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1. Log in to Advance.

2. Click Go To % from the Main Menu.

3. In the Go To window, type CHL in the Application Box.
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5. This will open the Communication Header List window.
6. Click the ellipses ' by the Communication Header that you want to edit.

1 Comraunication Header List
Communication Header List {(100377) (1074)
to 10 of 1074 @@ww
ElCDITITI Code CMFARR. Description Chris F. Testing of the Comm Header
Toal
Medium mail Type Letter
Content Young Alumni On Behalf Of University of Arkansas
Sender Development Sender Contact M.
Unit Code AN Date Sent 03/06/2019
... Comm Code HCH123 Description Honors College Holiday Card 2018
Medium email Type General Information
Content Mixed Focus On Behalf Of Department
Sender Honars Collzge Sender Contact Or.
Unit Code ALL Date Sent 12032018
. Comm Code AMP123 Description A Mew Perks
Medium email Type Genzral Information
Content Bensficiary On Behalf Of Alumni Association
Sender Arkarsas Alurmni Sender Contact Mrs.
Assodation Inc.
Unit Code ALL Date Sent 12032018
... Comm Code PNF123 Description PLSC Newsletter Fall 2018
Medium email Type Mewsletter
Content Mews On Behalf Of Department
Sender Arkansas Alumni Sender Contact Mr=. I
Assodation Inc.
Unit Code ARS Date Sent 12/03/2018
. Comm Code HHH12Z Description Hogs & Hoops Happy Hour 2018
Medium emil Type Inwitation
Content Event On Behalf Of Alumni Association
Sender Arkansas Alumni Sender Contact Mrs,
Aszooation Inc.
Unit Code AL Date Sent 12022018
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7. This will open the Communication Header window. Make the changes that you need
to make.

Communication Header

Save Cancel Aclions Help

Commumnication Header {100376)

Comm Code™® W

Description™® Chris F. Testing of the Comm Header Tool / |
Sort Name [CHRIS F. TESTING OF THE COMM HEAD TOOL |
Medium™ |E| email * |E| Letter
Content |E| Young Alumni Behalf Of Ellﬂ University of

Arkansas

pateschedled 5505205 [ Datesent  azoezs [

Organization™® |35j.r515

Contact™ |532 188

Unit Responsible* | -

Comment This is an example of hoy 2 Communication header is created.

Pieces Sent

Bounced /Returned _‘
email Click Throughs _‘

Postal Cost
Staffing Cost
Vendor Cost
Total Cost

Individuals Touched ICI
emails Unopened ICI
emails Forwarded ICI
phone cox
suppy con
Other cos

Assoc Event QL|
Assoc Gift Appea | QJ

8. Click Savé
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