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Introduction

The Outreach Management Tool is a streamlined way for alumni volunteers to manage their fundraising and event outreach to fellow classmates
and peers. If you are experiencing difficulty accessing the Outreach Management Tool, please contact your staff liaison.

What can you do with the Outreach Management Tool?

v’ Select prospects to contact for the current fiscal year.

Retrieve prospect information including contact information and MIT involvement.

Record the results of your outreach as well as any notes for future reference.

Track and Monitor your personal progress of the prospects you’'ve selected and the campaign’s progress.
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Getting Started

» Login

1. To access the Outreach Management Tool, please log in here: https://alum.mit.edu/engagement/user/home. A link to the Outreach
Management Tool can also be found on the Volunteer Knowledge Base.
2. Tologin, please use your Infinite Connection Username and Password.

You are currently not logged in. Please login or create an account to continue

Username * Alternate Login Options
o

Password [SIrmE~]

» Privacy Policy

The information you will have access to view within the Outreach Management Tool is confidential. You will be required to agree to an
electronic privacy policy to gain access to the Outreach Management Tool.

» Finding a Campaign
To find a campaign, click on “My Campaigns” within the navigation.

Helia, Tim

Alumni Directory My Account ~

ALUMN
MY CAMPAIGNS CHAIRED CAMPAIGNS RESOURCES HELP m

A list of campaigns that you have been assigned to will appear on the “My Campaigns” page. Click on “My Dashboard” to go to your dashboard
page for this campaign.

MIT
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https://alum.mit.edu/knowledge-base

My Campaigns

Group Name Campalgn Name Active

MIT Class of 1996 Demo Campaign My Dashboarg L]

MIT
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Prospect Selection

Prospect Selection is used to find and select prospects you want to contact.

Hedlo, Tim

Alumnl Directory My Account

ALUMN
MY CAMPAIGNS RESOURCES HELP m

My Dashboard | Prospect Selection | Batch Contact Report  Reports ¥ Setiings

For those serving in both fundraising and outreach roles, you will have the flexibility to choose a prospect for fundraising, outreach, or both.

Location Overall Giving Behavior @ Likely to Register Engagement Level Asslgnments

PMT Test New York, NY Current Donor
S Mot Contacted
¥l Mot Contacted -

Filters can be used to help you narrow down your search to select prospects to add to your list.

Fundraising Filters Outreach Filters
Not Assigned Not Assigned Vore filtere For more filter options, click
Non-Donor Not Registered on the “More Filters” button.
Open Pledge Lives in New England m
LYBUNTS Priority
Priority

MIT
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Example: Fundraising Volunteer

Fundraising Filters

Not Assigned More filters

Non-Donor

LYBUNTS

Priority

See “More filters” for Fundraising.

Example: Outreach Volunteer

Qutreach Filters

Mot Assigned More fliters

Not Registered m

Lives in New England

Priority

See “More filters” for Outreach. The “Likely to Register” filter will return the star “Rating” (5,4, 3, 2, and 1) selected.

Fundraising Filters Outreach Filters
Not Assigned Not Assigned More filters
MNon-Donor Not Registered
Open Pledge Lives in New England m
LYBUNTS Priority
Priority

Fundraising & Outreach Volunteer

MIT
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https://www.screencast.com/t/DIlIc0z47
https://www.screencast.com/t/aR8keFX1HTG
https://www.screencast.com/t/lcNsdYQT9s

See “More filters” for Fundraising & Outreach.

To help in your selection process, click the prospect’s name to view preview details. You will be able to see more details, including biographic
and contact information and giving or attendance history based on your role, once you have added this prospect to your list.

9 prospect(s) found. Displaying page 1of 1.

MName Location

PMT Test
Mot Contacted

1 Not Contacted

PMT Testl New Yark, NY
$ Donated
¥ Not Contacted

PMT Test2 Bioston, MA
$ Donated
*d Not Contacted

Overall Glving Behavior

Current Donar

Current Donor
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Prospect Preview Tor: PMT Test

MIT Information
Class Year

= 1905
Course Info

= .
Living Group

i3+ Baker House

Student Activities

Intramursl Sparts

None

Varsity Sporis

None

Reunion Attendance

Once you make a prospect selection, you
will need to reach out to your staff
liaison if you need to have this person
removed from your prospect list.
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https://www.screencast.com/t/9OjhWjbH

My Dashboard

» Personal Progress

In the navigation, click on “My Dashboard” to track your progress based on your volunteer role of fundraising, outreach, or fundraising &

outreach.

