFFICES;

*ch- 9999 Og 9999 Eﬂs;;t;iz:.umberonryto identify the local

Comrarttram Gameeye

PLEDGE NUMBER: 1134624 PLEDGE DATE: AUG 14, 2015

LAST NAME, FIR 5T NAME CIVIMIL FEDERAL AGENCY ! OFFICE SSN/Employee 1D
Sample Federal Agency S (doner print
Weiel, Josl CIVILIAN method)

(Seasalt)
DONOR EMAIL

joeloweixel@gmail.com
WORK ADDRESS & ZIP CODE | WORK PHONE NO.
8854 Charity Road Seasalt 50215
CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check contribution. Write in the total of
your annual contribution in the space provided.
ALLOTMENT SOURCE | AMOUNT | INTERVAL | TOTAL GIFT

CIVILIAN | s34.00 26 pay periods | 5884.00

LEADER SHIP GIVING

| glect NOT to receive an incentive gift as recognition for any contribution.
RELEA SE OF INFORMATION PAYROLL DEDUCTICON AUTHORIZATION

| would like to remain anonymous, pleass do not
release my information.

e

Slide notes
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Slide 13

PAYROLL - PROCESS NEW INCOMING PLEDGES

Expand the groups below to find and process pledges. Type in the search field to find a specific

pledge.

| e | D

° 2015 Sample Federal Agency Group 3 (1 unprocessed pledges)

° Sample Federal Agency S (donor print method) (1 unprocessed pledges) 8854 Charity Road
Seasalt, CA Q0215

° 1134624 Weixel, Joel Payroll Contribution 588400 FriAug 14 2015

MAKE SURE YOU HAVE THE “SIGNED"” PRINTED PLEDGE FORM
FROM THIS DONOR BEFORE MARKING THIS PLEDGE AS PROCESSED
BY CLICKING THE ORANGE BAR BELOW

_LICK HERE IF YOU HAVE RECEIVED THIS PLEDGE

CFC CAMPAIGN NO CITY/STATE CODE  ATTENTION PAYROLL OF FICES:

1cmE§. 9999 Og 999 9 Eﬂs;;l;iz:.umber only to identify the: local

PLEDGE NUMBER: 1134624 PLEDGE DATE: AUG 14, 2015
LAST NAME FIRST NAME CIVIMIL FEDERAL AGENCY | OFFICE 5 SN/Employee 1D
Samiple Federal Agency S (donor print
Weixel, Joel CIVILIAN methed)
(Seasalt)
DONOR EMAIL
joeloweixe @gmail.com

WORK ADDRESS & ZIP CODE | WORK PHONE NO.

8854 Charity Road Seasalt 80215

CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment, cash or check contribution. Write in the total of
your annual contribution in the space provided.

ALLOTWENT SOURCE] AMOUNT | INTERVAL] TOTAL GIFT
craLian | 534,00 26 pay periods | 5884.00
LEADERSHIF GIVING

| elect NOT to receive an incentive gift as recognition for any contribution.
RELEASE OF INFORMATION

| would fike o remain anonymous, please do not | | hers it 3 s it d < Gousmment by which | may be
release my information. ok ot i ’ i f-’D_""m";!_\' oY =a€_" D:_\'

sosrz houn &l
ed by me in writing 3t any time before it sxpires.

Slide notes

If you have received a paper copy of this pledge and it is fully completed with a wet signature, click the
large orange button. This simply marks the pledge as processed and removes it from the list on the left.
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Slide 14

PAYROLL - PROCESS NEW INCOMING PLEDGES

Expand the groups below to find and process pledges. Type in the search field to find a specific
pledge.
:.. - —
e 2015 Sample Federal Agency Group 1 {1 unprocessed pledges)
e 2015 Sample Federal Agency Group 2 {1 unprocessed pledges)

Slide notes

That pledge is removed and you could continue with the others.
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Slide 15

Expand the groups bel
pledge.

[ search by keyword
© | 2015 Sample Federal Agency Group 1 (1 unprocessed pledges)
© | 2015 Sample Federal Agency Group 2 (1 unprocessed pledges)

to find a specific

Slide notes

We will now look at the 2nd method for processing which is by bulk.
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Slide 16

PAYROLL - BULK UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DECUCTICN* PLEDGES
Cash & Check pledges must still be pracessed using the single pledge processing tool.

