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1. Log in to Advance. 

2. Click Go To  from the Main Menu. 
3. In the Go To window, type CHN in the Application Box. 

 

4. Click Go. 
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5. This will open the Communication Header (New) window. 
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A. Comm Code* - Required field. Enter the code you would like to use in order to keep 
track of this particular communication. 

B. Description* - Required field. Enter the description of the communication here. 
C. Medium* - Required field. Drop-down for below options. 

• Email (E) 
• Snail Mail (P) 
• Social Media (S) 
• Telephone (T) 

D. Type* - Required field. Drop-down for below options. 
• Acknowledgement (A) 
• General Information (G) 
• Invitation (I) 
• Letter (L) 
• Magazine (M) 
• Newsletter (N) 
• Special Occasion (O) 
• Survey (S) 

E. Content – Non-required field. Drop-down for below options. 
• Beneficiary (J) 
• Bequest (I) 
• Life Income (O) 
• Outright Planned Gift (U) 
• Affinity Programs (P) 
• Alumni Tours (T) 
• Athletics (A) 
• Benefits (B) 
• Career (C) 
• Chancellor’s Society (S) 
• Class Gift (L) 
• Event (E) 
• Faculty/Staff (Z) 

F. On Behalf Of – Non-required field. Drop-down to choose the department or unit 
responsible for sending the communication. 

G. Date Scheduled – Non-required field. When the communication is scheduled to run. 
H. Date Sent – Non-required field. The date the communication was actually sent. 
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I. Organization* - Required field. Choose the organization who is creating the 
Communication Header, may or may not be the same as the On Behalf Of. 

J. Contact* - Required field. Enter the person who is responsible for this communication. 
K. Unit Responsible* - Enter the unit responsible for this communication. 
L. Comment – Enter any comments necessary to clarify the communication. 
M. Optional Tracking Information – This area is used to track the details of a 

communication. (i.e. pieces of mail sent, how much postage cost, how many bounced 
emails, etc.) 

N. Associated Events and Appeals – Use these blocks to track that the communication is 
associated with either an event or other appeals. 
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EXAMPLE OF COMPLETED FORM 

CLICK SAVE 
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6. 4. Now that you have a communication header it is time to apply the Communication
Header to the entities that have been contacted.

7. In Advance, open your Clipboard from the Main Menu.
8. Either manually enter or Import from a .csv file the list of Entity IDs that need to be

updated. (See Presentation – Advance Clipboard on aits.uark.edu for assistance.)

IT SHOULD LOOK LIKE THIS WHEN COMPLETE. 

https://advancement.uark.edu/offices/aits/
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9. Choose Actions, then Reports from the blue bar on the right side of the screen.

10. Choose the ellipses  by the UA Comm Mass Load from the Report List. 
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11. Under Comm Code* find your new Communication Header. (This is in alphabetical
order.)

12. Click Run Report. (This may take a few moments to run.)
13. You will get a result back like this:
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14. You can confirm that the update worked by going to the Comm Tracking Screen under
Biographic in the Nav Tree of one of the communication recipients. Here is an
example:

IT WORKED! 