Example: Fundraising Volunteer

Personal Progress.

Fundraising Selected Prospects Fundraising Contacted Prospects Donors
5 5 0
Dollars Raised Dollars Pledged Reunion Dollars Pledged
$0.00 $0.00 $0

Example: Outreach Volunteer

Personal Progress

Outreach Selected Prospects Outreach Contacted Prospects Registered Prospects

6 3 o]

Example: Fundraising & Outreach Volunteer

Fundraising & Outreach Volunteers will see all information within “Personal Progress.” If a prospect is an outreach and fundraising prospect,

they will be counted in each fundraising and outreach section.

Personal Progress
Outreach Selected Prospects QOutreach Contacted Prospects Registered Prospects
2 (o} V]
Fundraising Selected Prospects Fundraising Contacted Prospects Donors
1 1 1
Dollars Raised Dollars Pledged Reunion Dollars Pledged
$100.00 $0.00 $0
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> Campaign Goals

Monitor the progress of your class/group towards the overall campaign goals. The date of when these goals were last updated will be shown.

Doliars Raised

Donors

Participation

1851 Circle Donors

WEBRS Donars

Qutreach Selected Prospects

Registerad Prospacts

MIT Class of 1996 Goals (Last updated on: 7/21/2020)

S0/ $100.000 (0%)

0 /200 (0%)

13% / 25%

0 /200 (0%)

0 /800 (0%)

2150 (4%)

0 /200 (0%}

» My Prospects

The prospects you’ve selected will appear at the bottom of the “My Dashboard” page. You have filters above your prospect list to help you
manage your list of prospects. Fundraising volunteers will see the Fundraising Filters, outreach volunteers will see the Outreach Filters, and

Fundraising & Outreach will see both filters.

Example: Fundraising Volunteer

Follow Up Filters
Follow up in next 7 days

Follow up past due

Clear All Filters

Prospects
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Fundraising Filters
LYBUNTS
Open Pledge
Non-Donor
Gift atlast reunion
Considering Gift
To Thank
Priority
Registered
Current Donor
Annual Giving Leadership
Circle Prospect
Annual Giving Loyalty Circle

Prospect
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Example: Outreach Volunteer

Follow Up Filters Outreach Filters
Follow up in next 7 days Not Registered
Follow up past due Intends to Register

Registered

Lives in New England

Priority

Prospects

.

Example: Fundraising & Outreach Volunteer

Follow Up Filters Fundraising Filters Outreach Filters

[} Follow up in next 7 days [] LYBUNTS [] Not Registered

[ Follow up past due ["] Open Pledge [ Intends to Register
[} Non-Donor [ Registered

| Gift at last reunion ] Lives in New England

|| Considering Gift [ Priority

" | To Thank

| Priority

" | Registered

| Current Donor

[] Annual Giving Leadership
Circle Prospect

[} Annual Giving Loyalty Circle

Prospect

Clear All Filters

Prospects

T

MIT
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You can view key pieces of information in the prospects table to help you prioritize your outreach. You can sort the table by clicking on any of

the column headers.

Name My Last Contact Follow Up Date  Overall Giving Behavior @  Likely to Reglster
PMT Te_§t3 B 9242019 9/30/2019 Current Donor o
$ Donated
1 Mot Contacted a
i . Contact Report, Email, or Call/Text buttons
———» Fundraising and Outreach
PMT Test6 Current Donar o
] Mot Contacted Stages nﬂ.

e Name - Click on the prospect’s name to view more details about this prospect.
e Stages — Track your progress towards our fundraising and/or outreach goals. Stages appear under the prospect’s name. You will receive
an email notification when your prospect reaches the goal stage of Donated or Registered.

FUNDRAISING STAGES OUTREACH STAGES

Not Contacted Not Contacted

Contacted Contacted

|

Considering Gift
MIT
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Pledge Secured Intends to Register

