How to Add Individuals to Existing Events
Ver. 1.1

5/2/2019

1. Log in to Advance.

2. Open the Clipboard from the Main Menu. |::|

3. Click the New button.

S~

Clipboard

¥ Original Clipboard
Allocation
Contact Report
Document
Entity
Matching Gift
Membership
Primary Gift
Primary Pledge
Program Prosp
Proposal
Prospect

® Biographic

* Allocation

* Gift

* Membership

* Comm Header

* Prospect

Home x | Clipboard x \

Clipboard
Maodify Content in the Current Jipboard:

Create or Update a Saved ID List:

Work vith a Saved 1D List: | Load List | Merge List | Intersect | Exclude |

| clear an |

View or Update a List Header: List Headers

Entity Clipboard (50462} (0)

App ID: 5052

Page ID: 36003

User: cmfarris

Database: ADVANCE

User Profiles: 0 (Base), 1 [AWA Web Site), 4 (UDEV)

License Modules: AWACIS) | AWAB(T) | AWAG{21) | AWAM(S) | AWAE() | ADM{12)
App(5052)(6): Security(OfF)

Profile 0 {Base) Form 50461 (Show Clipboard Header) Security{Off) DataClump 0 db 1

Profile 0 {Base) Form 50462 (Show Clipboard) Menu 86000 Security(Off) DataClump 50000 db 1

4. Enter the Entity ID of the new attendee. Click the New button repeatedly if you need to add

multiple IDs.
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Clipboard
Modify Content in the Current Clipboard: m
Create or Update a Saved 1D List:
ork with a Saved 1D List: Load Lid
Wiy or Update a List Header: @

L
Sy




How to Add Individuals to Existing Events
Ver. 1.1

5/2/2019

5. Click the Lookup tool from the Main Menuv. u
6. Change your Choose a template (optional) bar to Event.

ADUANCE Clear Local Storage [fTHS}II_FTurge Cad
Tv=200 T

Home = Clipboard = N\ookupg - Bio - Entity =

Lookups
ae (optional) Bio - Entity

saved Criteria... 2. Select results form™ _ N N -
* Biographic 3. Select output type™® g:g : ilfﬁtll'r;’gr;arhcmant :
® Event 4. Select additional aiteria\rom page Bio - Committes Header
* Gift 5. Enter criteria below and ok Search Bio - Committes Participant
® Prospect Tracking [ View Criteria | [ Clear | i ity
* Membership Bio - Mailing List
- o o i -
* Miscellaneous . Dlgcum:ntesn ity

Add Person Event |

Add Organization AltID | Equal v | Event Invitee

i, Event Participation
Entity Lookup (70036) Event Registration .
|:| Event Resource
Gift - Allocation

Last/Org Name | Beg| Gift - Appeal Header L

First | Beg Gift - Gift C|IJ_|:I.f‘f'|En‘.I|J1.ErShiD T
) Gift - Recognition Listing -

Middle | Bed) Gift - Segment Header ~

Name Type | Equal v |E| {all)
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7. Use the Lookups — Event screen to find the Event that you need to add the individuals to. | am
using 2225. 2017 Greater Movie Screening.

Home x Clipboard = Lookups - Event x

Lookups
1. Choose a template (optional) Event r
Saved Criteria... 2. Select results format™ | Event Lookup List v
® Biographic 3. Select output type* | Display results
* Event 4. Select additional criteria from page tree {optional)
* Gift 5. Enter criteria below and dick Search
¥ Prospect Tracking [ View Criteria | [ Clear |
* Membership

> Resource
* :E::LI?:::“S Event Name Beginswith ¥ | |
Add Organization Event ID |Equal v |[2225 €} |2017 Greater Movie Screzning
Active (Equal Y] =] @y
Type |Equal 7| (=] @
Status Equal v |E| (all)
Start Equal v [E
Stop Equal v @
Stage |Equal | (=] @
Content |Equal  v| (=] am
Purpose |Equal | (=] @
Venue Code |E|:|ua|—'| |z| il
Venue Begins with ¥ |

Code | Equal v =] ram

8. Go to the Event.

3|Page




How to Add Individuals to Existing Events
Ver. 1.1

5/2/2019

9. From the Event screen, choose Mass Registration from the Nav Tree.

A DVA N C E Clear Local Storage (TMS) | Purge Cache  Chrris Farris [Logoff]

v Mo T e

Home = Clipboard = Lookups - Pvent  x Event =
M7 G...

