MN Combined Charities Campaign
Step-By-Step instructions:

Part 2 - How to Make a Designation or
Request an Acknowledgement

Employees can request an acknowledgement from the charitable federation receiving their payroll
deduction. They can also designate their payroll deduction be directed to a specific 501(c)3 non-profit
organization, depending on the federation’s designation policy. This document provides easy step by
step screen shot descriptions of how to do this.

More information about each federation and their designation policy can be found on the Combined Charities
website: http://www.charities.state.mn.us/charities.
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Voluntary Deductions

State of Minnesota

Review, add or update your voluntary deductions infarmation.

Deduction Type Start Date Stop Date  Status Deduction Goal Amount Goal Balance

oY e 092202010 122152010 Current . 0.oo Edit
S pmrnunity 12/23i2008 122102010 Current 0.0 Edit
e iamaeas 12232002 122142010 Current 0.00 | Edit
aﬁsnwﬁuur;';l%g’; 122202010 12/2002011 Future 0.00 Edit
Lnited Way OFGY 432202010 1102202011 Future 000 Edit

Add Deduction

—
< DesignationsiAcknowledgements
S —

Charitahle organizations in the Combined Charities Campaign do not provide goods or
serices, inwhole or part, for any contributions made by payroll deduction.

Please print this page for your records after making your changes. This printout can be used in place of your pledge card to meet the Internal Reveny
Service (IRS) regulations.

Step 1

After making your payroll deduction, click
“Designation/Acknowledgements”

Hint: if you have questions about how to make the payroll deduction shown in the screenshot above, follow
the steps in PART | - Pledging Instructions.
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Employee Home  Agency/Campus Coordinator Toolbox

Designate to an affiliate charity or request an acknowledgement
From the lists below, select the Charitable Federation to which you pledged a payroll deduction.

Accepts to Affiliated Members Only

Local Independent Charities of Minnesota Community Health Charities Minn

. MN Environmental Fund Community Shares of Minn
UMNCF (United Negro College Fund) UwW of 1000 Lakes PeaceMaker Minnesota
UW of Greater Winona Area Uw of Becker County uw of Central Minnesota
Women's Foundatation of Minnesota uUw of Bemidji Area uw of Douglas & Pope Counties
UwW af Carlton County uw of Faribault
UwW of Cass-Clay Uw of Goodhue, Wabasha & Pierce Counties
UW of Crow Wing & So. Cass Counties Uw of Grand Forks, E. Grand Forks Areas
UW of Freeborn County Greater Twin Cities United Way
UwW of Hastings Uw of Morrison County
UW of Greater Mankato UwW of Mower County
UW of McLeod County UwW of Northeastern Minnesota
UW of Nobles County UwW of Olmsted County
UW of Northfield UwW of Otter Tail County
UW of Southwest Minnesota UW of Pipestone County
UW St. Croix Valley UW of Sherburne County
UW of Steele County UwW of Washington County - East

UW of West Central Minnesota

Step 2
Select the charitable federation through which you pledged.



Depending on the charitable federation’s designation policy, the screens will look
different from this point forward. The following instructions will show screenshot
examples from a federation that does not accept a designation (A) and one that
does (B).

Employee Toolhox  Agency/Campus Coordinator Teolbox
Open Your Heart to the Hunary & Homeless

We do not accept designations.

ill nuk the farm balow to raquest an acknowiedgement.

* Aeon, Minneap:

Sea & st of affiliated charties inthe right hand menu

Was there an end geal amourt requested n the sl service webste?
1 50, plaass indicate hare: §
Amount Denated Par Pay Pancd §

14 this & o time donatian? Check ¥ Yes

* mdleates » fiwid s reied
* Nama:

* Emat:

= Work phane:

Please send me an acknowledgement || Cick il Tes aal
+ Cassiake /Hena Famiy
‘o will Faceive an amad shortly Sftar NEBNg SLBMVE 10 pAink foF your racords [ Cams Lake
ol Charkies, Sant Paul
kst City Housng Cor,

Screen shot for charitable federations that

do not accept designations

‘Community Health Charities Minn

We accept designations to any 501(c)3 Non-Profit.