e My Last Contact — the last contact report that you submitted for this prospect.
e Follow Up Date — the date you set on the last contact report as a reminder as to when you should reach back out to this prospect.
e Overall Giving Behavior — is noted for fundraising volunteers ONLY.
o This information is based on fiscal year giving.
o Likely to Register — available to Alumni Association reunion outreach volunteers ONLY.
o This will be uploaded at the beginning of the fiscal year and will remain static throughout the campaign.
o Likely to Register: As an example, alumni with a five-star rating are predicted to have the highest likelihood of attending their
reunion while alumni with a one-star rating are predicted to have the lowest likelihood of attending their reunion.
o Engagement Level: Noted for Sloan reunion and non-reunion outreach campaigns. For example, a five-star rating would indicate
a highly engaged alum.
e Engagement Level
o A five-star rating to indicate the overall engagement for this alum.
o Asan example, alumni with a five-star rating are highly engaged alumni and alumni with a one-star rating have low engagement.
e Action buttons — use these buttons to add a contact report, send an email or call/text the prospect.
o The “Send Email” button will be grayed out if there is no available email address on the record.
o The “Call/Text” button will be grayed out if there is no phone number available on the record.

Prospect View Details

From your dashboard, when you click on a prospect’s name, you will have access to additional information including biographic and contact
information and giving or attendance history based on your role. You will also be able to track your outreach.

MIT
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» Personal — this will include home information,

business information, and MIT information. Prospect View Details

MIT Class of 1996 - Demo Campaign

» Events — this will include the past 5 events the Prospect: PMT Tast3

prospect has attended and their past reunion
attendance, if a reunion campaign.

» Volunteerism — all current volunteer activities

as We“ as the |aSt ﬁve paSt VOlUnteer activities. Events Wolunteerism Fundraising Cutreach Contact History

» Fundraising (appears ONLY for fundraising
volunteers) — this will show current stage, overall giving behavior, fundraising strategy, reunion gift credit, open pledges, and gift history.
e Giving details will show the current fiscal year giving and the last five fiscal years of giving.
e Reunion gift credit information will appear if this is a reunion campaign.
e The giving history graph will include the current fiscal year and the past five fiscal years.
e If the prospect has an open pledge, single-year and multi-year pledge details will be shown.
e The Fundraising Strategy box will include information from your staff liaison to guide you when soliciting your prospect. A
“Suggested Ask Amount” that was set by your staff liaison will also be included. For Sloan campaigns, the “Suggested Ask
Amount” may not be included.

» Outreach (appears ONLY for outreach volunteers) — It will include the “Likely to register” score as well as an outreach strategy created
by your staff liaison on how best to encourage this prospect to register for the event.
» Contact History — this will track the history of your contact with a prospect.
e The contact reports that you’ve filed for a prospect will appear by default.
e You and your staff liaison will be able to view emails sent through the Outreach Management Tool, notes, and secured pledges
(fundraising only) in this area.
e It will show the total times you’ve contacted this prospect as well as the days since you last contacted this prospect.
e When you click on the “View All” option, this will show all contact reports filed by all volunteers for this prospect within this
campaign.

MIT

Page 12| Outreach Management Tool Quick Start Guide | K. Balkus & K. Farino | August 2024

MIT Alumni Association



Personal Events Volunteerism Fundraising Outreach
Wiew All
Contact History 1 0
Times Days Since
Contacted Last Contact
Date Purpose Outcome Author
View Contact Report Notes
= 9/24/2019 $ Solicitation $ Left/ Sert Message Tim Beaver u
2 ‘ View Email

An alert message will appear at the top of this page when a prospect has last been contacted by another volunteer in any

[ ]
campaign. Click the “View Details” link to see the last contact report entered for this prospect.

Prospect View Details
Class of 1997 - 1997 Test Campaign

Prospect: PMT Test3

Contacted by another volunteer. View Details

£ Send Email (] Add Contact Report o/ Call/Text
Personal Events Volunteerism Outreach Contact History

! Registered will appear if a prospect registered for the campaign-related event.
S Donated will appear if a prospect gave a campaign-related gift during the current fiscal year. MIT

Outreach Management Tool Quick Start Guide | K. Balkus & K. Farino | August 2024

13 |

MIT Alumni Association




PI‘OSPEC‘I’ View Details ‘ Donated/Registered Icons

S Donated
MIT Class of 1996 - Demo Campaign

] Registered
Prospect PMT Test3 |

= o

Contact Report

> Filing a Contact Report

On “My Dashboard” you will see the option to file a contact report in the action buttons. Please file a contact report after every contact attempt
with your prospects. This will help you effectively manage your prospect list, set follow-up dates, and help inform your staff liaison. If you are a
Fundraising & Outreach Volunteer, you’ll have the option to select the “Type” of contact report that is being filled out.

The “Contact Report Notes” field is used to add additional information about your contact with this prospect. These notes will only be
viewable by you and your staff liaison through the Outreach Management Tool under “Contact History”. This is an optional field.

