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Introduction
VIP is Andover’s secure online portal for managing outreach to your assignments powered by
GiveCampus.
Only active parent and alumni volunteers have access to GiveCampus.
This document is designed as a self-guided tour through the Volunteer Information Portal.
Should you have any questions, please reach out to your class's staff partner, or you may
contact the Annual Giving Team at annualgiving@andover.edu
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Logging In

Returning users can log in by visiting
givecampus.com

Forgot your password? You can reset it at
givecampus.com/password/new

Link

http://givecampus.com/
http://givecampus.com/password/new
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Signing Up - New users

1. Click Login | Sign-up

2. Click "Need an account? Sign up"

New users can create a GiveCampus account by visiting givecampus.com

Be sure the Primary/Secondary School
field lists “Phillips Academy”.

For the Email field, enter your email
address that Andover has on file (Not
sure which one? Contact the Annual

Giving Team).

Link

http://givecampus.com/


Upon logging in, you will see your dashboard (shown below). You can use the menu bar on the
left-hand side of your screen to navigate throughout the portal.
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Dashboard - Control Panel
Tutorial Video



Assignments who have made a
gift in current fiscal year

Assignments who have
not made a gift in
current fiscal year

Your number of
assignments

Dollars raised by
assignments in 

current fiscal year

Dollars pledged by
your assignments in
current fiscal year

Number of selectable
assignments

Dollars pledged by all
classmates

Classmates who have
not made a gift in
current fiscal year

Dollars raised by class
in current fiscal year

You will also see your Assignments and Class Snapshot.
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Dashboard - Assignments and Class Snapshot
Tutorial Video



Pro tip: Use these filters to quickly identify assignments who have
not been contacted, have not given yet, need to be thanked, etc.

John Smith

On your dashboard, your assignments are displayed as a list below your snapshot
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Dashboard - Your list of Assignments
When scrolling down, you will find your list of assignments.
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The Outreach Tracker helps
identify assignments that

need to be contacted.

The Suggested ask amount is a thoughtful number
determined by the Annual Giving team. Volunteers

are encouraged to use this number in their outreach.

The Giving History Summary
shows an assignment’s last

10 gifts.
PP = Pledge Payment

GF = Outright Gift

You can also see your
assignment’s annual

participation totals for the last
five fiscal years.
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Dashboard - Record Preview
If you click on a record in the list, the record expands in your dashboard to display helpful information.

John Smith

If you would like, you can email, add note, and/or call
your assignments directly from the record preview.
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On the dashboard, click
on “Go to full record” to
view your assignment’s
complete information.John Smith

The Full record includes:
Contact information such as your assigned email and preferred address.
The Spouse of the primary person listed at the top the record.
Education, Employment, and Giving History.

John Smith
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Dashboard - Viewing Full Records

You can also send an email and/or add a note from this page.

Tutorial Video



To search for Assignments, click
"Search Constituents" in the

navigation menu on the left side.

You can search for Assignments by
name, or you can use Advanced

Search to search by other criteria.

You can sort the Assignments by Name,
Current Location, Activities, and Donor Status
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Selecting your Assignments

If you find someone you wish to select as
an Assignment, click "Assign to Me".

Tutorial Video



John Smith

3) In the Dashboard - Viewing Full Records

2) In the Dashboard - Assignment Preview

1) In the navigation menu on the left side of
the page, click "Email"
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Sending Emails 
There are three places you can find the send an email feature - the process will be similar in all
three places:

Tutorial Video
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Sending Emails 
You can choose one of the Email

Templates to contact your Assignment
or just type an email. 

When you select an Email Template,
the full email will auto-populate for you.

You may make edits if you'd like to
add a personal touch to it.

If the email you are sending is a
Solicitation, check the box for

"Is this a gift conversation?"

If the email you are sending is a
Thank you, check the box for "Is

this a thank you?"
Once you choose your template, the Email Preview
will populate the name, signatures, and other fields. 

If you’re using a template, be sure to
leave the email tokens alone (ex:
$PREF_FIRST_NAME$). These

update with the recipient’s
information for each email sent.
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If you'd like to receive the email, you can add
yourself by selecting the "Send me a copy".

Select your recipient(s). Assignments who
have already made a gift this year will
have *Has Given* next to their name.

To proofread your email and check
the formatting, you can send a

test to yourself. Please note that
this test will include placeholder

content for any email tokens.

Use the filters to refine your desired
recipients and make your selection easier.

When you are done with the message and
selecting your assignments, just click Send Email.
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Sending Emails 
Tutorial Video
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Creating Templates

Templates enable you to send an email to multiple assignments with just a few clicks. In addition
to using the Andover-created templates, you also have the ability to create your own templates. 

1) Go to My Templates
on the menu bar 

2) Click Create new
Template

Tutorial Video



Under the Template
Format, please select

Formal Template.
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Creating Templates

To add personalization, insert email
tokens throughout your template. The

tokens will update to include the
recipient’s information for each send.

Be sure to check the appropriate box
if the template is a Gift Conversation

or Thank You Note.
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1) Go to My Templates
on the menu bar 

2) Click Email Signature
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Creating Email Signature
If you would like, you can create your email signature through My Templates and insert the
token at the end of your template text and/or emails.

3) Type your desired signature
and click Update Email Signature.

Tutorial Video



John Smith

3) In the Dashboard - Viewing Full Records

2) In the Dashboard - Assignment Preview

1) In the navigation menu on the left side of
the page, click "Notes"
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Adding Notes
Every email you send will be archived in Notes for your reference. You can also add conversations
you had with your assignments outside the platform.  There are three places you can find the
"Add Note" feature - the process will be similar in all three places:
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Select what type of note this is:
Update contact information
Gift conversation
Non-gift conversation
Other

Click "Create New Note".
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Adding Notes

Select the assignment
the note is about.

Add the date of contact

Tutorial Video



Notifications
You will receive notifications when your assignments make a gift or pledge. You also may be
notified if the Annual Giving staff unpairs you with an assignment at some point throughout the
year. Unpairing occurs if an individual requests to not receive solicitations, or is in conversation
with a major gift officer, among other reasons. If you are unpaired from a classmate, please note
that there is no action needed by you.



Messages

Use messages to contact Andover staff partners directly from the VIP. A yellow notification will
appear in the menu bar when you receive a new message. 



Tasks

If you would like, set tasks for yourself to stay organized. Annual Giving staff can also set tasks
for volunteers. 



Resources
Resources is a hub of information for volunteers, including access to the Annual Giving volunteer
guide, newsletters, examples of Andover appeals, campaign information, and more. 
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