How To Look Up Gifts using COMMENTS

Ver. 1.1

2/5/2019

1. Log in to Advance.

2. Click on the Binoculars (Lookup Tool.)

ADVANCE Clear Local Storage (TMS) | Purge Cache  Chris Farris [Logaff]
A . —— R = - —
@ ln Qe
‘ Home =
Home Home Actions
You are logged on as Mr. Christopher Farris on the ADVTRAIN databass. Welcome to Advance. Today is
* Annual Fund Maonday, February 04, 2019.
* Gift & Bio Tasks (50402)
Alerts/Messages
Scheduled N Task Statw
Change Password : u ame as 5

.| 10182008 (I Solicitation Plan  Cancelled e

Undergraduate Giving Statistics (100516)

Last Fiscal Year This Fiscal Year

1| Page




How To Look Up Gifts using COMMENTS

Ver. 1.1

2/5/2019

3. Choose Gift from the Navigation Tree.

ADVANCE

L2080

ol

Chris Farris [Logoff]

Cue

Lookups

‘ Home x Lookyps - Bio - Entity =

Saved Criterigl..
® Biographic

>

> cift >
® Prospect Tracking
® Membership
® Resource
®* Miscellaneous

Add Person

Add Organization

Lookups

1. Choose a template (optional)
2. Select rasults format* | Entity Lookup List hd
3. Select output type™ | Display results v |

4, Select additional criteria from page tres (opticnal)
&, Enter criteria below and dick Search

| \iew Criteria || Clear |

|| '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 Select results format* to Gift Transactions Lookup List.

\

ADVANCE

Chris Farris [Logoff]

T MMo@ [ U@

Lookups

Saved Criteria..
¥ Biographic
® Event
¥ Gift
Ack
Allocation
Allocation Financ
Allocation Stew

Allocation Beneficiary

Home x| Lookups - Giff x| \Aallocation Stewardees ¥ || Giving Views ¥ | Gift Overview %
nna L. Epley CGA Mo. 4 (5... Mrs. Donna Eple... Receipt #2036604...

| Entity Lookup List

[roc - Lookup List for Entities

4. Select additional Yiteria from page | Doc - Lookup List for Events

Doc - Lookup List for Gifts

Droc - Lookup List for Memberships
Doc - Lookup List for Pledges
Droc - Lookup List for Prospects —
Cues Payment Lookup List Help =
Employment Lockup List

Appeal Header Entity Lookup List
Appeal Allocation Account| Equal Evalustion Lookup List
Gift Club Al 1o School Event Lockup List
Gift Code Gift Acknowledgment Lockup List
Donor Summary Special Gift Appeal Lookup List
Gift Campus Gift &pp=als Header Lockup List
Giving Total pu it Club Memb Lockup List
Matczing U::m Anon 3 Giving Transactions Lookup List
Matching Gi Institution Lockup List
Matching Gift Ack Pledge Payment |[Equal 1 Irvitee Lookup uzt
MG Code Type Equal Y Mailing List Lockup List
Pledge Tender T r-'lat:hin? Gift Acknowladgment Lookup List ™
Pledge Ack
Pledge Code Fee Equzl v (=] (amy
Premium
Reemanition Listing Entity Type [Eqal ¥ [[ =]
Rec Listing Honoree Assoc Code ILI |E| {ally
ment
e e Type Department  [Equal Y| =]y
P Prospect Tracking Sub Dept [Equal v =] (i
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5. Change search box from Equal to Contains.

4| Page

Gift Actions

1. Chooss = templsts {optional) 1 ¥
2. Select results format™ | Giving Tfansactions Lockup List v
3. Select output type™ | Display fesults v |
4. Select additional criteria from page tres {optfonal}

E. Entter criteria below and dick Search

Allocation Code Equal v |_ Eg

Allocation AccountiEqual v ||

Allocation School [Equal ¥ || | [=] (amy

Special Equal b |_ IE‘ {all)

