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Abstract 

This document is designed to provide information necessary to use the Alumni & Friends portal.  Constituents will be 

able view their own information from anywhere they have access to the Internet.  The following items are discussed: 

 

• Alumni & Friends Home 

• Contribute by mail 

• Donate OnLine 

• My Pledges 

• My Gifts 

• My Soft Credits 

• My Totals 

• My Addresses 

• Change Password 

• Alumni Directory 
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Disclaimer 

 
Three Rivers Systems, Inc. makes no representation or 
warranties with respect to the contents or use of this guide.  
Further, Three Rivers Systems, Inc. reserves the right to revise 
this guide and make changes to its contents at any time 
without obligation to notify any person or entity of such 
revisions or changes. 
 
In no event will Three Rivers Systems, Inc. be liable to buyer or 
any other party for any damages, including any lost profits, lost 
savings, or other special incidental or consequential damages 
arising out of the use of or inability to use such product, even if 
Three Rivers Systems, Inc. has been advised of the possibility 
of such damages, or for any claim by any other party. 
 
© 2006 Three Rivers Systems, Inc. All rights reserved. All 
company and product names included in this site may be 
trademarks or registered trademarks of their respective 
companies. The information contained in these pages is 
subject to change at any time without prior notice. 

 
 
 

 
 



 CAMS Enterprise – Alumni & Friends Portal 

Page 3 of 16 

Table of Contents 

Alumni & Friends Portal ..........................................................................................................4 
Logging In...........................................................................................................................4 
Step-By-Step: Logging into the Alumni & Friends Portal.....................................................4 
Navigating the Home Page...................................................................................................5 
Contribute by mail ...............................................................................................................6 
Donate OnLine ....................................................................................................................6 
Step-By-Step: Donate Gifts OnLine.....................................................................................7 
My Pledges........................................................................................................................10 
My Gifts ............................................................................................................................10 
My Soft Credits .................................................................................................................11 
My Totals ..........................................................................................................................11 
My Addresses ....................................................................................................................12 
Step-By-Step: Edit an Address...........................................................................................12 
Change Password ..............................................................................................................13 
Step-By-Step: Change Password........................................................................................13 
Alumni Directory...............................................................................................................13 
Step-By-Step: Search Alumni Directory.............................................................................14 
Logout ..............................................................................................................................15 

Index.....................................................................................................................................16 



 CAMS Enterprise – Alumni & Friends Portal 

Page 4 of 16 

Alumni & Friends Portal 
The Alumni & Friends portal provides constituents access to their personal 
information and provides the ability to contribute online pledges and donations. 

The login window displays when accessing the Alumni & Friends Portal. 

 
Figure 1: Login 

Logging In 

Step-By-Step: Logging into the Alumni & Friends Portal 

The constituent must supply their User Name and Password to log in. 

1. Enter the User Name and Password. 

2. Click the Log In button. The Alumni & Friends Portal Home page 
displays.  The links on the left of the page access information specific to 
the constituent logged in. 
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Navigating the Home Page 
Once logged in, the Alumni & Friends Portal home page displays. The Alumni 
News section displays news and announcements, which are entered through 
CAMS Enterprise >CAMS Manager >CAMS Portal >Portal News.  

 
Figure 2: Alumni & Friends Portal Home Page 

The following items are accessible by clicking the corresponding link: 

• Contribute by mail 

• Donate OnLine 

• My Pledges 

• My Gifts 

• My Soft Credits 

• My Totals 

• My Addresses 

• Change Password 

• Alumni Directory 
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Contribute by mail 
The Contribute by mail link accesses the institution’s Fundraising and 
Development office mailing address. Constituents can mail contributions to this 
address. 

 
Figure 3: Contribute by mail  

Donate OnLine 
The Donate OnLine link provides constituents with a tool to make contributions 
through the portal. Donations can satisfy payment on a pledge, or can be a 
regular gift. 

 
Figure 4: OnLine Gift Donation  
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Step-By-Step: Donate Gifts OnLine 

1. Click Donate OnLine.  The On Line Gift Donation page displays. 
Determine whether the donation should be attached to an existing 
pledge, or whether it should be applied as a regular gift to the campaign 
of your choice. 

2. To apply the gift to an existing pledge, click the down arrow in the 
Attach Pledge field. A list of open pledges displays. Click the 
appropriate pledge, and then enter the Gift Amount. If nothing displays, 
an open pledge does not exist, and the donation must be made as a 
regular gift. 

 
Figure 5: Gift attached to a pledge 

3. To apply the donation as a regular gift, click the down arrow in the 
Campaign field. A list of campaigns displays. Select the appropriate 
campaign, and then enter the Gift Amount.   