(click to expand headers below)

2015 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency L unil10 122 Maole Sirzet Donztion MN £5408
2015 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency P 3164 012 Appelane Provde WA £8003
2015 SAMPLE FEDERAL AGENCY GROUP 2 Samplz Federal Agency O

2015 SAMPLE FEDERAL AGENCY GROUP 3 Sample Federal Agency S (donor print method) BE54 ChartyRoad Seasalf,CA 9C215

Slide notes

Select the Federal Agency location.
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Slide 17
2015 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federzl Agancy P 1164 012 4prle _ane Povide, WA 08073 1 unpvee
2015 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency O 1 unprce
215 SAMPLE FEDERAL AGENCY GROUP 3 Sample Fedaral Agancy 5 (donor print methed] 8822 ChadtyJosd Sesssd C4 90215 {2 wnprec

THIS AGENCY IS SET TO THE "DONOR PRINT METHOD" WHICH REQUIRES A WET SIGNATURE
ALL DONORS FOR THIS AGENCY MUST PRINT/SIGN/DELIVER THEIR PLEDGE FORM TO YOU
DO NOT CLICK THIS BUTTON UNTIL YOU HAVE **ALL** THE PLEDGES LISTED BELOW SIGNED AND IN HAND

ZFC CAMPAIGH NO CITY/STATE CODE ATTENTICN 2AYROL  O=7ICES:

*CFC 9999 Ug gggg L2 bis qumte- onty bo iderify the lc2z =2 moaign.

(ISP

PLEDGE NUMBER: 1134629 PLEDGE DATE: AUG

LLST NAME, FIRST NAME AL FEDERAL AGENCY | OFF CE SSNEmplzyze 1D
Wk Joal AN SamolaFeceal .ﬂ.g_anc-,' Ficonor pirtmethoe)
seazalty
TONCREMAIL
joelowe nel@omail.com
WO ADCRESS & 2IP CODE | WNORH FAOKE H0.

3854 Chary Poad Seasall 80215 |
CORT=3UTIONR: Fill itz Blank ==owing e amoust of vour pay o 2lloiment zash or chez conbibulize Wiz inthe bz’ of your ans.al contribus 27 in the zaaee provided
ALLOTMENT S0 JRCE | AMOUAT] INTERVAL|
WL .CJ'-I| MELL | 33 sy perads |
LEADERSHIP BV NG

|elect NOT 0 eceive ar roznliva it as ecogr -0 r arycorulion.

AELEAZE OF INFCIMAT O FAYRCLL DEUCTIC AUTHORIZATION

‘WL be I emair 210mymoLs, pleazado  [Iherby authc-z= ey ageey o fhe Uniad States Sovammen: y which | my be e~ -ly=d durivg 20°E < dedus the avc.is) shown abcve o iy 2y each pay oeicc duirg the cxenderyear 2016 sti~ng wi- the frst pey perizd thatb=gnz n
Jotreledsa my Rmes o, endi~g wih the as: Zav p=rod L3 bagi~s i~ Decembs" and o Z2¥ths smounts so czdust=: o the Comzmed Fecerml Camcagr shown above. | Locersts=d that t's 8. " oizatio” may 2 sevied by me - wili~g # any fme Z=loe ©2xpies.
By L

AUGT 0I5
£ GHATURZ WE

NSCLCSURER

Slide notes

When you click on the Federal Agency location, all unprocessed pledges will be displayed.
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Slide 18

2015 SAMPLE FEDERAL AGERCY GROUP 1 Sample Federal Agency L unt10 123 Vaple S1zef Daratio MM 25406
2015 SAMPLE FEDERAL AGENCY GROUP 2 Sample Feteral Agency P 3164 D12 Apple _zne 2-vide WA 9802
2015 SAMPLE FEDERAL AGEKCY GROUP 2 Sample Federal Agency O

