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If you haven’t already, go to https://www.cfcnexus.org/_intermountaincfc and create an account. If you’ve 
already got an account, skip this step. 

 

 

 

Click the blue “REGISTER” button. After registering, email CFC Director Bruce Jacobs 
(bjacobs@intermountaincfc.org) and make sure your account is updated to “Payroll Coordinator” for the 2014 
campaign. (Even if you had payroll access in prior years, your account must be updated in order to access 
pledges for the 2014 campaign.) 

 

The “Payroll Coordinator” role is responsible for printing or downloading online pledge data and delivering to 
payroll centers. 

 

 
  

https://www.cfcnexus.org/_intermountaincfc
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As a Payroll Coordinator, you will see a top menu item called “PAYROLL”. 
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There are three different methods available for processing pledges.  First, we will look at the “single print” 
method. 
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On the left, 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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By clicking on one of the locations, you will see a list of all its unprocessed pledges. 
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Click on one of the pledge icons to see the pledge details. 
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In order to process a pledge, click the “Step 1 of 2” button which is at the top. 
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Verify that the printed pledge looks correct. 
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Next, 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. 
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That pledge is now processed and you could continue with the next pledge on the list. 
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Repeat the process for each remaining pledge. Send all pledge printouts to YOUR federal agency’s payroll center 
for processing. 
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That pledge is now processed and you could continue with the next pledge on the list. 

 

 

 

We will now look at the 2nd method for processing which is "bulk print". 
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After selecting the Federal agency location, Click Step 1 to process all pledges. 

 
  



CFC Nexus – Payroll Coordinator 2014  

 

Page 18 of 24 

 

 

 
  



CFC Nexus – Payroll Coordinator 2014  

 

Page 19 of 24 

 

 

You will now have printed out all the pledges for that location with one pledge printed per page. 
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After verifying the print looks accurate, click Step 2.  This will remove those pledges from the workflow and erase 
the associated SSN numbers from the system. 
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Pledges you have previously processed can be viewed at any time. 
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THANK YOU! 


