How To Look Up Allocations

Ver. 1.1

2/6/2019

1. Log in to Advance.

2. Click on the Binoculars (Lookup Tool.)

ADVANCE Clear Local Storage (TMS) | Purge Cache  Chris Farris [Logoff]

fve@>0 T L@

Home =x

Home Home Ato
You are logged on as Mr. Christopher Farris an the ADVTRAIN database. Welcome to Advance. Today is
* Annual Fund Maonday, February 04, 2019.
* Gift & Bio Tasks (50402)
Alerts/Messages
Scheduled N ok ot
Change Password : u ame as 5

.| |10/18/2018 | Solicitation Plan Cancelled -

Undergraduate Giving Statistics (100516)

Last Fiscal Year This Fiscal Year

1| Page




How To Look Up Allocations

Ve

r. 1.1

2/6/2019

3. Change Choose a template (optional) to Gift - Allocation.

ADVANCE

Ttv M0 T

Clean Local Storage (TMS) | Purge Cache  Chiris Farris [Logoff]

WL

Lockups

‘ Home = Lookups - Bio - Entity =

Saved Criteria...
* Biographic
* Event
* Gift
* Prospect Tracking
* Membership
* Resource
* Miscellaneous
Add Person
Add Organization

§ D
1. Chooss a template (optional)
2. Select results format™®
3. Select output type®
4, Select additional criteria from page

5. Enter ariteria below and click Search Bio - Committed Participant

| view Criteria || Clear |

Bic - Entity

Bio - Activity Participant
Bio - Affiliation
Bio - Committeq Header

Bio - Entity
Bio - Mailing Li

1D Lookup (70037) Bio - Mame/Addiess
Bic - Student Acfivity

ID Equal v Documents

Event

Alt ID | Equal v Evertt Invitee

Entity Lookup (70036)

Last/Org Name Beg
First Gift - Gift Club Mambership

i E Gift - Recognition Listing :I
Middle @ Gift - Segment Header —I

Event Participatic
Event Registratio

Name Type

!M!. .@ (all)
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4. Use template blocks to search for Allocation. Some hints follow.

Lookups Acfions

1. Choose a template {optional)
2. Select results format™® |,|!|]Iuc,a1jnn Lookup List o
3. Select output type* [Display results v

4, Select additional criteria from page tree (optional)
5. Enter criteria below and dick Search

[ View Criteria | Clear |
Allocation Lookup (70040) )

Allocation Equal e || A |

Status Equal | fa =] active

ISIS TtemType | Equal e | B |

Short Name | c |

Long Name [Contains V]| |

CFAE Purpose Equal ] > (a)
Restriction Equal v | =]

Department B | | =l
Sub Dept [Ewal — ~][| [ =] @n
School (Bl [} D [ =l @
Campus [Ewal ][ [ =] @n
Agency [Equal ] =] (an

User Group Equal hd | |E| (all)
Acct School [Equal | =] aly

Acct Dept |[Equal ] =]
Acct Code | Equal w | (Al v |

A. This will be the assigned Allocation ID. In Blackbaud this

would be called a Project ID. In BASIS it will be an
Account.

a. This number will start with one of the following

two digit numbers and will be 8 digits long:
i. 30
ii. 31
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iii. 40
iv. 50
v. 70
vi. 90

B. Use the ISIS Item Type number here. This is the ISIS
number that’s used in UAConnect. It will always start
with 901100. HOWEVER! You must not use the 901100 to
search, only use the second half of the Item Type.

a. Ex. ISIS Item Type is 901100511701
b. Only use 511701 in the search field.

C. Short Name and Long Name can both be used to search
for an allocation by its name.

D. Department, Sub Dept, Campus, School and Agency are
drop downs that allow you to search for all allocations
assigned to a particular area.

a. Ex. Change the School drop-down to School of
Architecture and the report will show all
Allocations for the School of Architecture.

ALL OTHER FIELDS ARE ALSO USEABLE. YOU MAY ALSO USE THE FIELDS IN CONJUNCTION TO
NARROW THE SEARCH.

SEE NEXT PAGE FOR AN EXAMPLE OF THE SEARCH FIELDS ON A REAL ALLOCATION.
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Epley Razorback Marching Band Scholarship the Detail Screen.

Allocation NIDEE‘]U" Bctions Prnt
—_— Epley Razorback Marching Band Schol. (3o009621)

Overview Account 30005621 Agency Faundation

) Schoal Fulbright Collegs of fcts B Stierces  Campus UF

Detail Department Music

Assignments

Attributes 1 Lse his page to update sllocation detals. To add relaled information about this allocation, follow the quidelnes

Py pravided below.