2015 SAMPLE FEDERAL AGENCY GROUP 3 Sample Federal Agency S {donor print method) 3254 Chariy Road Seaszit T4 20215

THIS AGENCY IS SET TO THE "DONCR PRINT METHOD" WHICH REQUIRES A WET SIGNATURE
ALL DONORS FOR THIS AGENCY MUST PRINT/SIGN/DELIVER THEIR PLEDGE FORM TO YOU
DO NOT CLICK THIS BUTTON UNTIL YOU HAVE **ALL** THE PLEDGES LISTED BELOW SIGNED AND IN HAND

CFZ CAMPAIGN MO CITYISTATE CODE ATTENTICN FAYRCLL CFRIZES:
CFc. 9999 Og gggg Lse this numasronlylo cenfiy ts loczl campaig=.
PLEDGE NUMBER: 1134629 PLEDGED
LEITHENE FIRET NAME ClaML FEDERAL AGENCY | OFFICE SEREmployes 1D
Wi e Samle Fazeral Agency 5 (zenor prim:mechod)
Weixel, Joel VAN (Seasalt
DONOR EMAIL
Joeloweixz @gmail.com
WOSKADDIZ 33 & ZIP COOZ I W04 PHONE %0

8834 Charity Foad Seasalt 20215 |
CONTRIBUTICH: F Il 1 te alank show ng the arount of yows 2ayrall alltrent, eash or check soatribotion. Write in the fotal of yaur annua’ confrisutan ‘n e space providad,
ALLOTMENT ZCLRCE] ZMOUNT| INTERVAL[
CIVILIEN S45.2C0 26 pay :EHDdE|
LZADERSH F CIVING

elect NCT 1 -=zeive an ncevcive ¢ift 25 recogniton fa- 2y contizution

RELEASE 07 INFOSMATION SEYROLL DEDUCTION AJTHORIZATION
| e b remait anonymous, pl=ase o heswby suthorzs ey spency o the Unted States Govemmert by waith - may be employer dudrg 207 to deduct he aroumiz) shown abovs from my pav each pay ceror durrg the celendsryesr 2015 stang wint-e “rtpay pe
¥ P

no: elease my infe Tt . ancing with -he kst 2a; period thet bagingin Detsmker, andtc pev the arrouhs 5o cedus-ed fo he Combined Fadeiml Campagn shown abows. | uncerstend the: tis acthoizaon ray bs revcked by me T wrifig £ a7y fine 2eare

‘._#:7___.’;\5/_

: AU 17, 2015

SIGNATURE D&TE
DIECLOSURZE
ol sl

Slide notes

After scrolling through the entire list and verifying that every pledge has been physically received and
accounted for, you may click the blue button.

Page 18 of 25



CFC Nexus — Payroll Coordinator (donor print)

Slide 19

| ALL PRINTED PLEDGES HAVE BEEN MARKED AS PROCESSED

ALL
PRINTED/EXPORTED
PLEDGES WERE
PROCESSED!

Remember that Cash &
Check pledges must still be
processed

using the Single Pledge
Processing Tool.

Slide notes
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TOUR CFC NEXUS MAIN MENU PLEDGING MY PLEDGES & PROFILE MY TOOLS

BULK UNPROCESSED PLEDGES

BULK PROCESSING ONLY APPLIES TO *PAYROLL DEDUCTION* PLEDGES
Cash & Check pledges must still be processed using the single pledge processing tool.

(click to expand headers below)

2011 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency Y unit.11 456 Elm Street Giving, NY 10023
(3 unprocessed pledged

2011 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency Z unit10 123 Maple Street Donation, MN 55406
(22 unprocessed pledge]

2011 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency X 789 Oak Avenue HelpOthers, MM 55901
(4 unprocessed pledged

2011 SAMPLE FEDERAL AGENCY GROUP 3 Sample Federal Agency U (ein requested vs ssn) 678 Ash Highway Grant, MN 55125
(11 unprocessed pledge.

