How To Look Up Contact Reports by TEXT

Ver. 1.1

2/5/2019

1. Log in to Advance.

2. Click on the Binoculars (Lookup Tool.)
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3. Choose Prospect Tracking from the Navigation Tree.

ADVANCE / Chris Farris [Logoff]
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‘M Lookups - Bio - Entity  x

Lookups Lookups
1. Choose a template (optional)

Saved Criteria./. 2. Select results format™ | Entity Lookup List v
® Biographic 3. Select output type™ | Display results v |
™ Event 4, Select additional criteria from page tres (opticnal)
* Gift 5. Enter aiteria below and dlick Search
» Membership | Wiew Criteria | | Clear |
® Resource oy
®* Miscellaneous

Add Person

Add Organization AlLID | Equal M |

|| 'Sounds Like'
Last/Org Name Beginswith ¥ | |
First Beginswith ¥ | |
Middle Beginswith ¥ | |
Name Type Equal v |E| (all)
Record Status Equal v |z| (i)
Primary Record Type Equal v |E| (i)
School (Equal 7| =] @n
Class Equal bl |
Solicit Cntrl (Equal 7| (=] @n
Lookup | Equal v (B
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4. Change results format to Contact Report Lookup List.

ADVANCE

\..a-s L L

Chris Farris [Logoff]
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Lookups

Saved Criteria...
¥ Biographic
® Event
* Gift
¥ Prospect Tracking
Assignment
Benefidary
Category
Contact Person
Contact Rpt
Cntract/Grant
Demographic
Evaluation
Interast
Mote
Phil Affnty
Program
Proposal
Proposal Purpose
Prospects
Security
Stewardship
Task
Wealth [ Assets
* Membership
* Resource
® Miscellaneous
Add Person
Add Organization

‘ Home x| Lookups - Prospect Tracking - Contact Rpt =

Contact Report
1. Choosa = template (optional)

2. Seledt results format™
3. Select output type®

4, Select additional critaria from pags
5. Enter criteria below and dick Search

| Contact Rehort Lookup List

| View Criteria || Ciesr

Contact Report Allocation Lookup 4

Allzcation Steward
Assignments Lookug\List
Awards and Honors Lgokup List
Bic Interests Lockup L
Children Lookup List

Comments Lockup List
Committee Lookup List
Committee Crwners Lookug List
Committee Particip Lookup
Committee Roles Lookup L

ity

Contact Person Lookup List

Help @

[Equal ¥ (=] (amy
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Contains v |
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5. Choose Contact Rpt from Navigation Tree.
ADVANCE Chris Farris [Logoff]
OIRCN . N . N7 R e
‘ Home x Lookups -fProspect Tracking - Contact Rpt =
Lookups Contact Report Actions
1. Choose a template (optional) v
Saved Criteria... 2. Select results format* | Entity Lookup List v
® Biographic 3. Select output type™ | Display results v
® Event 4, Select additional ariteria from page tree (optional)
* Gift 5. Enter criteria below and click Search
¥ Prospect Tracking
Assignment
Beneficiary Contact Report
Category Contacted Equal i Q
pntact Person
Contact Rpt Name (Contains ¥ |
Cntract/ Grant Contact Type Equal [ |E| (all
Demugr_aphic Purpose Equal v =] @l
Evaluation Unit Equal = |E|
Interest _ I—H—I (all)
Note Contact Credit ID lLI t g |E|
Phil Affnty Program Equal v (=]
Program Author Equal v g [=]
Proposal .
Proposal Purpose Joint lLI |E| {all}
Prospects 2nd ID Equal b Eg
Security Contact Date Equal v @|
Stewardship Initiated By Equdl = lzl
Task {all)
Wealth/Assets Outcome Equal v (=] ()
» Membership Attitude Equal v (=]
* Respurce Description Equal v | |
* Miscellaneous Rep ID Equdl = 9
Add Person
Add Organization Rep Name Contains ¥ | | |
Rep Type |Equal v (=] a)
Comment Equal b | |
Text Contains M| |
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6. Enter your search string in either the Text or Comment fields. (One will search the

Text, the other will search Comments.) Below we search for “awards luncheon.” Use

any other search blocks necessary to limit your results.

ADVANCE Chris Farris [Logoff]
-~ . ) R, —
Tv@oB@T Ce@e
Home = | Lookups - Prospect Tracking - Contact Rpt %
Lookups Contact Report Actions
—_— 1. Choass a template {optional) v
Saved Criteria... 2. Select results format™ Contact Re Lockup List T
» Biographic 3. Salect cutput type™ | Display results T
: (E;;"t 4, Select additional criteria from page tres (optionzl)
¥ Prospect Tracking E. Enter critaria balow and dick Szarch
Assignment View Criteria
Benefidary
Category Contact Report Help =)
e
Cnl:ract‘fGr:nl Name Contains A | |
Demographic
Evaluation Contact Type [Eqal ¥ =] fany
Interest Purpose Equs! L -
= _ [Epml  ¥] (=]
Phil Affnty Unit [Epal 7] (=]
Program Contact Credit ID  [Equal 7| Q=
Proposal
Proposal Purpose Program [Equal ¥ ||E| [E0)]
Prospects Author Equsl v Q)=
Security .
Stewardship Joint Equal ¥ =] iy
Task 2nd ID Equal v 0
Wealth Assets
» Mzmbezrship Contact Date [Equel 7| |;|
® Resource Initiated
¥ Miscellaneous " By Equal Y IEI {=ll)
Add Person Dutcome Equal hd |E| (=il
Add Organization Attitude Equzl = |E| ey
Description Equal v |
Rep ID Eng v O
Rep Name Contains v |
R L :_“[“"'—: i': LE)]
Comment Equal A |
Text Contains ¥ |Eards|und‘leun

7. Click Search.

5|Page




How To Look Up Contact Reports by TEXT

Ver. 1.1

2/5/2019

8. Review search results.

ADVANCE

w o8 [

Chris Farris [Logaff]
wee
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Home x

Lookups

Lookup Results X

¥ Biographic
* Event
* Gift

* Membership
* Resource

Add Person

Saved Criteria..

¥ Prospect Tracking

¥ Miscellaneous

Add Organization

[l Entiby

#| proposal 1#| prospect

Contact Report Lookup List (1/35)

Type

Type

Purpose
Unit

Description visit ak GSIE Geren Awards luncheon
Date 11/20/2017 Type

Purpose

Unit

Author
Description AFP LitHe Reck Award Lundh for S = mily

... Date 11/16/2017 Type

Contacted Dr. Purpose
Credit Dr,| Unit
Prospect Mame

Author
Description AFP LitHe Reck Award Lundh for Sl =mily
Date 11/16/2017 Type
Contacted Mr, nhamar Purpose
Credit Dr,| Unit
Prospect Mame

Author

AFP LitHe Reck Award Lundh forplaem=mily

lx:- 5 of 36 uuuu

Lucas D & Janet H, Parschi7723: Fayetteville Campus )
Author

Loockup Results Actions
Ibemslx:-EuFEIG uuuu Mew Search Refne Search

Events

Stewardship

Graduake School/Intl Educ
Mr= S

Ewenks
Cultivation
Herors College

Cr. "

Ewenks

Cultivation

Herors College
Cr. M

Ewenks
Cultivation
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