T would like to designate to the following charities.
See a list of affiliated charities in the right hand menu.

~Entire Amaust Densted per Pay Perind for this Charitable Fedaration [enter the same dollar amount requested
In the Emplayss Salf Sarvica websies] §

Was there an end goel amount requested in the self service wehsice?

¥ 5a. piaass indicacs hare: ¢

Charity 1

Amzunt Denated Par Pay Peried §

15 this a ane time donawan [ Check i ves

Charity 2

unt Denated Per Pay Peried §

ana tima denassen? 01 Check i vas

ated Par Pay Period $

Amzunt Denated Per Pay Pericd $

13 this & one time donstian? [7] Check if ves

charity 3

Amzunt Denated Per Pay Pericd §

1s this a one time donation? [ Checkif Ves

- s ter s e
= Name:
= Emait:

= work shena:
Please send me an ackmawledgement [] Chack if Yes
¥au will racaiva an amail shardy afar hiswing submit t prins far yaur recards.

Screen shot for charitable federations
accepting designations
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Step 3

Indicate an end goal amount if it was requested in the

state self-service website.

If no end goal was requested, leave blank.

< = —~ . STATE EMPLOYEES
\ COMBINED CHARITIE!
:

i / -

Employee Toolbox Agency/Campus Coordinator Toolbox

Open Your Heart to the Hungry & Homeless

We do not accept designations.
Fill out the form below to request an acknowledgement.

See a list of affiliated charities in the right hand menu.

Was there an oal amount requested in the self servic bsite?

If so, please iRgicate here: %

Amount Donated Per Pay

Is this a one time donation? [F] check if es

# indicates a field is required

= Name:

= Email:

* Work phane:
Please send me an acknowledgement [ Click if Yes

You will receive an email shortly after hitting submit to print for your records. m

e

Aeon, Minneapolis

Ain Dah Yung Center 5t. Paul

Al-Maa'uun Food Shelf,

Minneapolis

Alliance Hausing, Minneapolis

Amherst H. Wilder Foundation,

St. Paul

Anna Marie's Alliance (Central

Minnesota Task Force on

Battered Women), St. Cloud

Ascension Place and St.

Anne's Place, Minneapolis

Asian Media Access / Ramen

Ya Transitional Living

Program, Minneapolis

Bridge for Youth, Minneapolis

Canvas Health (formerly

Human Services, Inc), Cakdale
s Caring for All, Crystal

Cass Lake / Bena Family

Council, Cass Lake

Catholic Charities, Saint Paul

Center City Housing Corp,

Duluth

Churches United in Ministry,

Duluth

Clear Waters Life Center,

Clearbrook

"Jﬂ\‘ 1

Board Members = Become a Participating Federation Campaign Questions?

Screen shot for charitable federations that do not accept designations




" ot i, PG,
| Employee Toolbox = Agency/Campus Coordinator Toolbox ~ Board Members  Become a Participating Federation = Campaign Questions?
Community Health Charities Minn

We accept designations to any 501(c)3 Non-Profit.

Each federation may have additional information about their i ion policy. Wiew each federations policy.

.

ALS Association (Tha),

I would like to designate to the following charities. Minnesota Chaprer

See a list of affiliated charities in the right hand menu. « Alzheimer's Association,
Minnesota - Morth Dakota

~Entira Amount Donsted par Pay Periad for this Charitable Faderation (anter the same dollar ameunt requastsd At Lo AN

in the Employes Self Servica website] £ « American Lung Asseciatien

=ere M ervice wabsita? in Minnesota

= Arthritis Foundation, Upper
Midwest Region

+ Association for Nensmokers

- Minnesota
, « Brain Injury Asscciation of
Charity 1
g Minnesota
Amount Donated Per Pay Period $ - Cancer Kids Fund of
: _ : _ Children's Hospitals &
Is this a one time donation? [ Check if Yes Clinics
=« CaringBridge
= « Children's Cancer Research
Charity 2 S
Amount Donated Per Pay Period $ = Creohn's & Colitis
Foundation,
1s this a one time donation? O CheckifVes Minnzsota/Dakotas Chaptar
=« Faith's Lodge
= « Fraser
Cheti £ = Hazelden
« Hemophiliz Foundation of

Amount Donated Per Pay Period $
Minnesota/Dakotas

Is this a one time donation? [£] Check if Yes T iEnle Pis heras Resasteh
Foundation MinnDakotas
Leukemia B Lymphoma

.