Ca [Equal hd || ||E| (=l

Anon |El-ﬁ|—'||_ [=] (=l

Pledge Payment | Equsl v |_ |E| [y

Type [Equal ¥ ][ [=] fany

Tender [Eqml ¥ | [=] famy

Fee [Egal ][] [=] (amy

Entity Type [Eqal ¥ (=] (any

Assoc Code Equal L L |E| (&l

Departmeant [Equal ¥ [=] famy

Sub Dept Equal v [=] (&

Receipt Mumber Equsl v |_

Batch # Equal v |
Check # Equal v

Appeal Equal T g

Giving Appeal Equsl v g

Memb Appeal Equsl v E

Amount ET I | |

Assoc Credit Amt Equal v

Year of Giving Equal i

Date of Record | Equsl | [

Date Added =

Depasit Date |;|

ransmi Greater Th

T * Less 'Il'yl'ﬂn B IE‘ (=i}

Reporting Mot Equal [=] (=l

Greater Than Efual -

o Leas Than 2l —1= @)

RecProject Like (=] Gany

Referance 1 Bagins with |

Ends with

Reference 2 Contains W |
Comment Equsl v | |
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6. Enter your search string in the Comment field. Below we search for “maturity.” Use

any other search blocks necessary to limit your results.

Lockups Gift Actions
 — 1. Choose a template (opticnal) v
Saved Criteria... 2. Selact results format™ [ Giving Transactions Lookup List v
* Biographic 3. Select outpur yp=* [ Display results T
» E1!renl 4, Salect addidonal criteriz from page mee (optional)
"'GT"‘; 5. Enter eriteria below 2nd click Sezrch
Allocation
Allocation Financ
Allocation Stew
Allocation Beneficiary Allocation Code | Equal v Q
Appeal Hesder Ead ¥| __ §
Appeal Allocation MI'.‘M.IIII?I EE| v
Gift Club Allocation Schoal | Equal v -
Gift Code ) (=]
Donor Summary Special [Egal ¥ |E| (all)
Gift | Campus Equal v =] tay
Giving Tokal
Matching Claim Anan [Eqal V| (=] caly
Matching Gift Pledge Payment [Eqal 7| (=] fall
Mo cage TR Tvpe Epal v] = @
Pledge Tender Equal v (=] fall
Pledge m Fee Equal v (=] faly
Premium Entity Type [Eqal 7| |E| (all)
Recognition Listing Assac Code Equl v (=] (i)
Rec Listing Honores
Segmt"g Department  [Equal V| B
Tender Type Sub Dept Equal v (=] faly
: pmspll::rts ;radcing Recsipt Number |Equal v |
Mem| ip
* Resourca Batch # [Egal 7| |
» Miscellaneous Chedk # Equal v |
Add Person A 1
Add Organization Eqal V] 4Q.|
Giving Appeal Equal v qQ
Memb Appeal Equal v f‘;
Amount Eiqual A
Assoc Credit Amt | Equal v
Year of Giving Equal v
Date of Record | Equal v =
Date Added Equal v =
Deposit Date Equal v =
Transmit [Eqal ¥ (=] fall
Reparting [Eqal ¥ (=] fall
LM [Egal ¥ (=] (i)
Rec Praject Equal v =] tay
Refarence 1 Equal v |
Refarence 2 v .
Comment Contains ¥ || maturity
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7. Click Search.

8. Review search results.

6| Page

|...|Receipt # 20305128

|| Receipt # 20154531

|...|Receipt # 20214515

- Receipt # 20212515

Lookup Results

Donor

Date 11/12/3010
Type PG Life Income
Tender  Cash or Check

Batch # 55035

Donor

Date 10/04/2012
Type PG Life Income
Tender  Cashor Chack

Batch # 45397

Danar W
Date ]

Type PG Life Income

Tender  Cash or Chack

Batch # 43491

Donor [
Date 08/22/2011

Type PG Life Income

Tender  Cash or Chack

Batch # 434391

Donor

1853)
Date 08/22/2011
Typa PG Life Income
Tender  Cash or Chack

Iems[l  [wEcf6 W

110, 040:0.00
AllocSchool  Fulbright Callege of Ans & Soiznces

Allocation (NN - 12

Year of Giving 2013

Amount 20,000.00

Soft Credit  20.000.00

Alloc School  Fulbright Collage of Arts B Sdences

Allocation [
Aninuit

Year of Giving 2011

Amount 0.00

Soft Credit 110, 000,00

Alloc School  Fulbright College of Arts B Sdences

Allocation = RN V0. §

Year of Giving 2012

Amaount 0,060

Soft Credit 80,000.00

Alloc School  Vice Chancellor for Acvancement

Allocation E I 1. &

Year of Giving 2012

Amount 80,000.00

Soft Credit  80,000.00

Alloc School  Wicz Chancellor for Advanczment




