
How to Add Non-Advance Entities to an Event 

Ver. 1.0 

17January2018 

1 | P a g e  
 

Occasionally a person will attend an Event who is not in the Advance system. There are 3 ways to handle 
these persons: 

METHOD 1: THE INSTITUTION BELIEVES THAT THE PERSON MAY EVENTUALLY BECOME A DONOR AND WISHES TO 

ADD THEM TO ADVANCE. 
• Request that they be added to Advance by sending an email with all relevant information 

to records@uark.edu. 

 

  

mailto:records@uark.edu
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METHOD 2: THE INSTITUTION DOES NOT WISH TO ADD THE ATTENDEE TO ADVANCE AND 

THE ATTENDEE WAS INVITED BY A GUEST WHO IS ALREADY IN ADVANCE. 

Scenario: Harold H. Hartman has invited Ronald McDonald to a Tailgate event. Daniel is 
in our Advance system. Ronald is not. We do not want to add Ronald to the Advance 

system. We will, instead, add him to Daniel’s record of participation. 

 

1. Open the Event in Advance. 
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2. Choose RSVPs/Registrants from the Nav Tree. 
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3. Find the Guest (with Advance ID) that you would like to add the non-Advance ID 
person to. We’ll use Mr. Harold H. Hartman .  

Scenario: Harold H. Hartman  has invited Ronald McDonald to a Tailgate event. Daniel is 
in our Advance system. Ronald is not. We do not want to add Ronald to the Advance 

system. We will, instead, add him to Daniel’s record of participation. 

4. Click on the ellipses  to the left of Mr. Harold H. Hartman . 

 

 

5. This will open the Participants screen. 
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6. From the participants screen click New in the top blue bar.  
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7. Enter the Participant Name and any other relevant information. 

8. Choose the Guest box . 
9. Use the drop-down box to choose Guest of (in this case Mr. Daniel V. 

McClelland. 
10. Use the Guest Relation drop-down if needed.  

 

11. Click Save from the blue bar.  
12. Ronald McDonald will now appear under Harold H. Hartman ’s name. 
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13. Return to the Event page. 
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NOTE: THE FOLLOWING STEPS ARE NOT REQUIRED IF ALL ATTENDEES HAVE 
ALREADY BEEN RECORDED AS PARTICIPANTS 

14. Select Participation Update from the Nav Tree. 
15. Select the checkboxes beside the attendees that need to be made Participants. 
16. Change the New Participation Status* to Attended (with prior registration) or 

Walk-up. 
17. Click Update from the blue bar.  
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18. Click OK to the Mass Status Update request. 
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METHOD 3: THE ATTENDEE WAS NOT INVITED BY ANOTHER GUEST AND WE DO NOT WISH TO ADD THEM TO 
ADVANCE BUT WE DO WANT TO RECORD THEIR ATTENDANCE. 

Scenario: Mrs. Wendy Arby has decided to attend one of our events. She is NOT a guest 
of an existing Advance entity and we do NOT want to add her to Advance. 

 

1. Open the Event in Advance. 
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2. Choose RSVPs/Registrants from the Nav Tree. 
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We are about to add the Alumni Association as an attendee at the Event. We are doing 
this only so that we can make all of our non-Advance attendees (like Mrs. Wendy Arby) 

guests of the Alumni Association. 

3. Select New from the blue bar.  
4. Find the Alumni Association Entity ID using the Person block in the top left. 
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5. Click Save from the blue bar.  

 

6. Return to the Event and choose RSVPs/Registrants from the Nav Tree.  

We are doing this confirm that the Alumni Association has been added as an attendee. 
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The following steps are the same that we follow for tying a guest to an existing Advance 
entity. 
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Scenario: Mrs. Wendy Arby has decided to attend one of our events. She is not a guest of 
an existing Advance entity and we do not want to add her to Advance. 

1. Click on the ellipses  to the left of Arkansas Alumni Association. 

  

2. This will open the Participants screen. 
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3. From the participants screen click New in the top blue bar.  
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4. Enter the Participant Name and any other relevant information. 

5. Choose the Guest box . 
6. Use the drop-down box to choose Guest of (in this case Arkansas Alumni 

Assocation.) 
7. Use the Guest Relation drop-down if needed.  

 

8. Click Save from the blue bar.   
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9. Wendy Arby will now appear under Arkansas Alumni Association. 
10. Return to the Event page. 
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NOTE: THE FOLLOWING STEPS ARE NOT REQUIRED IF ALL ATTENDEES HAVE 
ALREADY BEEN RECORDED AS PARTICIPANTS 

11. Select Participation Update from the Nav Tree. 
12. Select the checkboxes beside the attendees that need to be made Participants. 
13. Change the New Participation Status* to Attended (with prior registration) or 

Walk-up. 
14. Click Update from the blue bar.  
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15. Click OK to the Mass Status Update request. 

 

 


	METHOD 1: The institution believes that the person may eventually become a donor and wishes to add them to Advance.

