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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 and 2.) (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 46 Invitations and 57 Invitees. Notice that no one has responded yet, so 
we have no RSVPs/Registrations and, since the event has not yet happened, we have no 

Participants. 

https://advancement.uark.edu/offices/aits/
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4. Enter IDs on clipboard or upload IDs to Clipboard. (See How To – Use the Clipboard 
from aits.uark.edu) If your attendees are already on the Clipboard, skip this step. 
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5. From the Nav Tree on the Event tab. Click Mass Registration. 

 

 

NOTICE: If you are continuing from Part 2, then your Invitees are already here. If you are 
doing this off of a new Clipboard, you need to click Get from Clipboard to populate these 

Invitees. 
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6. Click the top check box if your are updating all invitees. Click individual boxes if you 
are only updating individuals. 

 

7. Set: 
• Registration Status* - RSVPed/Registered 
• Response Date – Date of the Registration/RSVP 
• Update Invitation Status – Registered/RSVPed 

8. Click Generate. 
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9. Click OK. 

 

10. You will get back the following screen: 
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11. If you click on RSVPs/Registrants from the Nav Tree, you now see this: 
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12. If you click on Overview from the Nav Tree, you now see this: 

 

NOTICE: There are now registrations. 

 