2011 SAMPLE FEDERAL AGENCY GROUP 3 Sample Federal Agency \/ 345 Birch Circle Endow, TX 76621
(5 unprocessed pledge]

Slide notes

The pledges for that Federal Agency location are now marked as processed and are removed from the
workflow. If you discover that some of the pledges on the bulk list have not been received yet, you
should revert to the single process method or wait until all the pledges are in hand.
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Slide 21
IMONSTRATION
inneapolis, MN 55413 = (855) 263-4321 ext 2 phone » 206-984-3018 fax
CFC NEXUS PLEDGING MY PLEDGES & PROFILE MY TOOLS

PAYROLL TOOLS tom payroll d load

PA agency user roles process new pledges (single)
agency overview process new pledges (bulk)
comparison report view proc leted pledg
BULK PROCESSING ONLY APPLIES report 'LEDGES
Cash & Check pledges must still be proct paper pledge bateh creation )cessing tool.

(click to expand headers below)

2015 SAMPLE FEDERAL AGENCY GROUP 1 Sample Federal Agency L unit10 123 Maple Street Donation, MN 55406
2015 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency P 316.4 012 Apple Lane Provide, WA 98003

2015 SAMPLE FEDERAL AGENCY GROUP 2 Sample Federal Agency Q

Slide notes

Pledges you have previously processed can be viewed at any time.
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Slide 22

CFC NEXUS DEMONSTRATION

P Znd Street NE Suite 2005 » Minneapalis, MN 55413+ (B55) 263-4321 ext 2 phone »206-984-3078 fax
NAIN MENU TOUR CFC NEXUS PLEDGING MY PLEDGES & PROFILE MY TOOLS

PAYROLL - VIEW PROCESSED PLEDGES

(click to expand headers below.)

2015 SAMPLE FEDERAL

AGENCY GROUP 1

Sample Federal Agency L : - = -

unit. 10 —=2|eCl d pledde [rom tne

123 Maple Straet ( M o 4‘“*7-‘“ LA

Donation, MN 55406 lstonine’lert

(5 processed pledges)

2015 SAMPLE FEDERAL ;J[g!_gp:-j dare listed in

AGENCY GROUP 2 reverse chronological

Sample Federal Agency Q :' ~ -Jl""]'
.]ll a [ SO - h‘d""ﬁ:!l

(1 processed pledges) < Fas A%
pledgesiare atihetop:

2015 SAMPLE FEDERAL

AGENCY GROUP 3 e STTEH

Sample Federal Agency S Jb&hﬁm will be

(donor print method) dispiayed in‘thisTarea:

B854 Charity Road
Seasalt, CA 90215
{2 processed pledges)

Slide notes

Here is an example of previously processed pledges. Click on a Federal agency to view what has been
processed.
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{click to expand headers below )

2015 SAMPLE FEDERAL
AGENCY GROUP 1
Sample Federal Agency L

unit10 . Select a pledge from the
123 Maple Street

Donation, MN 55406 liston the'left.
(5 processed piedges)
2015 SAMPLE FEDERAL : Pledgestare listed in
AGENCY GROUP 2 3 i
Simmple Esderal Agency O reverse chronological
(1 processed pledges)

2015 SAMPLE FEDERAL
'AGENCY GROUP 3 J .
&mmﬁm’my s Pledge details will be
(donor print method) displayedin this‘area:

order so the newest
pledges are at the top:

Slide notes

You can also download or view pledge reports.
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Slide 24
MNPV FeIMTyFTTV TTImImwTy
tr=o WE Siite 2005 « Minneapolis, MN 55413 « (358] 2634321 eet 2 phona » 206-884-3013 fax LI—L@
MENU TOUR CFC NEXUS FLEDGING MY PLEDGES & PROFILE MY TOOLS
PAYROLL - REPORT
Agency Group Agency Pledges Dollars Hverage Dollars
2015 Sample Federal Agency Group 1 0 ] 12 §7433.00 §
2015 Sample Faderal Agency Group 2 3 $4.911.00 &,
2015 Sampla Fadaral Agency Group 3 2 §2,054.00 8,
Pledges Tosal Dollars Average Dollars
2015 CAMPAIGN TOTALS  (epamtEraLs] 17 $14,398.00 $ 84
‘Download CSV of thisn

Slide notes

Payroll Coordinator reports include some donor and pledge details that are not available to other roles.
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PAYROLL
COORDINATOR
(donor printed pledges)
Slide notes

This is the end of the CFC Nexus Registration tutorial. Happy pledging.
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