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1. Log in to Advance. 

2. Use the Lookup tool  for find the Allocation in question.  
3. Change the Choose a template (optional) to Gift – Allocation. 
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4. Use the Allocation Lookup form’s fields to find the allocation you are looking for (See 
How to – Lookup Allocations.) I will use the allocation number 30009621 to go directly 
to the allocation that I want to add an Alert to. 

5. Enter Allocation number. Click Search . 
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6. Click the ellipses  on the Lookup Results page. 

 

7. Click Alerts from the Nav Tree. 
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8. Click New from the Allocation Alerts page. 

 

9. Fill out the Allocation Alerts page. 
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A. From ID – Autopopulates. This is the person setting the Alert. In this case: Me. 
B. Allocation – Autopopulates. This is the allocation that I am setting the alert on. 
C. Unit – Autopopulates. This is the unit setting the alert. 
D. Start – Optional. This is the date that the alert should start. It may be today or it may 

be in the future. 
E. Stop – Optional. This is the date when the alert should end. You may not want to set 

this date if the alert is to be permanent. 
F. Reason – Optional. Select a reason from the list below: 

• Anonymous 
• Do Not AF Solicit 
• Do Not Phone Solicit 
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• Do Not Publish
• Do Not Report
• Do Not Send Newsletter
• Do Not Solicit Memberships
• Drop from all Mailing
• Drop from all Towers mailings
• Drop from Email
• Include
• Other drop down options available. Email tiptonj@uark.edu to request new 

options.
G. Message – Required. This is what you want the alert to say. This should be clear and

concise.
H. Comment – Optional. Enter any clarifying comments here. Typically why an alert is

being set, the circumstances behind the setting, who directed the alert, who will lift
the alert, etc.

I. Active – Check or uncheck to make alert active/inactive.

mailto:tiptonj@uark.edu
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10. Your Allocations Alerts page should look like this: 

 

CLICK SAVE. 