Benslicnria 1002 v ‘ou can enter Assipnment details for this allocation.

Documents a3 + Yiou ean update the Finenciss foe this allacalin.

Financials 3 » fou can updste the let of Shewardess ageod sted wilh thie allozation.

Notes p + You ean update Me list of Baneficiaries associated with this allocation.

= Yipu can sel up arg or mare follov-ug Tesks far Lhis allecation,
Stewardees 1 v ‘ou can enler Notes for tis Bllocatian.

Tasks )
Transactions hli] Save Mew Acton= Help
Allocation User Group
Alerts Allocation* (30000621 Al L] metive
emPower ACECAmTEY 30005621 [ tnactive Compare Excude
B 901100 |5y 47n; Matify Dpt
Racal Year o |Iﬂ Deaveloprment Dhﬂileﬁu
Agency* F =] Foundation [=] write to Ledger
Acct School*  [ogn [*] fapeback pand ] AF Tax or €C Fee
ACCEDepes SN (=] Razcrbae Bana Use For AWE
Carmpus* 0z =] war
D | |Dest* 2194 ] e
Sub Dept 2035 [*] man
Schoal* 127 ™ Fuieight College of Arts & Sciances
C | [short Hames
Lang Mame=
Lang Mame 2
Description
Frogam [ il
Camp Purpaset |o5 IJ Scholarship
CRAE® IJ Capital - Endawimeant Resircbad

CFAE Sub* -IJ Student Firancial Aid
Restriction* =] ue Scholarship

Camment
Alpha Sort*
Endow Type » |ﬂ Permanent

Match Xref

L B — L LT v P

Group

Start Date* 01711/2006 | 1 Goal 1,000,000.00
Stap Date |

O —
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5. Enter your search string in either the Email Address field. Below we search for Jamie

Dixon. Use any other search blocks necessary

to limit your results.

w

1, Chooss a template (optional)
2. Select results format™®

3. Select output type*

4, Select additional criteria from page tres (optional)
5. Enter ariteria below and click Search

View Criteria || Clear |

Email Address
Email Status
Status Date
Email Type
Email Format
Email Code
Original Source
Change Source
Change Src Date
Failed Reason
# Bouncebacks
Fwds To Email
Comment
Start

Stop

Date Added
Date Modified

| Entity Lookup List

| Dizplay results

|Equal v (=] (ally

|Equa| - T ||]
ETT. =] cam
[Equal v =]

Equal A |- IE
Equal M (=] (am
Equal v (=] (am
Equal v (=] (am
|Equal v (=] (am
Equal r @|
Equal v (=] (am
Equal T

Note: Because this is set to Equal,
your search stream must be
perfect. You can change this
setting to Contains if you only
know part of the eMail address.

BEqual v |

Equal T |

GreaterThan | Y | |/ |/

[lessThankqu Y[ [/[ /]

[Equal v [
[Equal v [
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6. Click Search.
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7. Review search results.

ADVANCE Chris Farris [Logoff)
Rl A BN R LA

Home x| Lookup Results X

Saved Criteria..

Lookups Lookup Results Ac
Items to 5 of 35 uu.uu MNew Saarch Refine Search

Caontexts =
¥ Biographic ¥ Entity
* Event #| proposal 1#| prospect
* Gift -
» Prospect Tracking Contact Report Lookup List (1/35)
® Membership | Date 12/05/2018 T
® Resource !
* Miscellaneous Contacted Mr. Purpose  Stewardship
Add Person Credit Ms. Unit Walton Collage
Prospect Mame

Add Organization

e

Description Urban Leagus Awards Luncheon
[ Date 04/24/2018 Type Events
Contacted Dr. Purpose  Stewardship
Credit Mrs Unit Graduake School/Intl Educ
Prospect Mame Lucas [ C 7723; Fayettaville Campus )
Author
Description visit ak GSIE Geren Awards luncheon
[ Date 11/20/2017 Type Events

Contacted Dr, Purpose  Cultivation
Credit Dr, Unit Herors College
Prospect Mame
Author
Description AFP Lite Rock Award Lundh for NN Famil_

[ Date 11/16/2017 Type Events
Contacted Dr. J Purpose  Cultivation
Credit Dr. ] Unit Herors College
Prospect Mame

Author
Description AFP LitHe Rock Award Lunch for G Family

[ Date 11/16/2017 Type Events
Contacted Mr. mar Purpose  Cultivation
Credit Dr. Unit Herors College
Prospect Mame

author i
Description AFP LitHe Rock Award Lundh for GEEN F=rmily
el s QW
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