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1. The Home Screen 
a. This is the primary screen that the user sees when logging in to Advance. 
b. NOT all users have the same view. Depending upon the user’s role, parts of this 

screen will have different information. 
c. All users have the same basic screen zones. 

2. The  BASIC Screen Zones 

 

A. The Information Panel 
a. This is the area that displays the information that you are looking for as you 

move through the system. 
b. The information displayed is controlled by the Navigation Tree commands. 
c. If the user has the ability to change information in Advance, they will do so 

from the Information Panel. 
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B. The Navigation Tree (Nav Tree) 
a. The Nav Tree contains the commands that control the information displayed on 

the Information Panel. 
b. The Nav Tree commands change as you launch different tools in Advance. 
c. Tools (or Applications) are launched from the Main Menu. 

C. The Main Menu 
a. The Main Menu is used to launch tools in Advance. 
b. Each tool launched will have its own (and specific) Nav Tree with commands to 

provide the user the information that they seek. 
3.   

NOTE: SOME THINGS YOU NEED TO KNOW! 
How do you know that you are on the Home screen? 
The system tells you 3 times.  

 
There are two versions of Advance (Production: Where we do the real work, and Train: 
Where we test things or practice things without harming the system.) How do you 
determine whether you are in Production or Train? 
 

 
Production says ADVPROD. Train will say ADVTRAIN. 
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3. The Main Menu (Detail) 

 

• - The Home icon takes you to your Home Screen.  

• - The Go to icon allows you to launch tools in Advance. (Not everyone needs 
these tools. If your job calls for it, you will know.) 

o It will launch a menu like this: 
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o Some of the tools that you may launch?  
o GVIEWS – Giving Views shows you a detailed transaction by 

transaction list of gifts by an Entity 
o CRPT – Contact Report (New) allows you to create a new Contact 

Report 
o CRPTS – Contact Reports shows you existing Contact Reports 
o EVTNEW – Event New allows you to create a new event in Advance 

so that you may track Invitations, RSVPs and Participation 
o ALLOCNEW – Allocation (New) allows you to create a new allocation 
o CMTENEW – Committee Header (New) allows you to create a new 

committee in Advance 
o CHN – Communication Header (New) allos you to create a new 

communication header 
o There are many, many other tools available. 

 

•  - Lookups launches the Lookups tool (See the How Tos on Lookups) 
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•  - The Last Viewed tool allows you to pull up any pages that you have viewed 
previously, including pages viewed on other systems.  

o Remember everything done in the Advance system is done on the server, 
not your local machine.  

o The server keeps track of your activity for you. 
o Here is an example of what your Last Viewed tool might look like: 

 

o By default the system opens the Entity portion of the Last Viewed. 
o By clicking on any of the other options you may view those areas as well. 
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o Here is an example of where I have been under Application (launched from 
the Go to.) 
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•  - Reports takes you to a screen with specific reporting tools that are most 
often used for specific functions. Though it is called Reports do NOT consider this 
a reporting page. 

o Unless your department has a specific purpose for a report on this page, 
best to leave it alone. 

o User reports are found in Crystal Reports, NOT here. 
o Here is what it looks like: 
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•  - The Clipboard is used for making changes to multiple entities at one time. 
o The most common use of the Clipboard is for creating an Event. With the 

Clipboard the user can record that 300 people were invited to the Event 
and show it on each of their records without manually looking up and 
changing each individual. 

o Another common use is to create report in Crystal Reports that pulls data 
on multiple users. 

o The Clipboard requires special access and special training. 
o Here is what it looks like: 

 

•  - Help will open a new tab on your browser with all of the Help topics for 
Advance.  

o The bottom-most entry in the Help screen will by U of A specific topics, 
including policy and procedure. 
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•  - Close All. 
o You may notice as you move through the system that it opens multiple tabs, 

like so: 

 

o Once you reach 9 tabs, Advance will tell you that you must close some of 
them. 

o You may do this individually by clicking the x in the top right corner of each 

tab  or you can click Close All and close all of the tabs at one 
time. 

•  - The direction buttons can be unreliable. If you need this 
functionality it is better to use the Back, Forward and Refresh buttons on the 
browser itself. 

 

4. - Use the Logoff command to get yourself out of Advance. 
a. IMPORTANT – Advance information is confidential. Do not leave open sessions of 

Advance so that others may view the information inside. 


