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1. Log in to Advance.
2. There are two ways to access the Advance Help.
1) From the Help icon at the top of the screen. This opens the general help.
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2) From the Help in the horizontal blue bars. This opens the help page specific to
the page.

NOTE!! If you want to go directly to the Help
for the page/area that you are in, always use
the Help in the BLUE Bar.
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University of Arkansas

Welcome to Advance

Welcome to the Advance Help Suite. The Help Suite contains topi

In this Help Suits, you can:
+  Navigate to a help topic using the Table of Contents.
® Locate a help topic using the Index.
* Search for a help topic using the full text search.

+«  Access site-specific SiteHelp, if installed.

This Help Suite contains information on the following areas of Ady

Mew Users: Learming the Basics
Learn Advance Concepts and Terminclogy.

Looking Up and Finding Data
Learn how to find lookup and find data in the database.

Biggraphic Maintenan
Learn how to find lookup and modify biographic information.

Gift, Pledge and Matehing Gift Entry

Learn how to enter gifts, pledges and matching gifts.

Membership and Dues Payment Entry
Learn how to enter memberships and dues payments.

E'\J:I".si

Provides an overview of Events and comman Event related tasks.

Prospect Management
Provides an overview of Prospect Management and common Pros|

Tailgring_Advance

Learn how to configure Advance.

Systemn Option Settings
Learn about the Advance system oplion settings.

SEE NEXT PAGE FOR BREAKDOWN OF THE HELP SCREEN.
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A. Contents - The Contents brings up the screen as you see it above.
B. Index - Index brmgs up a list of terms that can be found in the Help system. Use the
keyword sé e top to narrow the results.

Type in the keyword to find: Welcome ta

Welcome to the

150th _ _

1st . In this Help Suif]

gﬂgtPD . Mavigatg
n

S-character . Locate a

45?5;? + Searchf

Al . Access 5

A5

A7

AB

AC This Help Suite

Access

Advance Configuration Utility
Allocation Profile

Beneficiary application Learn Advance {
Bequest application
Configuration Utility
Contracts

Entity Assignment application Learn how to fir
Entity Contact application
Entity Evaluation application
Entity Interest application

Mew Users: Lea

Logking Up and

Biographic Main

Entity Notes application Learn how to fin
Entity Profile
Entitv Profile Beports P
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C. Search
form.

Search allows you to search for a topic by whatever text you enter into the

..Cu-tausanme_}msiteneh

Type in the word(s) to search for: Welcome ti
|
| @ Welcome to the

1#I Highlight search results
Search results per page In this Help Sulj
. Navigat

. Locate g
. Search |

. ACCESS |

This Help Suite

New Users: Leg
Learn Advance

Looking Up and
Learn how to fi

D. Ellucian Help Topics - The Ellucian help topics have been written from a technical
perspective and will assist the user in navigating the system. This is a very helpful tool
that is designed from a generic perspective.
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E. University of Arkansas - The University of Arkansas section is written and maintained
by U of A staff members. This is primarily a POLICY and PROCEDURE section. See
below.

a. Biographic - This area is managed by the Records team at records@uark.edu.
Topics below:

¥ University of Arkansas

w Biographic

p UA Address Policies

J& Employment Policies
IJ& Marriage and Divorce Policies
U4 Deceasing Policies
Ua Telephone Policies
J& Named Spaces
J& Communication Tracking
A Name Policies
Corp Hierarchy
Advancement Data Best Practices
Affiliations
ADC affiliation
Affiliations, Committees and Mailing Lists
Advancement Data Best Practices
WVIP Entities
Bio Summary - Racial, Birth and Death
eContacts
IDs
Sensitive Data Best Practices
Committee Roles vs Titles
Alumni Procedures for Committees

FYYYYTYY

Degrees from Mon-Local Institutions
Alumni &ssociation Children Rules
Alumni Conjugation Rules

Organization Record Type Definitions
Specal Handling

Towers of Old Main

Emeritus Load Elements

Entity Overview Giving Summary
Requests for New Entity Records
Alummni No-Degree Entity Type

J& How Do I Report Duplicate Records?
Record Type Hierarchy

How Do I Create a New Organization Entity?
Class Motes

IJ& Source Code Policy

Deceasing
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b. Gift and Pledge - This area is maintained by the Gift Services team.
giftserv@uark.edu.

¥ University of Arkansas
p Biographic
¥ Gift and Pledge
p Alumni Association Gift Policies
p Gift Batch Policies
Mew Accounts Process
& Allocation Rules and Field VYalues
Anonymous Gifts
Gift Clubs
How Do I Add a New Gift
How Do I Write Off a Pledge
How Do I &dd an 'In Honor of” Associated Donor?

c. Prospect Management - This area is maintained by Jason Selle.
selle@uark.edu.

¥ University of Arkansas

. Biographic

p Gift and Pledge

¥ Prospect Management
Deceased Prospects
How Do I Add & Mew Prospect?
Assignments of PM or AM for Corporations or Found
Entity &ssignments
Rating Updates from Proposals
GGA Stages Defimitions
Entity Evaluations
How do I Add a New Contact Report?
Quality_Contact_Critera
Mass Add Contact Reports
Prospect Tasks
Prospect Evaluations
What is a Goal Statement?
What iz Goal Setting?
Divorced Prospects
Anne's Proposal Report Notes
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d. Membership - This area is maintained by the Alumni Association.

¥ University of Arkansas

p Biographic

p Gift and Pledge

p Prospect Management

¥ Membership
Divorced Entities with Joint Memberships
Deceased Enbity with a Joint Membership
Membership Processing Reports
How Do I &dd & New Membership?
How Do I &dd @ Membership or Dues Payment?
How Do I Find an Open Batch of Memberships?
How Do I Print the Batch Proof Report
How to Prorate @ Membership
How Do I Reverse a Membership or Dues Payment that has been Processed?
How Do I Modify a Membership or Dues Payment that has Been Processed?
How Do I Renew an Existing Membership?
How do I close a Membership Batch
How Do I Create New Batch of Memberships?
How Do I Change a Membership Payment Plan?
Membership Types

How to Prorate @ Membership

e. Feedback and Other Miscellaneous - This area is maintained by committee.

w University of Arkansas

p Biographic

p Gift and Pledge

p Prospect Management

p Membership

¥ Feedback and Other Miscellaneous
& Feedback Information
& Alerts
Lookup Quick Tips
Research Profile Note Codes