The "Follow Up On” field is where you can set a reminder for yourself to follow up with this prospect. On the follow up date, you will
receive a notification email reminding you to come back to the OMT to follow up with this person. This is an optional field.

The “Type” will only be shown to those who are both Fundraising & Outreach Volunteers. You will have the option to select the contact
that’s needed for fundraising and/or outreach.

Selecting the outcome ‘Bad Contact Information’, will add the following icon next to your prospect’s name.
Use the ‘Additional Notes’ Outcome to add additional information about a prospect without changing the prospect’s current stage.

MIT

A
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Contact Report
MIT Class of 1996 - Demo Campaign

Prospect: PMT Test3

Name My Last Contact Follow Up Date Overall Giving Behavior 13‘ Likely to Reglster
Recent SYBUNT

Fields marked with * are required.

Mever: prospect has never made a gift.

B3 a/14/2019 SYBUNT
Contact Method * Type *

Contact Report button .
&2 2/10/2020 Current Donor n ﬂ Fundralsing Purpose Outreach Purpose

Fundralsing Outcome Outreach Outcome

st ooo

Contact Report Notes Follow Up On

22211012020 LYBUNT n

2000 cnaracters remaining

Conee! Freview m

» Securing a Pledge (Fundraising ONLY)

“Pledge Details” will only appear when the “Pledge Secured” option is selected for the “Fundraising Outcome” field.

MIT
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Contact Report

Prospect: PMT Test3

Fields marked with * are required.

Contact Method *
Fundralsing Purpese

Fundralsing Qutcome

MIT Class of 1996 - Demo Campaign

4000 cnaracters remaning

Type*

Bath

Gutreach Purpose

Qutreach Qutcome

Follow Up On

Cancel

Preview m

You will have the option to select a Single-Year or Multi-Year pledge. Single-Year pledges will be paid before June of this fiscal year. Multi-Year
pledges can be paid over 2-5 years. In order for the full pledge to count towards the Reunion Gift, a payment must be made before June of this

fiscal year.

Pledge Details

Pledge Type *

Single-Year Pledge

Single ¥ear Pledge
23 dge

Designation *

Due Month

January| -

Due Year

2019

In the “Designation” field, start typing into the box to find a “Designation.” The “Suggestions” button will have specific funds that have been
provided by your staff liaison.

MIT
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—

Designation *

Suggestions
Salsct Unrestricted Funds of the Institute
Saett MIT Alumni‘ae Maticnal

Scholarships Fund

Please select when the pledge will be due. For a Multi-Year pledge, prospects will receive a pledge payment reminder annually reflecting this

date.

Pledge Details

Pledge Type *

Single-Year Pledge -

Amount Due

on 1/2020

o |

Add Another Pledge

Designation * Due Month Due Year

- January  w 2020

-

If a prospect would like to make pledges to multiple
designations, you can add another pledge.

“,n

If you need to delete a pledge, use the “x” on
the top right to remove the pledge details.

Pledge due date (month/year)

After submitting the contact report with the pledge details, your staff liaison will be notified and the information will take 2-3 business days to
have the pledge added to the prospect’s record.

The “Pledge Details” you’ve submitted will appear in the “Contact History” tab. Click on the icon to view more details.
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T

Cantast History

227 26
Times Days Since
Contacted Last Contact
Dats Purpeds Ouncome Buthor
2 a0 $ Solictation $ Fledge Secured Then Pserer o Click to view “Pledge Details”
| information.
= 242019 & so . i i =
[4 Pledge Details
Type Deslgnation Amount DusDate
1Year Class of 1997 Schelarship Fund (3387870) $5.00 Jan. 2020

Send Email

On “My Dashboard,” you will see the option to send an email in the action buttons.

You will have the option to choose a template that you have created or your staff liaison has created or you can write your own email.
Email templates include tokens which will populate data for an email recipient. For example: prospect name, volunteer name, etc. You
can preview the email to see how these tokens will be used. Please refer to the Appendix for a full list of tokens.

e To paste text into the email editor, use Ctrl+Shift+V or Cmd+Shift+V on Mac.

o If you would like to save this email as a template, check the box and name your email template.

