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What are the steps to giving online? 
1. From a computer with access to the Internet, click on the Internet 

icon on your desktop. 
2. Go to Employee Direct at https://edirect.virginia.gov/EDL/Start   

and Log in using your state employee ID and password.  If you have not 
set a password, or you have lost or forgotten your password, follow the 
online prompts to re-establish them.  (You may also access this screen 
through a direct connect link on the CVC home page or the Donors page.) 

 

 
 

Note – be sure to click on “log in” rather than using the enter key. 
 
3. Select Commonwealth of Virginia Campaign Pledge Form (second 

option) 
 
 
 
 

 
 
 

 
4. If you have not made a gift this campaign year, your selection will read 

“Make a Donation”.    
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5. If you have already made a donation this year and want to go back to 

your gift, your choice will be: View or Edit your Donation 
 

 
 

6. Your personal 
information will appear 
on the screen.  This 
information comes from 
the Employee 
Direct/PMIS systems. If 
the information is 
incorrect, or if you prefer 
your gift acknowledge-
ment to be sent to 
another address, you 
may change the address 
or email address at this 
time.  This will NOT 
update PMIS. 

 
 
 
 
Click the box if you would like to be acknowledged by the charity. Then Click 
Next. 
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7.  Read the instructions on the screen… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select a charity from the drop down list.  You can type the first letter of 
the charity name and then scroll to the one you want.  Enter or select the 
appropriate charity.   
 
 
 
 
 
 

Please 
Read 
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Tab to the amount field and enter the total annual gift for that charity (not 
the weekly amount) and click on ADD.  Entering a dollar sign or decimal 
point will cause an error message.  Enter Whole Dollars. 

 
 

Then Click ADD. 
 
7. Continue until you have selected all the charities you wish to designate 

for your gifts.  There is an unlimited number of entries you may select. 
 
 

When complete, go to NEXT. 

 Note – to delete a charity from your list, click on Delete for that line. 
       Note – to change the amount for a charity, delete the line and 
       re-select the charity, enter the corrected amount – then select Add. 
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8. Payment methods  (Cash or Check gifts are made using a paper pledge 
card) 

a. Payroll deduction 
i. Retirees may not select payroll deduction. 
ii. The number of pay periods will already be displayed and the 

amount per pay period (based on the total of all your 
designations) is calculated and displayed.  Some rounding 
may occur. 

iii. Brand new employees who do not have an employee ID may 
have to wait two weeks to make a gift or use a paper pledge 
card. 

 
 
 

b. Credit Card 
i. Credit card gifts are placed on your charge card 

immediately. 
ii. Be sure to use the address on the Credit Card Billing 

Statement as the address for this screen.  Otherwise Veri-
sign (the credit card service) will reject the transaction. 

iii. Be especially careful in entering the account number (all 16 
digits), the CV (card verification number, on the back of the 
VISA cards), and the expiration date. 

iv. Once you have made a completed credit card transaction, 
the gift cannot be modified online.  Contact your CVC 
coordinator for assistance. 

 
9.  Select Submit and your donation summary will appear.  This is your 

final chance to review your “cart” of donations. 
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When you click on “Continue to Summary” the DONATION SUMMARY page 
will appear.  It is recommended that you print this page for your records. 
 

10. Click on MENU. 
 

11. Log out of Employee Direct. (Do not simply “X” out of the system – this 
will leave your Employee Direct session “open.”) 

 
That’s It!  You have completed the online pledge processing for your donation.  
Thank you for your gift.  
 
On the following pages are some FAQs about the CVC Online Pledge 
Processing System.   



CVC Online Giving 2008 

Quick Reference Guide 
 

Revised September 29, 2008 

 FAQs  
 

Who can give online? 
Current Commonwealth of Virginia Employees, classified and wage, who are 
entered in the PMIS system.  Starting in 2008, Retirees, using their employee ID, 
may give online with a credit card. 
 
What payment methods are available online? 
Credit Card or Payroll Deductions.  Cash and check gifts may be made with a 
paper pledge card.  A downloadable pledge card is available at the CVC website 
at http://www.cvc.vipnet.org/volunteers/PledgeForm.doc -- just print the form, 
complete it, and give it to your coordinator with your cash or check. 
 
What if I want to give to the same charities as last year?  How do I do 
that? 
If you gave online, you will have an option to “Review 2007 gifts” early in the 
process.  If you gave via a paper pledge card, you would need to reference your 
pledge card copy from last year. 
 
What if the charity I want to give to is not in the online list?  May I 
make a write-in gift? 
Only those charities that meet the financial requirements for inclusion in the CVC 
campaign are listed.  Some charities may elect not to reapply each year.  You 
may also encourage your favorite charity to apply for the campaign next 
February (instructions are on the CVC website). Write-in designations are not 
accepted for paper or online transactions. 
 
What if I no longer remember my EmployeeDirect username and 
password? 
The sign-on instructions for EmployeeDirect were revamped this year and it is 
easier than ever to sign up.  If you have not used your EmployeeDirect password 
since benefit selections in April, you may have to select a new password.  Follow 
the on-screen prompts.  For the security of your personal data, EmployeeDirect 
passwords not used for 90 days must be reset. 
 
What if I change my mind?  Can I change my online gift? 
You may view and edit your online gift any number of times until December 15th, 
when the online system is closed for payroll deductions.  The transactions on file 
for your gift on that date are considered your finalized annual gift. 

 If your gift was made using a credit card, it cannot be modified or cancelled 
on line.  You will need to cancel your transaction through your credit card 
company. 
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What if I want to stop my payroll deductions during the campaign 
year? 
There are two steps: 

(1) Contact your payroll officer and complete paperwork to stop or alter your 
payroll deductions. 

(2) Send an email to CVCStaff@dhrm.virginia.gov so your selected charity’s 
allotment will be reduced. 

 
I plan to retire sometime next year.  What happens to my pledge? 
If you gave via payroll deductions, your gift will be “short” the number of pay 
periods for which you do not receive a paycheck.  Deductions from retirement 
checks for the CVC are not available at this time.   Many retirees elect to send a 
monthly personal check to maintain their pledge commitment.  To do so, send it 
to CVC, 101 N. 14th Street, 12th floor, Richmond, VA  23219.  Mark the memo 
part of the check as “Pledge Fulfillment.”  You may also make a credit card 
payment to fulfill your pledge.   
 
Additional questions may be directed to your agency CVC volunteer or to 
CVCStaff@dhrm.virginia.gov. 
 
 

No gift is too small.  Discover “What $2 Can Do!” 
 

www.cvc.vipnet.org  


