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CFC NEXUS PAYROLL COORDINATORS:  

PROCESSING PLEDGES INSTRUCTIONS
1.  REGISTER in CFC Nexus by clicking of the Nexus platform  

2.  Notify your Hub director that you have registered as an LE or ECC as wish to be upgrade to “Payroll Coordinator” for your agency in the CFC Nexus system.

3.  Hub Director will VERIFY administrative status of individual requesting to be upgraded in Nexus and forward request to PCFO Nexus Coordinator.
4.  Nexus coordinator will UPGRADE status of individual registered in the system for the agency requested and notify them of the upgraded status.

5.  Follow the steps below for processing pledges in the NEXUS system:

You are now assigned as payroll coordinator for your location.   The “Payroll Coordinator” role is responsible for printing or downloading online pledge data and delivering to payroll centers.  Follow the steps below:

· LOGIN to CFC Nexus 

· Along the top of the screen, you will see a "PAYROLL" tab – CLICK 
· To process pledges weekly, select the SINGLE PRINT method 
· On the left, are your UNPROCESSED PLEDGES; 
· CLICK on the first unprocessed pledge icon to process the pledge
· CLICK the “Step 1 of 2” button which is at the top
· PRINT the pledge
· VERIFY that the printed pledge printed correctly
· CLICK “Step 2 of 2” button at the top which marks the pledge as processed and removes it from the list on the left.  It also erases the SSN number from the pledge.

· PROCESS all forms listed
· SUBMIT forms into your HR/payroll office so that they can implement them into the payroll system.






