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1. Log in to Advance. 

2. Open the Clipboard from the Main Menu.  

3. Click the New button.  

 

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

 

  



How to Add Individuals to Existing Events 

Ver. 1.1 

5/2/2019 

3 | P a g e  
 

7. Use the Lookups – Event screen to find the Event that you need to add the individuals to. I am 
using 2225. 2017 Greater Movie Screening. 

 

8. Go to the Event. 
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9. From the Event screen, choose Mass Registration from the Nav Tree. 
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10. You should see the Clipboard names entered earlier. If you do NOT, click Get from Clipboard. 
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11. Click the box in the top left of the Entity List. This will put a check beside every name. 
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12. Change: 
• Registration Status* to RSVPed/Registered. 
• 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) 

 

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

 


