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For Class Agents, Reunion Gift Committee and 1812 Leadership Committee Members 
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Volunteer Site Home Page 

URL 
www.hamilton.edu/afvolunteer 

Log In 
You will be prompted to log in using your username and password.  If you have forgotten 
either of them, click the “Forgot your username or password?” link in the log-in window 
and follow the prompts on the screen to have them e-mailed to you.  If you need further 
assistance, please call the Annual Fund office at 866-729-0315. 

 

Messages 
A current message from the Annual Fund office will appear at the top center of the 
Volunteer Site home page, updating you on the status of the Annual Fund. 
 

 

Screen Display 
You will see the following links available on the home page.  Descriptions follow for each 
of these links. 

http://www.hamilton.edu/afvolunteer
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View My Assignments 
View this year’s gift and pledge status, and contact information for your assignments.  
You can also report your calling results using an online form. 

1) On the Volunteer Site home page, click “View My Assignments” 

2) In a moment a screen will load and display your overall class results, followed by a 
list of your selected assignments 

 

3) Totals for Current Year Paid, Pledges Due and Last Year Paid for your assignments 
appear in the bottom left corner of the screen 

4) You can search for specific classmates using the “Find” box in the upper left corner 
of the screen 

a) In the text box, type in all or part of the first OR last name (not both) and click 
“Search” 

b) To clear your selection and view the full list again, click “Clear” 

5) Click on the individual you wish to call.  An online version of our calling form will 
appear containing contact information and giving history.  Use this information to 
reach out to your classmate. 



\\Ess\c_and_d\ALOF\Annual Fund\Volunteer Site\SOP\Volunteer Site SOP - Calling Agents.doc 

Page 4 of 6 

 

6) When you’ve completed your call, select the “Report My Results” tab at the top of 
your screen 

7) Using the drop down selection box, choose a result (e.g. “Gift by Credit Card”) 

8) You can enter additional information about your results in the text box provided 

9) Once you’ve completed your report, click the “Submit” button.  A confirmation screen 
will appear saying “Your results were successfully reported” and will provide you with 
links back to the home page or to view your assignments. 

 

 

Choose My Assignments 
Select classmates to call. 

1) On the Volunteer Site home page, click “Choose My Assignments” 

2) In a moment a screen will load that displays all available members of your class to 
call, listed in alphabetical order 

3) You can narrow down the list by using the “Select From Prospects” drop-down list 
near the top of the screen.  Select from one of the following options: 
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a) With the same class year (this is the default) 

b) With the same interests 

c) That were assigned to me last year 

4) Make your selections by clicking the checkbox to the left of the person’s name you 
want to call; a check mark denotes an active selection 

5) To view additional pages of available assignments, use the arrows at the bottom of 
the screen (e.g. page 3 of 20) 

6) When you have finished making your selections, click the “Continue” button at the 
bottom of the screen 

7) This will bring you to a confirmation screen.  Please review your selections carefully.  
When your review is complete click “Confirm” 

8) You will receive an e-mail confirmation of your selections shortly 

 
 

View Class Agent Report 
View a list of all class agents in your class, and see the overall status of their calls. 

1) On the Volunteer Site home page, click “View Class Agent Report” link 

2) In a moment a screen will load that displays all class agents in your class, and the 
status of their calls 

3) To see a person’s profile, click on their name 
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View Results for All Classes 
View a list of all classes to see how yours compares to others, and to see how the 
Annual Fund is doing overall. 

1) On the Volunteer Site home page, click “View Results for All Classes” 

2) In a moment a screen will load that displays all classes and their current giving totals 
as compared to last year 

3) You can send this list to Excel for further review by clicking the “Export to Excel” link 
in the upper left corner of the screen 

 

Tips/Troubleshooting 
 Most of the online reports use columns that can be re-sized to different widths as 

necessary.  Simply put your cursor over the right edge of the column header (like you 
would when re-sizing a column in Excel) and drag it to the desired size. 

 Most of the online reports can be re-sorted by clicking on a column header for the 
column you want to sort on.  Each time you click a column header it will re-sort by 
ascending, then descending order. 

 Some of the reports outlined above are too long to display on the screen and have 
pages that you can scroll through using the arrows at the bottom of the screen, or by 
using the scroll bar on the right side of the screen 

 If you have problems or questions with the Volunteer Site, please feel free to call the 
Annual Fund office at 866-729-0315. 