 
Figure 6: Regular Gift 

4. Click the Proceed button to continue. 

5. The Amount to pay confirmation displays.  Click the submit button to 
continue to the secure online credit card entry window. 

 
Figure 7: Amount to pay confirmation  

6. Enter the Credit Card Number, and Expiration Month and Year. Click 
the Continue button. 
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Figure 8: Credit Card Information  

7. Verify Order Info, Credit Card Information, and Billing Information, and 
then click the I Authorize this transaction button. 

 
Figure 9: Confirm order, review/change Billing Information, Authorize transaction.  
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8. A final confirmation displays before submitting the transaction for 
processing. Review the information for accuracy, and then click the 
Submit Transaction for Processing button. 

 
Figure 10: Submit Transaction For Processing  

9. Once the credit card is authorized, the transaction is approved. Print this 
page with the reference # for your records. Click the Return to 
Shopping button to return to the Alumni & Friends Portal Home page. 

 
Figure 11: Transaction Approved.  
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My Pledges 
My Pledges lists all pledges made to the institution, including open (some pledge 
payments remaining) and closed (all pledge payments made) pledges. The 
Pledge Date, Pledge Status (Open or Closed), Campaign, Pledge Amount, 
Amount Paid (to date), and the Balance Due display. 

 
Figure 12: My Pledges  

My Gifts 
My Gifts lists all gifts made to the institution to date. The Gift Date, Campaign, 
Gift Amount, Pledge Attached (Yes or No) display. 

 
Figure 13: My Gifts 
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My Soft Credits 
My Soft Credits lists all soft credits received to date. A soft credit is applied to 
the constituent’s account when their joint account designates a gift to be applied 
as soft credit. The Gift Date, Campaign, and Amount display. 

 
Figure 14: My Soft Credits  

My Totals 
My Totals lists total contributions made to the institution during each giving year 
(as defined by the institution) up to the current date. The Giving Year, Gift Cash 
total, Gift Non Cash total, Soft Credit total, Pledge total, Total Yearly Giving 
amount (sum of Gift Cash, Gift Non Cash, and Soft Credit totals for that Giving 
Year), Giving to Date (sum of Gift Cash, Gift Non Cash, and Soft Credit totals 
for all Giving Years), Pledge to Date (sum of Pledges for all Giving Years), and 
Unpaid Pledge Amount (sum of all Pledges for all Giving Years which remain 
unpaid) display. 

 
Figure 15: My Totals  
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My Addresses 
My Addresses lists all active addresses for the constituent on record in the 
Development module in CAMS Enterprise. Addresses not marked Active do not 
display in the portal. Constituents may modify active addresses through the 
portal. 

 
Figure 16: My Addresses  

Step-By-Step: Edit an Address 

1. Click My Addresses.  The My Addresses page displays.  

2. Click the Edit link next to the address to update. The address entry page 
displays. 

 
Figure 17: Address Entry page  

3. Key over existing information to change. Fields with red labels are 
required. The record will not save if information is missing from any one 
of required fields.   

4. Click the Save button. The My Addresses page returns with the updated 
information displayed. 
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Change Password 
Change Password allows the constituent to change the password required when 
logging into the Alumni & Friends portal. Regular password changing is 
recommended for increased security. 

 
Figure 18: Change Password  

Step-By-Step: Change Password  

1. Click Change Password.  The Change Password page displays. All 
fields are required. Changes appear encrypted in all fields for security 
reasons. Passwords must have minimum 6 and maximum15 characters 
and are case sensitive. 

2. Type the Old Password and then type the New Password. Next, Re-
Type New Password. 

3. Click the Change Password button. A confirmation message displays: 
“Password Change Attempt Successful”. The next time the constituent 
logs into the Alumni & Friends Portal the changed password will be 
required. 

Alumni Directory 
Alumni Directory allows the constituent to search the database for other 
alumni. Constituents may also designate whether their class year, city, state, 
country, and email should display on the directory for other alumni to see. 
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Figure 19: Alumni Directory  

Step-By-Step: Search Alumni Directory  

1. Click Alumni Directory.  The Alumni Directory page displays. The 
Last name and First name fields can be searched incrementally. 
Typing a portion of either or both will display all matches. Class Year 
requires a four-digit entry. Degree requires a selection from the list 
accessed by clicking the down arrow. 

2. Enter the appropriate search criteria, and then click the Submit Query 
button. The My Alumni page displays with all records that match the 
search criteria. 

 
Figure 20: My Alumni 
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3. If desired, click the Email Me link next to a constituent name to open the 
email client with that person’s email address in the To field.  

Logout 
Click the Logout button to disconnect from the Alumni & Friends Portal. The 
home page returns with the Login fields displayed. 
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