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1. Log in to Advance. 

2. Use the Lookup tool  to find your Event or continue with the Event you started in 
How To – Create An Event (Part 1.) (See How To – Look Up An Event on aits.uark.edu 
if you need assistance.) 

3. Your Event should look something like this: 

 

Currently there are no Invitees, no RSVPs/Registrations and no Participants. 

  

https://advancement.uark.edu/offices/aits/


How To Create An Event (Part 2) – How To Add 
Invitations to An Event 

Ver. 1.1 

3/18/2019 

2 | P a g e  
 

4. To add Invitations, we need to open the Clipboard and add our list of invitees. 
See How to – Use the Clipboard in Advance and Create a .csv File on aits.uark.edu. 

5. Once you have added your invitees to the Clipboard it should look like this. 

 

  

https://advancement.uark.edu/offices/aits/
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6. Once your Clipboard is populated with your Invitees, return to your Event tab. 
7. Choose Invitations from the Nav Tree. 
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8. Click New from the Invitations screen. 

 

9. Fill out the Invitation form. 
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A. Type* - Required. The Type specifies what type of Invitations are being sent out. You 
have three choices: 

• E-Mail – Choose if all of the Invitations are emailed. 
• Formal Invitation – Choose if your Invitations are Formal. 
• Postcard Invitation – Choose if your Invitations are in Postcard form. 

B. Organization – Not Required. Use the Lookup tool to populate the Organization sending 
out invitations. 

C. Singer ID – Not Required. Use the Lookup tool to populate the person signing the 
invitations. 

D. Description* - Required. Enter the text to describe this category of invitations. 
E. Note – Not Required. Add any notes necessary in this box. 
F. Invitation Estimate – Not Required. Only use this if you want to limit the amount of 

invitations you are going to send out. 
G. Invitee Estimate – Not Required. Only use this if you want to limit the total amount of 

invitees. 

 

  
NOTE: There is a difference between 
Invitations and Invitees. A single invitation can 
invite both a primary and a spouse, or an 
entire family, so, an invitation may actually 
invite 2, 3, 4, etc. people. 
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10. Your form should look like this: 

 

11. Click Save. 
12. Click Mass Invite from the Nav Tree. 
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13. Your Mass Invite form should be auto-populated with all of the invitees that you 
placed on the Clipboard. If not, return to the Clipboard stage. 

14. Click the top-left checkbox to activate all of the invitees on the Entity List. 

 

15. Fill out the bottom of the form: 
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A. Status* - Required. There are multiple options available. For this stage, we are 
choosing Invited. 

B. Date – Not Required. This is the date that the invitations were actually sent. 
C. Allow Duplicates – This check box allows Advance to record multiple invitations to the 

same person. If, in your Clipboard, you have accidentally put the same invitee on the 
list twice, clicking this box will allow Advance to record double invitations to that 
invitee. WE DO NOT TYPICALLY ALLOW DUPLICATES. 

D. Signer ID – Not Required. Use to select the person who actually signs the invitations. 
E. Note – Not Required. Enter any notes that are relevant to the invitation. 
F. The Couples Radio Buttons – Choose one of these radio buttons to determine how you 

want Advance to record your invitations (Generate Couples if Both are Listed is the 
default.) 

• Don’t Generate Couples – Use this radio button if spouse’s are NOT invited. 
• Generate Couples if Both are Listed – Use this radio button if both of the 

following things are true: 1. There are invitees that are spouses in your list and 
both of the spouses appear in the list. 2. If you want to record that a single 
invite went to both spouses at the same time. In other words, if both spouses 
or partners are in your Clipboard, Advance will record that they received a 
single invite. 

• Always Generate Couples – Choose this radio button if all couples are invited, 
not just couples that appear in your clipboard. 
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G. Click Generate. 
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H. You should get a screen like below. 
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16. Return to your Event tab in Advance.  
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17. Click Overview from the Nav Tree. 
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18. We now have a record of Invitations. 
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19. To view your Invitations, click Invitations in the Nav Tree. 

 

20. Click the ellipses . 
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21. From the Invitees page you can update your invitation list. 

 