Charity 4 Society [The}, Minnesota
Amount Donated Per Pay Period $ Chapter .

« Lupus Foundation of
Is this a one time donation? [ Check if Ves Minhesata

= March of Dimes Foundation
Chasity 5 « Masonic Cancer Center,

University of Minnesota

Amount Donated Per Pay Period $ Memorizl Bloed Centars
Minneapolis Heart Institute

Is this a one time donation? [ Check if Ves Euiindstion
Minnesota AIDS Project
Minnesota Network of

.

.

= ingficates 5 Raict iz raquiras
= == Hospice and Pallative Care
i « Minnesota Ovarian Cancer
Alliance
= 3
Emed « Minnesota Stroke
* Work phone: Association

Miracles of Mitch
Foundation [The)

Mational Alliance on Mental
Illness - NAMI Minnesata
National Multiple Sclerosis
Society, Upper Midwest
One Heartland

Pancreatic Cancer Action
MNetwork

Ronzld McDonald House
Charities, Upper Midwest
St. Jude Children's
Research Hospital

= Suicide Awarensss Voices
of Education (SAVE)
Susan G. Komen for the
Cure - Minnescta Affiliate

.

Please send me an acknowledgement [ Check if Ves

e peos e sn nmarlhar ty s har hriting = AbmE o gt Gl e ectirle;

.

.

.

Screen shot for charitable federations accepting designations



Step 4

Enter the amount donated per pay period
to this charitable federation.

If this is a one-time donation and will not be repeated in future pay periods,
check the box for Yes.

(A)

—

E= - STATE EMPLOYEES
\, COMBINED CHARITIE
i

J/ -

Employee Toolbox Agency/Campus Coordinator Toolbox

Open Your Heart to the Hungry & Homeless
We do not accept designations.

Fill out the form below to request an acknowledgement.

See a list of affiliated charities in the right hand menu.

If so, please indicate herg 2

Amount DonatedgfBr Pay Period $
1s this a one tim&gonation? ] check if Yes

Board Members

* indicates a field is required

* Name:

* Email:

= Work phone:

Please send me an acknowledgement 7] Click if Yes

You will receive an email shortly after hitting submit to print for your records.

Become a Participating Federation Campaign Questions’

Aeon, Minneapaolis

Ain Dah Yung Center St. Paul
Al-Maa'uun Food Shelf,
Minneapolis

Alliance Housing, Minneapaolis
Amherst H. Wilder Foundation,
St. Paul

Anna Marie's Alliance {(Central
Minnesota Task Force on
Battered Women), St. Cloud
Ascension Place and St.
Anne's Place, Minneapolis
Asian Media Access / Ramen
Y¥a Transitional Living
Program, Minneapaolis

Bridge for Youth, Minneapolis
Canvas Health (formerly
Human Services, Inc), Qakdale
Caring for All, Crystal

Cass Lake / Bena Family
Coungil, Cass Lake

Catholic Charities, Saint Paul
Center City Housing Carp,
Duluth

Churches United in Ministry,
Duluth

Clear Waters Life Center,
Clearbrook

Screen shot for charitable federations that do not accept designations




(B)
If designating to a specific charity or charities through this

federation, enter the name of the charities and amounts to be

donated per pay period. HINT: if designating to an affiliated charity, you
can copy/paste the name from the list located in the column to the right.

L : : _——
< i F . - A v b
= —~ .. STATE EMPLOYEES p A
\, COMBINED CHARITIE =4 1 F e
s ._ : \ ’ : o
casil ‘ ‘ PN R ., W

Employea Toolbox | Agency/Campus Coordinator Toolbox | Board Members | Bacome a Participating Federation | Campaiqn Questions?
| Community Health Charities Minn T

We accept designations to any 501(c)3 Non-Profit.