MIT

18 | Outreach Management Tool Quick Start Guide | K. Balkus & K. Farino | August 2024

MIT Alumni Association



e Send your email to multiple recipients by selecting up to 9 of your prospects from the ‘Add more recipients’ option.

e A contact report will automatically be filed when you send an email. The contact report purpose will populate based on the template
selected or choose the purpose if creating your own email. Additional notes and a follow-up reminder date can be added.

e Check the box to either save an email template to use later or update an existing email template.

e On the “Contact History” tab, you'll be able to access a copy of the email that you sent to your prospect.

MName My Last Contact Follow Up Date  Overall Giving Behavior @ Likely to Register

PMT Test3 B4 9242019 930/20M9 Current Donor a o “ -
$ Donatec Send Email” button

¥} Mot Contactec

Email MIT Class of 1996 - Demo Campalgn
MIT Class of 1098 - Deme Campalgn Prospect: PMT Test3

Prospect: PMT Test3

Flelos marked win * are requirea

Add more recipients
1o . Furpoze: $ Soliczaton Feminder:
PUT TectS" smanlum@mreedss Select a template firs before choosing any prospects.

Fundraising Purpose

From:
BeC Contact Report Notes
o
Beauer calurtesiBaum
cc
Tempiate acc
[S— . Subject
Subject *
Era o on
Message Dear PN,
4
4000 characters remaining
o A 1818 Aa @
EXam nm - I
Follow Up On
De:
reunion celeby
Sincerety
a
4000 charactor imit, which is inclusive of HTML tags. To reduce the HTML
P n Cuteshinev on Mac.

Save email as an email template

Update email template

Cancel prevew m
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Call/Text

On “My Dashboard,” you will see the option to call/text in the action buttons. When you click on the call/text button, a pop-up window will
appear with all of the phone numbers on file for this prospect. You can then choose which number you’d like to use to call/text. Don’t forget to
file a contact report after you contact this prospect!

Mame My Last Comtact Follow UpDate  Qyerall Giving Behavior @ Likely to Register

PMT Test3 B 9/2472019 9/30/2019 Current Donor “c ”
all/Text” button

$ Donatec n n

¥} Mot Contactec

Create Email Template

In the navigation, click on “My Campaigns” to access Email Templates. Templates are available for all of your campaigns. For example, if you are
in two campaigns, you can create one template to use in both campaigns.

Hoto,
Alumni Directory My Account v i

MIT

Lumni
wycameaicns  risources  newe (IR

My Dashboard ~ Prospect Selection  Batch ContactReport  Reports v Campaign Dashboard

Welcome, Tim!
Class of 1991 - 1991 Test Campaign

Volunteer: Tim Beaver

Personal Progress

Fundraising Selected Prospects Fundraising Contacted Prospects Donors

5 5 2
Dollars Pledged Outreach Selected Prospects
$4,500 $0 o
Outreach Contacted Prospects Registered
. . MIT
A
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Click on “Create Email Template” to create a new email template.

Hello, Tim

Alumnl Directory My Account ~

MY CAMPAIGNS RESOURCES HELP m

Email Templates «

My Email Templates

L]
Create Email Igns

Template <+«

16 campaign(s) found. Displaying page 1 of 1.

Group| Campaign

Class of 1991 1991 Test Campaign My Dashboard Campaign Dashboard

Class of 1993 1993 Test Campaign My Dashboard Campaign Dashboard
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Create Email Template o Email Template Name -
Enter the name of the template to easily
Plezse use thic form 10 creste a new emall templats. Flelds marked with * 2re reguired .
F find to use when needed.
Emall Template Mame * Fundralzing e
P e Subject - Enter the email subject line.
SEicRETan Zma o Fundralsmg EITI-HIlTEﬂ'IFIl-at-E
Fundralsing Purpose
Subject *
P— i o Seicitetan - Fundraising Email Template — If an
ur v =eEunion:
email is for fundraising, select this box to
" P ”
Outreach choose from the “Fundraising Purpose
e . options.
Cureach Ema TE"Ipl-EE
Outreach Purpose o
e - Fundraising Purpose - Choose
fundraising purpose.
o Emspiana s |4 = & 1 B [ & K& 4 ¢ [E E X X N I N = T w Outreach Email Template — If an
email is for event outreach, select this box
Dear SPROSPECT_FIRST_MAME, to choose from the “Outreach Purpose”
options.
Cur FREUMION_JRDIMAL reunion k rlg 11 around the camer, and | hope 1o s past] Dack on CampuUE
FREUMIOMN_START_DATE - FREUMION_EMD_DATE! 6
Outreach Purpose — Choose outreach
Ac 3 member of the Reunlon GHT Committss, | am rea :hlng out 10 help Bl EUppo Tor our Reunion Gt Campa ;"lE": 10 purpose'
|'|E-||3= our class reach our P-'-El't :Ipet omgo al. & ;I'I". ol any clzeto ainy fund at MIT counis towands oLl cam :-alg . and | hope |
Cam COUMt on you 70 join me L] - o .
Email Tokens — Use the drop-down
menu to insert email tokens.
e Save — Click on the “Save” button

