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First Step: Sign-up for a GiveCampus Account

Go to www.givecampus.com/schools/BrynMawrCollege/signup

Create an account using
the emall that Bryn Mawr
College uses to send you
emails. If you are unsure
of the correct emaill
associated with your
account, contact your S
staff liaison. - "

It is easiest to use your
email to create your account, but
you can link it to Facebook later.

Click on the confirmation link that was emailed to you to activate
your account



Confidentiality Statement

The purpose of this Confidentiality Statement is to protect the privacy of all members
of the Bryn Mawr community. Bryn Mawr Fund volunteers have access to information
that is confidential and/or privileged and proprietary in nature. Bryn Mawr



Searching & Selecting Assignments

Head to the iiSearch Constituentso tab to see a list of your classmates. If
youid like to see a bit more information about any of these individuals,
just click on their name to view additional details.

Once youive found the classmate youid like assigned to you by using the
search bar or clicking on their name click on the iiAssign to Meo button.
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Tracking Progress via “My Assignments”

Once you have selected

your assignments and = ) g longs e —

they have been
approved, you will see
them on the iMy
Assignmentso page.

You can navigate to this
page at anytime from the
left navigation bar in the
VMS. On this page, you

will have high level S - W it B Y DD (SO
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assignments and your
class as a whole.



The “My Assignments” page - Assignment List

Scrolling down past the reporting tiles, you will see a full list of your
assignments. You can use the filters to sort your assignment list to see the most
relevant people including those who iiHave Given,o iHave Not Given,o etc.
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The “My Assignments” page - Snapshot View

Clicking on the names of
any of your assignments
will open up their
NAssignment Snapshoto.
From this view you can
see information about
your most recent
outreach efforts,
Information about your
assignments giving
history, giving towards
their suggested ask
amount, and your last
note/email about this
assignment.

outreach efforts.



Complete a Quick Action
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To complete a quick
action, select one of
the following options:

e Send an email

e Add a contact
note

e Or call them



Adding a Contact Note

Add note for Name
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Contact notes track communications youive had with a classmate:
e Quick recap of phone or email conversation

e Updated contact information (change of address, new phone number
etc.)
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View the Full Record

On the fiMy Assignmtntsb page

you have the option to iView Full :
Recordo for any of your

constituents. Click here to see
additional details ab
Assignment includin
information, employ
giving history.
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Sending Emails

My Assignments (15 | 75)

Sending emails has never been easier! Through the
VMS you may send emails in a few different ways:

From the Email page \

From the My Assignments page or a
constituentis Full Record using the iSend Emailo
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Sending Emails: Email Page

Click iEmailo on the navigation bar

Select a pre-made Email Template OR begin drafting your own email



Sending Emails: Send Email Button

The iSend Emailo button allows you to send an email to a single
assignment from their My Assignments Snapshot page or their Full
Record

button

Select a pre-created
email template or draft
your own message

Mark whether this is a
Gift Conversation or
Thank You

Click iSend Emailo. If youid like to receive a copy in
your inbox, check the box beside iSend me a copyo
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Messages



Tasks, Notes, My Resources

Tasks

e Here you can set tasks for your self and check them off when they are
completed

Notes

e Here you can see a full list of all the notes you have made about your
assignments

Resources

e Here is where you will find your monthly Greensheets. This is also
where this user manual can be found.

16