Each federation may have additional information about their designation policy. View each federations policy.
« ALS Association (The},

I would like to desi te to the following charities. Minnesota Chapter

See a list of affiliated charities in the right hand menu. Alzhzimer's Associztion,

Minnesota - Morth Dakata

American Diabetes

Association Minnesota Area

American Lung Association

in Minnesota

Arthritis Foundation, Upper

Midwest Region

Association for Nonsmokers

- Minnesota

Brain Injury Association of

Minnesota

Cancer Kids Fund of

Children's Hospitals &

Is this a one time donation? [ Check if Ves Clinics

CaringBridge

Children's Cancer Research

Fund

Crohn's & Colitis

Foundatian,

- Entire Amount Cgfted par Bay Period fo

ervice website) §

Ederation (enter the same dollar amount requested

in the Employe= 3

Was there an end goal zmoy ervice websita?

1f 5o, please indicats hera: §

ount Donated Per Pay Period $

Amount Donated Per Pay Period $

Is this a one time donation? O Check if ves Minnesota/Dakotas Chapter
. Faith's Lodge
i « Fraser
oty 3 » Hazelden
Amount Donated Per Pay Period $ + Hemophiliz Foundztion of

Minnesota/Dakatas
Juwvenile Disbetes Research
Foundation MinnDakotas
Leukemiz & Lymphoma

Is this a one time donation? [ Check if Ves

Charity 4 Socisty (The), Minnesota
Amount Donated Per Pay Period £ Chaprer

« Lupus Foundation of
Is this a one time donation? [] Check if Yes Minnesota

« March of Dimes Foundation
Chasity 3 =« Masonic Cancer Center,

University of Minnesota
Memerial Blood Centers
Minneapolis Heart Institute
Is this 2 one time donation? [ Checkifves Foundation

Minnesota AIDS Project
Minnesota Network of
Hospice and Pallative Care

Amount Donated Per Pay Period %

.

.

= ingicazes o eid s raguinen

* Mame: + Minnesota Ovarian Cancer
e Alliance
= ¢
Email: « Minnesota Stroke
* Work phone: Association

Miracles of Mitch
Foundation [The)}

Mational Alliance on Mental
Illness - NAMI Minnesota
Mational Multiple Sclerosis
Society, Upper Midwast
One Heartland

Pancraatic Cancer Action
Network

Ronzld McDonald House
Charities, Upper Midwest
St. Jude Children's
Research Hospital
Suicide Awarensss Voices
of Education (SAVE)
Susan G. Komen for the
Cure - Minnescta Affiliate

Please send me an acknowledgement [ CheckifVes

“You will receive an email shortly after hitting submit to print far your records,

.

.

.

.

.

Screen shot for charitable federations accepting designations



Step 5

Enter your contact information and check the box
to request an acknowledgement.

Your contact information helps the charitable federation reach you if they have
questions about your request.

(A)

< s STATE EMPLOYEES
\ COMBINED
-

./

Employee Toolbox Agency/Campus Coordinator Toolbox
Open Your Heart to the Hungry & Homeless

We do not accept designations.
Fill out the form below to request an acknowledgement.
See 3 list of affiliated charities in the right hand menu.

Was there an end goal amount requested in the self service website?
If 50, please indicate here: §

Amount Donated Per Pay Period $

Is this a one time donation? [E Check if Yes

* indicates = fisld is requirad

*= Name:

* Email:

* Work phone:

Please send me an acknowledgemgq lick if Yes

You will receive an email shortly after hitting submit to print for your records.