*We recommend email content is created within the email editor or copy and paste text from a plain when email text is complete.
text editor, like Notepad. Copying and pasting text from Word will cause issues when sending the email.

MIT
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View Email Template

The emall template has been created.

When the template has been saved, a
green confirmation message will

HAME Solicitation Emal FUNDRAISEG PURPOSE Salictasan

SUBIECT Cur MIT Reunian!

= $PROSPECT_FIRST_MAME

our BIHE0N el P B el LN reunion = right sround the cormier, and | hope to see you Dack on campus

SREUNION_START_DATE @ SREUMION_END_DATE |

Ac a3 member of the Reunion Gt Committes, | am reaching out 1o help bulld support for cwr Reunlon Gt Campaign and to

help our class reach owr pariclpation goal. A gift of any slze to any fund at MIT counts towands ouwr campalgn, and | hope | can

count on you to join me!

| suppart MIT for @ numicer of reasons, and a blg part of my decision 1o ghve back 1o the Instiute s because of the amazing

studemnts that are there right now. They are smart. curlous, energetic. and they are golng o tackle some of the world's bhggest

proodems. | belleve my supgort will enhance thelrtime at MIT, and | know yours. will 1oo.

EL R R AT AT LU R ded §FUMDRAISING _AMOUNT [&3at] SCAMPAIGN_FUND_MAME i Il ey
please et me know how much you Intend to give, and 1o what fund you want your gift directed. | can have your pledge

recorded right away

Thank you for your support of MIT and our class!

| hope o0 Rear from you soon,

appear.

Click on “All Email Templates” button to view
all your email templates.

Click on the “Update Email Template” button

Al Emed Templetes Upderte Emaill Termplete
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Delete Email Template

In the navigation, click on “My Campaigns” to access your Email Templates.

My Email Templates

3 email template(s) found.

5 104 Reunion ask
5 G165 Reunion ask
5 6315 Soliciation Ema

Reunlon weekend |5 almost here

Reunion weekend Is almost here

Cur MIT Reunlon!

Click “Delete
Email Template”
button

(o ]e ]

Page 24 |

A Delete Email Template

Are you sure you want to delete the Reunion ask email

template?

Cancel
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My Email Templates

When the template
has been deleted, a

The email template has been deleted. green confirmation
message will

appear.

3 email template{s) found.

ID MName Subject

] 104 Reunicn ask Reunicn weekend is almost here n n n
] 6165 Reunicn ask Reunicn weekend is almost here n n n
g 6315 Solicitation Email Cur MIT Reunion! nnn

MIT
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Clone Email Template

In the navigation, click on “My Campaigns” to access your Email Templates.

Alumnl Directory

MY CAMPAIGNS RESOURCES HELP m

My Dashboard Prospect Selection Baich Contact Report  Reports * Campaign Dashboard

Welcome, Tim!
Class of 1991 - 1991 Test Campaign

Volunteer: Tim Beaver

Personal Progress

Fundraising Selected Prospects Fundraising Contacted Prospects Donors
5 5 2
Dollars Pledged Qutreach Selected Prospects
$4,500 $0 0
Qutreach Contacted Prospects Registered
0 0
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My Email Templates

3 email template(s) found.

=]

104

G165

Mame
Reunicn ask
Reunion ask

Subject

Reunion weekend Is almost here

Reunion weekend Is almost here

Cur MIT Reunlon!

En
nn
nn

Click “Clone
Email
Template”
button

The email template has been cloned

Emall Template Name *

Reunien ask

Subject *

Reunion weekend iz almost here

Fundraising

7| Fundralsing Emall Template
Fundralsing Purpose

Sollctation

Outreach

Outreach Email Template

Outreach Purpose

When the
template has been
cloned, a green
confirmation
message will
appear.

MIT
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Update Email Template

In the navigation, click on “My Campaigns” to access your Email Templates.