Event

2017 reater Movie Screening #2225
Overview Type Chapter Event Venue Boyer Board
Detail Stat Completed Start Date 04/22/2017 2:00 PM

Stag Post-Event Review Stop Date 04/22/2017 5:30 PM
Event Tree Alumni Relations
Codes 1
Clone Tt -

Invitations Overview (100277) Acbons  Help

Fees 1
Gifts Invitation Count 0 Invitee Count 0
Honorees Invitation Dedined Count ] Invitee Dedined Count ]
Invitations Invitation No Response Count 1] Invitee No Response Count 1]
IManage Wait Lists RSVP/Registration Overview (100278)
Mass Assign

Mass Refund RSVPs/Registrations 26 Planned Participants 96
Mass Registration RSVPs/Registrations Cancelled 0 Cancelled Participants 1]
Organizers 1 Registration Fees & Gifts Overview (100279)

Participants 96

Participants (Cancelled) Fees 0.00 Due 0.00
Participation Update Paid 0.00 Gifts 0.00
Payments Planned Participation Overview (100280}

RSVPs/Registrants 96

Registrations (Cancelled})  participants Attended 38 Particdpants No Show 46
Registration Update Participants Walked Up 12

AWC Registrations Total in Attendance

Resources 50

Sponsors

Tasks App ID: 90068

Vol staff Page ID: 50100

User: cmifarris
Database: ADVANCE

4| Page




How to Add Individuals to Existing Events
Ver. 1.1

5/2/2019

10. You should see the Clipboard names entered earlier. If you do NOT, click Get from Clipboard.

Mass Reqgistration
2017 Greater Movie Screening #2225

Please select "Get Saved 1D Lis
Entity List (72283) (2)

or “Get From Clipboard’ to populate the Entity List,

(]

| .
O I"-"Ir-_
Mass Registration (96070)

Generate Cancel Help

Registration Status® |:||3
Response Date @
Update Invitation Status |:||3
Update Participation Status |:||3

Mote

Gef Saved IDList Gef fom Clipboard  Aclions  Help
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11. Click the box in the top left of the Entity List. This will put a check beside every name.

Mass Reqgistration
2017 Greater Movie Screening #2225

Type Chapter Evant Venue Boyer Board
Status Completed Start Date 04/22/2017
Stage Post-Event Review Stop Date 04/22/2017
Purpose Alumni Relations

URL

Get Saved IDList  Gel from Clipboard  Achions  Help
Name
v o
o v I

Mass Registration (96070)

Generate Cancel Help
Registration Status® |:||3
Response Date @
Update Invitation Status |:||3
Update Participation Status |:||3

Note
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12. Change:

e Registration Status* to RSVPed/Registered.

e Response Date to Date the Invitee Responded or the Date of the Event
Update Invitation Status to Registered /RSVP’d

Update Participation Status to Attended (with prior registration)
\

Muss Registration
2017 \Greater Movie Screening #2225

Type Chapter Event Venue Boyer Board
Status Completed Start Date 04/22/2017
Stage Post-Event Review Stop Date 04/22/2017
Purpose Alumni Relations

URL

Flease select \Get Saved ID List’ or 'Get From Clipboard’ to populate the Entity List.

Entity List (72283) " (2) Gel Saved IDList Gel fom Cliphoard  Achions Help ‘=

& ® ®
= =
] 5

Mame

Mass Reqistration "96070}

Generate Cancel Help =

Registration Status™ |E| RS\VPad/Registered
Response te osoazois 1)

Update Invitation Status DE Registered/RSVP'd

Update Participation Status |z| Attended (with

prior registration

MNote

13. Click Generate.
14. The system will prompt to make sure you want to do this. Click OK.

uarfaytrainl.uark.edu says
Mass Registration - Are you sure you want to create 2 regisfration(s)?

y
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