Board Members Become a Participating Federation Campaign Ques'tlons“-‘

Aeon, Minneapalis

Ain Dah Yung Center St. Paul
Al-Maa'uun Food Shelf,
Minneapolis

Alliance Housing, Minneapalis
Amherst H. Wilder Foundation,
St. Paul

Anna Marie's Alliance (Central
Minnesota Task Force on
Battered Women), St. Cloud
Ascension Place and 5t.
Anne's Place, Minneapolis
Asian Media Access / Ramen
Ya Transitional Living
Program, Minneapalis

Bridge for Youth, Minneapaolis
Canvas Health (formerly
Human Services, Inc), Oakdale

e Caring for All, Crystal

Cass Lake [ Bena Family
Council, Cass Lake

Catholic Charities, Saint Paul
Center City Housing Corp,
Duluth

Churches United in Ministry,
Duluth

Clear Waters Life Center,
Clearbrook

Screen shot for charitable federations that do not accept designations




Employee Toolbox  Agency/Campus Coordinator Toolbox Board Members Become a Participating Federation Campaign Questions?

Community Health Charities Minn
We accept designations to any 501(c)3 Non-Profit.

Each federation may hawve additional infarmatian about their ion policy. Wiew each federations policy.

I would like to designate to the following charities.
See a list of affiliated charities in the right hand menu.

~Entire Amount Donated per Pay Period for this Charitable Federation (=nter the same dollar amount requested
in the Employee Self Service website] %

Was there an =nd goal amount requested in the self service websita?
1f so, please indicats here: $

Charity 1
Amount Donated Per Pay Period $

1s this a one time donation? [ Check if Yes

Charity 2
Amount Donated Per Pay Period $

1s this 2 on= time donation? [0 Check if Yes

Charity 3
Amount Donated Per Pay Period £

1s this a one time donation? [] Check if Ves

Charity 4
Amount Donated Per Pay Period %

1s this 3 anz time danation? [ Check if Yes

Charity 5
Amount Donated Per Pay Period £
1s this 2 one time donation? [ Check if Yas

Y ou will receive an emazil shortly after hitting submit to print for your records,

. e e s

.

ALS Association [The),
Minnesota Chapter
Alzheimer's Association,
Minnesota - North Dakota
American Diabetes

Association Minnesota Area
American Lung Association
in Minnesota

Arthritis Foundation, Upper
Midwast Region
Association for Nensmokers
- Minnesota

Brain Injury Association of
Minnesota

Cancer Kids Fund of
Children's Hospitals &
Clinics

CaringBridge

Children's Cancer Reszarch
Fund

Crohn's & Calitis
Foundation,
Minnesota/Dakotas Chapter
Faith's Lodge

Fraser

Hazelden

Hemophilia Foundation of
Minnesota/Daketas
Juvenilz Diabetes Research
Foundation MinnDakotas
Leukemia & Lymphoma
Society (The), Minnesota
Chapter

Lupus Foundation of
Minnesota

March of Dimes Foundation
Masonic Cancer Center,
University of Minnesota
Memarial Blood Centers
Minneapolis Heart Institute
Foundation

Minnesota AIDS Project
Minnesota Network of
Haospice and Pallative Cars
Minnesota Owvarian Cancer
Alliance

Minnesota Stroke
Association

Miracles of Mitch
Foundation [The)

Mational Alliance on Mental
Iliness - NAMI Minnesota
Mational Multiple Sclerosis
Society, Upper Midwest
One Heartland

Pancreatic Cancer Action
Network

Ronald McDonald House
Charities, Upper Midwest
St Jude Children's
Research Hospital

Suicide Awareness Voices
of Education [SAVE]
Susan G. Komen for the
Cure - Minnesota Affiliate

Screen shot for charitable federations accepting designations




Step 6
Click “Submit”.

An email containing this information will be automatically sent to you for your records.
Another copy of the email will be forwarded to the charitable federation to which this
request was made.

(A)

< < —. .. STATE EMPLOYEES
\COMBINEDCHARITI )
:

4 / -

Employee Toolbox = Agency/Campus Coordinator Toolbox
Open Your Heart to the Hungry & Homeless

We do not accept designations.

Fill out the form below to request an acknowledgement.