Alumnl Directory

MY CAMPAIGNS RESOURCES HELP m

My Dashboard Prospect Selection Batch Contact Report  Reports + Campaign Dashboard

Welcome, Tim!
Class of 1991 - 1991 Test Campaign

Volunteer: Tim Beaver

Personal Progress

Fundraising Selected Prospects Fundraising Contacted Prospects Donors
5 5 2
Dollars Pledged Qutreach Selected Prospects
$4.500 $0 0
Outreach Contacted Prospects Registered
0 0
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Hedlo, Tim

Alumnl Directory My Account ~

MY CAMPAIGNS RESOURCES HELP m

Email Templates «

My Email Templates

[ ]
Create Email IgnS

Template

16 campaignis) found. Displaying page 1 of 1.

Group | Campaign
Class of 1991 1991 Test Campaign My Dashboard Campaign Dashboard
Class of 1993 1993 Test Campaign My Dashboard Campaign Dashboard

MIT
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My Email Templates

3 email template(s) found.

D Mame Subject
Click
“Update

5 104 Reunicn ask Reunion weekend Is almost here n
Email
”
= 6165 Reunion ask Reunton weekend 1= almost here n Template
button
5 6315 Selictiatlon Emal Cur MIT Reunlon! n

MIT
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Update Email Template

Plegse use this form 10 update the Reunion osk emall template. Flelds marked with * are required.

Emall Tempilate Mame *

Reunion ask

Subject *

Reunion weskend Is almast bere

frssltara s | 2 | = 4 1 B I & K A & @&

HI SPROSPECT_MAME

Reunion w

=kend ks Just around the camer! | noticed that you've re

and gur other classmates

Fundralsing

+| Fundralsing Emall Tempilate

Fundralsing Purpose

Soiictatian -

Cutreach

Outreach Emall Template

Outreach Purpose

=l

am lgoking forward 1o catching up with you

‘ Click “Save” button.
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. . When the
View Email Template
template has been
The emall template has been saved SaVEd, a green
confirmation
. . message will
NAME Reunion ask FUNDRAISING PURPOSE =0 lcRaTan
appear.
SUBIECT Reurion weelosnd s almaost hers

3l SPROSPECT_MNAME

Reunion weekend ks Just around the comer! | noticed that you've registensd, and | am |ocking forward to catching up with you

and gur other classmates.

Al Emedl Templates Updete Email Template

Batch Contact Reports

To file the same contact report for multiple prospects at once, use the “Batch Contact Reports” feature found in the top navigation. For instance,
if you send a group message using social media you can file a contact report for all of those individuals at once. For fundraisers only, you will not
be able to file a secured pledge outcome using this feature. Please go to the individual prospect’s record to do this.

ADMIN DASHEOARD  vOLUNTEER DAsHaoaRD  mesources  were (TR

All Campaigns  Classmate Selection  Batch Contact Report  Reports v

Batch Contact Report
Contact Method
Ema
Fundraising Purpose

Fundraising Outcome.

Notes. Follow Up On

3000 charactersremaiing

MIT
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Batch Email

To send the same email to multiple prospects at once, use the ‘Batch Email’ button found at the bottom of the Volunteer Dashboard page. Select
up to 11 recipients by checking the box next to the prospect’s name.

PMT Test1 £ 2/29/2024 Recent SYBUNT n
$ Pledge Secured
l Contacted B

PMT Test3 £ 2/29/2024 Recent SYBUNT u
$ Pledge Secured
l Registered a

PMT Test5 £ 2/29/2024 Never n
l Contacted H

First  Previous Pagelof2 / Gotopage: 1 2 Next >  Last >}

Batch Email

You will be sending up to 11 individual emails. We recommend previewing the emails prior to sending to ensure the token data is populating as
expected. On the email preview page, click the arrows on the right and left side to view each email. If any changes are needed, click the Edit
button to return to the previous screen. Click the Send Email button to send the email to your selected prospects.

MIT
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Subject: Thank you for participating in the MIT 24-Hour Challenge!

Message: Hi PMT |,

Thank you so much for supporting the sixth MIT 24-Hour Challenge on 3
March 10.

It was the participation of individuals, like you and me—who want to help
MIT students, faculty, and staff meet the world's greatest challenges—that
made it a big success. 7,927 people made a gift to MIT—thank you for being

one of them!

This would not have been possible without your help and the help of
thousands of other alumni, students, parents, and friends. Thank you again

for showing up for the MIT community!

