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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 
 

or 
 

b. Insert your PIV Smartcard and 
select Employee Express (PIV) from 
the Systems Launcher 

i. Enter your Smartcard PIN 
and select the Certificate 
that shows Smartcard logon 

 
  

 

 . Procedures: 
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 . 
 

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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6. After reviewing the Security Alert 
      Message, Check the box “I have 

read the above information” and 
Click  

 

 . 

  Employee Express – Security Alert Message 
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7. At the Main Menu, select the link for 
                                                            under 

the  Payroll – Personnel Actions 
section of the page 

  

 . 
  Employee Express – Main Menu 

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 
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8. Before searching and selecting 

charities, designate the appropriate 
contribution method.  Select Payroll 
Deduction or Cash Donation using the 
appropriate radio buttons. 

 

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

 . 

  Employee Express – CFC Select Charities 
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 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. 
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9. If the Payroll Deduction contribution 

method is selected, go to step 13 to 
search for and select the charities to 
designate for your donation. 
 
 
 
 
 

10. 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. 
 

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

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

 . 

  Employee Express – CFC Select Charities 
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NOTE: Once submitted, Payroll deductions 
can not be cancelled through Employee 
Express, contact your payroll or HR office 
for assistance. 
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  Employee Express – CFC Select Charities 
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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                                           
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 area to the 
Search Results area of the page to view 
your search results 
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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   
                         for the charity or charities 
 

    that you want to remove.  Then click 
 
 

    to permanently remove the charity or 
    charities from your list  
 
18. When you have completed your 

selection of charities, click  
 

 

       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 
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  Employee Express – Combined Federal Campaign Edit 
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 the appropriate 
box in the New column 

 
 
 
 
      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 box for each 
charity. 

       

* 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. 
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21. After designating your donation 

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

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

23. 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. 
 

24. When complete, click  
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  Employee Express – CFC Confirmation  25. Review your saved information to 
ensure that it is correct. To confirm, 

 

      click           or to cancel, click   
 
      * Clicking           will send you back to 
 

      the Edit page. 
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26. Now that your action has been saved, 
you can click 
 

 

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

 
 
 
 
 
 
 
27. 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 
 
 
 
 
 
 
 
 

28. 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 when 

the                                                         

button is selected. 



Langley Research Center   Employee Express – CFC – Override Pending Contribution 
29. Now that your contribution has been 

submitted, you can click             to 
override the contribution and make 
additional changes. You can modify 
the charities, the amounts pledged, 
or the recognition / release indicators 
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NOTE: Once submitted, Payroll deductions 
cannot be cancelled through Employee 
Express, contact your payroll or HR office 
for assistance. 
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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) 

– Hearing impaired employees may access the TDD by calling 478-757-3117 or 1-888-880-
0412. Visually impaired employees can access the Employee Express telephone system 
using their agency’s designated telephone number. 

– Questions concerning specific personnel and payroll information, should be directed to your 
servicing personnel-payroll office. 

– Thank you for using Employee Express. 
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