See a list of affiliated chanties in the right hand menu.
Was there an end goal amount requested in the self service website?
If 50, please indicate here: $

Amount Donated Per Pay Period $
Is this a one time donation? [F] Check if Yes

* indicates = field is required

= Name:

= Email:

= Work phone:
Please send me an acknowledgement Click if Yes

You will receive an email shortly after hitting submit to print for your recd

Aegon, Minneapolis

Ain Dah Yung Center St. Paul
Al-Maa'uun Food Shelf,
Minneapaolis

Alliance Housing, Minneapalis
Amherst H. Wilder Foundation,
St. Paul

Anna Marie's Alliance (Central
Minnesota Task Force on
Battered Women), St. Cloud
Ascension Place and St.
Anne's Place, Minneapalis
Asian Media Access / Ramen
Ya Transitional Living
Program, Minneapolis

Bridge for Youth, Minneapolis
Canvas Health (formerly
Human Services, Inc), Oakdale
Caring for All, Crystal

Cass Lake / Bena Family
Council, Cass Lake

Catholic Charities, Saint Paul
Center City Housing Corp,
Duluth

Churches United in Ministry,
Duluth

Clear Waters Life Center,
Clearbrook

10



Employee Toolbox  Agency/Campus Coordinator Toolbox  Board Members Become a Participating Federation Campaign Questions?

Community Health Charities Minn
We accept designations to any 501(c)3 Non-Profit.

Each federation may have additional infarmatian about their ion policy. Wiew each federations policy.

1 would like to designate to the following charities.
See a list of affiliated charities in the right hand menu.

=Entire Amount Donated par Pay Period for this Charitable Federation [enter the same dollar amount requested

in the Employee Self Servic: bsitz] $
Was there an =nd goal amount requested in the self service website?
If so, please indicate here: §

Charity 1
Amount Donated Per Pay Period $

Is this a one time donation? [£ Check if Yes

Charity 2
Amount Donated Per Pay Period £

Is this 2 one time donation? [ Check ifYes

L TN

Charity 3
Amount Donated Per Pay Period $

Is this a one time donation? [ Check if Yes

Charity 4
Amount Donated Per Pay Period $

Is this 2 one time donation? [ Check if Yes

Charity 5
Amount Donated Per Pay Period $

Is this 2 one time donation? [ Check if Yes

 indicaes 3 Sedd Is regures

* Name:

* Email:

* Wark phone:

Please send me an acknowledgement [1 Chack if Yes

“ou will receive an email shortly after hitting submit to print for your red!

. . . .

.

.. . .

TR .

.

.

.

.

. . . . . .

.

ALS Assaciation (The),
Minnesota Chapter
Alzheimer's Association,
Minnesota - North Dakota
American Diabetes

Association Minnesota Arsa
American Lung Association
in Minnesota

Arthritis Foundation, Upper
Midwest Region
Association far Nonsmokers
- Minnesota

Brain Injury Association of
Minnesota

Cancer Kids Fund of
Childran's Hospitals &
Clinics

CaringBridge

Children's Cancer Research
Fund

Crohn's B Colitis
Foundation,
Minnesota/Dakotas Chapter
Faith's Lodge

Fraser

Hazelden

Hemeophilia Foundation of
Minnesota/Dakotas
Juwenile Diabetes Research
Foundation MinnDakotas
Leukemia & Lymphoma
Society [The], Minnesota
Chapter

Lupus Foundation of
Minnesota

March of Dimes Foundation
Masenic Cancer Center,
University of Minnesota
Memarial Blood Centers
Minneapolis Heart Institute
Foundation

Minnesota AIDS Project
Minnesota Network of
Hospice and Pallative Care
Minnesota Owvarian Cancer
Alliance

Minnesota Stroke
Association

Miracles of Mitch
Foundation [The}

Mational Alliance on Mental
Iliness - NAMI Minnesota
Mational Multiple Sclerasis
Scciety, Upper Midwest
One Heartland

Pancreatic Cancer Action
Network

Ronald McDonald House
Charities, Uppar Midwest
5t. Jude Children's
Research Hospital

Suicide Awareness Voices
of Education [SAVE)
Susan G. Komen for the
Cure - Minnescta Affiliate

You’'re Done!

Thank you for your gift!
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