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1. Log in to Advance. 
2. Click the Lookups tool from the Main Menu. 

 

  

NOTE 1: Not all Entity’s have 
photos in the system. 

NOTE 2: Why do we store the 
picture? If we are meeting a 
donor for the first time, it is 
often nice to be able to identify 
them on site. 
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3. Use either the Lookup functionality or, if you know it, the Entity’s ID to go their 
Advance record. 

• In this example, we will use my Entity ID. 
• If you need assistance with using the Lookup feature, see the other How to’s 

on Lookups.  

 

4. Click the Search button.  
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5. Click the ellipses beside my record. 

 

6. From the Entity Overview, click Biographic in the Nav Tree. 
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7. From the Nav Tree click Bio Detail. 
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8. From the Bio Detail screen. Click the Picture button. 
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9. Peruse the picture. 

 