Cheers,
Tim Beaver

1of3

On the email confirmation page, all the emails sent will be displayed. If any emails did not send, the prospects will be listed at the top of the
page with the reason why the email did not send to the prospect.

These outreach prosect(s) will not receive fundraising related email:

e PMT Testb

Purpose: s
Thank You

MIT
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Settings

On the “Settings” page, volunteers can manage their Email Display Name that appears on emails sent from the OMT. Volunteers can also opt-
in/out of the email notifications sent from the OMT. These settings are managed at the campaign level.

My Dashboard Prospect Selection  Batch Contact Report  Reports | Settings

Volunteer Settings
Class of 1997 - Test Campaign

Volunteer: Tim Beaver

Emall Display Name:

Timothy Beaver]

Notification Emalls:

+| Goal Emall
¥ou Will FEcElvE an emall netrcation when your Brospact reachas the campaign goal

of donating o reglstering.

+| Follow Up Emall
You will recelve an emall netification an the follow up date entered on your prospects

comactreport.

MIT
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Reporting

To view your detailed progress, go to the "Reports" section. You will see a listing of all of your prospects that you have selected, their progress to
date, current stage, and your last contact with this individual. You can also download this report. Please refer to the privacy policy for data

confidentiality guidelines.

Volunteer Fundraising Report
Class of 1991 - 1991 Test Campaign

Velunteer: Tim Eeaver

5 prospect(s) found. Displaying page 1 of 1.

Download Report
Donated Pledged Reunlon Ghving Current Cumrent
Amount Amount  Gift Behavior  WHRS 1861
Credit
Declined
i Volunteer Outreach Report
Class of 1991 - 1991 Test Campaign

Donated Velunteer: Tim Beaver

Pledgs

Secursc

0 prospect|s) found.

Contacted

Last Contact Last Outreach
Purpose
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Resources

On the “Resources” page, you will find links to training materials relevant to your volunteer role. This includes volunteer guides, training videos,

and information about giving to MIT.

ALUMM
MY CAMPAIGNS RESOURCES HELP m

My Dashboard Prospect Selection Batch Contact Report Reports «

Help

On the “Help” page, you will find contact information for your staff liaison. Please reach out to your staff liaison with any questions.

MY CAMPAIGNS RESOURCES HELP m

My Dashboard Prospect Selection Batch Contact Report Reports =

MIT
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Appendix

Email templates include tokens which will populate data for an email recipient. For example: prospect name, volunteer name, etc. Below is a list
of email tokens, token description and example of the formatted data.

Email Token Description Email Token Example of Data
Annual Giving Leadership Circle Goal SLEADERSHIP_GOAL 900
Annual Giving Loyalty Circle Goal SLOYALTY_GOAL 900
Ask Amount SFUNDRAISING_AMOUNT $100

Campaign Fund Name

SCAMPAIGN_FUND_NAME

Unrestricted Funds of the Institute

Dean's Circle Goal SDEANS_CIRCLE_GOAL 950
Dollars Raised Goal SAMOUNT_RAISED_GOAL $100,000
Donors Goal SDONORS_GOAL 200

Fund Name of the Last Gift

SLAST_GIFT_FUND_NAME

Unrestricted Funds of the Institute

Fundraising Contacted Prospects Goal SFUNDRAISING_CONTACTED_GOAL 400
Fundraising Selected Prospects Goal SFUNDRAISING_ASSIGNED_GOAL 500
Outreach Contacted Prospects Goal SOUTREACH_CONTACTED_GOAL 400
Outreach Selected Prospects Goal SOUTREACH_ASSIGNED_GOAL 500
Participation Goal SFUNDRAISING_PARTICIPATION_GOAL 25%
Prospect's Class Year SPROSPECT_CLASS_YEAR 1997
Prospect's First Name SPROSPECT_FIRST_NAME Bob
Prospect's Full Name SPROSPECT_NAME Bob Test

Prospect’s Preferred Name

SPROSPECTS_PREFERRED_NAME

Mr. Bob E Test

Registered Prospects Goal SREGISTERED_GOAL 100
Reunion End Date SREUNION_END_DATE May 31
Reunion Ordinal SREUNION_ORDINAL 25th
Reunion Start Date SREUNION_START_DATE May 28
Reunion Start Month SREUNION_START_MONTH May
Volunteer's First Name SVOLUNTEER_FIRST_NAME Tim
Volunteer's Full Name SVOLUNTEER_NAME Tim Beaver
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