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Read the directions on screen  

(shown above)  

Click on Make Pledge  

(see red arrow). 

If you wish to use a PO Box or an-

other address to receive CVC ac-

knowledgement, change it here.  It 

WILL NOT update your HR files. 

Click on box indicated by red arrow if you want your  

charities to send you an acknowledgement. Click 

Continue. 

INSTRUCTIONS FOR USING 2013 EMPLOYEE DIRECT ONLINE GIVING SYSTEM 

Go to https://edirect.virginia.gov and enter your username (usually firstnamelastname) and then your Pass-

word.  Follow on screen prompts if you have never registered, or forgotten your username or password. 

 

 

https://edirect.virginia.gov
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Follow these steps exactly. 

 

Be sure to enter whole dollars, 

no dollar signs or decimals --  

“100” and not “100.00” or 

“$100”. 

 

Click UPDATE after each 

charity designation. 

 

Click NEW to add additional 

charity designations. 

 

Repeat for all of your chosen 

charities. Then click Continue. 

My two choices are 

displayed correctly, so 

I’m ready to move on. 

 

Click Continue. 
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This screen shows my 

total annual giving 

amount (150).  If you 

wish to change the 

amount, click ‘back to  

designations’ and edit. 

 

If you are happy with 

your selection, choose 

your method of pay-

ment  from the drop-

down menu– Payroll 

(use once) or Credit 

Card (can be used mul-

tiple times). Click    

continue. 

Note:  WE can only process one pledge per campaign via payroll deductions.  If you decide 

to change, delete, or add charities to your designations by payroll deductions, you can log back in 

to Employee Direct and re-enter your selections.  This over-rides your last transaction.  

THE TRANSACTION ON YOUR RECORD ON THE LAST DAY OF PAYROLL DE-

DUCTIONS THROUGH EMPLOYEE DIRECT (DECEMBER 18) WILL BE THE ONE 

PROCESSED. 

 

You may donate using your credit card for payment multiple times.  Each time you use your 

credit card it automatically charges your card when you complete your pledge.  To change a 

credit card pledge, contact your credit card vendor and ask that it be deleted so you can make a 

different pledge.   

Online Credit Card gifts may be processed until the end of the campaign.  Pledges made by credit 

card by 11:59 on December 31, will count as a tax deduction for the year in which it was made.  

Credit card gifts made after this time will be reportable on the next year’s tax forms. 
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Since I selected Payroll from the 

drop down box, the system  

computed a per pay period  

deduction of $6.25 per payday,    

* 24 pay periods. 

 

If your total amount is a few 

cents higher, it is rounding to 

make it possible to process down 

to the nearest penny. 

I can continue towards 

“checkout” or go back and make 

adjustments to my pledge. 

On this screen you can 

verify your name and 

address (*not shown in 

this example) and verify 

your designations.  Last 

chance to edit! 

 

It also shows your pay-

ment amounts. 

 

Click on Submit Pledge  

-- OR Cancel entirely. 
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This next screen is your confir-

mation page. Be sure to print 

this page for your records.  You 

cannot go back and view this 

confirmation, you can only go 

back and edit a payroll deduc-

tion pledge. 

 

Your name will appear where 

the black box is. 

The transaction date is shown.  

This is important especially 

when using a credit card. 

Keep a copy of this page for 

your records! 

Congratulations, you’ve completed the process!  Thanks for your donation. 

 

Payroll deductions begin the first full pay period in January (for online and paper pledges). 

 

Questions?  Write to us: CVCStaff@dhrm.virginia.gov 

mailto:CVCStaff@dhrm.virginia.gov

