How To Use The Clipboard In Advance

Ver. 1.1

3/7/2019

1. Log in to Advance.

2. Click Clipboard D from the Main Menu.
3. This will open the Clipboard window.

FIRST A GENERAL TOUR OF THE CLIPBOARD

Chpboard

Madify Content in the Current Clipboard: New | Delete | Clear | Ciear Al | import List
Create or Update a Saved ID List: u -

Work with a Saved 1D List: f: Load List | Merge List | Intersect | Exclude |
Wiew or Update a List Header: Lizt Headers

Entity Clipboard (50462) ()

SOME KEY FUNCTIONS OF THE CLIPBOARD DEFINED

A. New - This creates a row on the Clipboard and allows you to enter an individual Entity
ID manually. Like so...I have typed the ID 1931 into the box below.

Ik

= 3w

B. Delete - Use to delete individual entries on the Clipboard. Click to highlight the line
that you want to remove, then click Delete.

C. Clear All - Use to clear all entries on the Clipboard.

D. Import List - Use to import Entity IDs from a Comma-separated file (.csv). THIS IS THE
PROCESS THAT THIS FILE WILL STEP YOU THROUGH.

E. Save - Use Save to store the current Clipboard contents to Advance so that you may
use it over and over again. WARNING: IF YOU USE THE SAVE FUNCTION, IT IS YOUR
RESPONSIBILITY TO KEEP IT UP TO DATE. THIS CAN BE CHALLENGING AS ENTITIES
OFTEN NEED TO BE ADDED OR REMOVED TO YOUR LISTS.

F. Load List - Use this button to load saved lists. (See E. above.)
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HOW TO CREATE A .CSV FILE

. . : : X
1. Open .xls file with the list of Entity names in Excel .
2. Make sure that all Entity IDs are in Column A.

Insert Page Layout Farmulas Data Review View Developer ACROBAT @ Tel

“ - - —
D Jb Cut Calibri 11 A A | B= = LR %WrapTa‘t General
ER Copy -~

Paste B I -

= = = | e 3= = - &0
- ¥ Format Painter === £3E [ Merge & Center $ - 9% » %W

Clipboard F} Font IF} Alignment P Number

B15 - 3

A B c D E
[0000002034
(0000006656
[0000006657
0000006971
(0000008351
[0o00008352
(0000012499
[0000016406
0000016407
 [0000020798
[0000020799
0000024677
 [0000026323
14 [0000031468

r
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= e
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3. Make sure there are no sub-headers or a main header row. (This example has none. If
you have any, delete them.)
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4. Click on File in the top left corner.

Insert Page Layout Formulas Data Review View Developer ACROBAT

L %Cut

D E@ Co -
Paste icd B T
- ~ Format Painter

Calibri ‘Eﬁ'* %WrapTen‘t General

=
]

F=3= B Merge&Center - § - % * %

Clipboard Pl Font Ta Alignment Fa Mumber

B15 - I

A | B . C ‘D, E |
0000002034
'0000006656
[000000s657
'0000006971
[o000008351
'0000008352
'0000012499
[0000016406
'0000016407
) (0000020798
'0000020799
(0000024677
(0000026323
14 (0000031468

F
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5. Click Save As.

=
wmlHDLDml"-Jlmu'l-b-WMH

New c
EntitylDs_56

Open OneDrive - University of Arkansas » C5|
Save Protect Wo

Control what typ|
Save As Protect

Waorkbook ~

Save as Adobe
PDF
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6. Choose your save location.

©

Save As

New

% OneDrive - University of Arkansas Current Folder
Gt cmfarris@uark.edu -
CSV Files
Save OneDrive - University of Arkansas » CSV Files
6 OneDrive - Personal
Save As kali_farris@outlook.com Today
CSV Files
Save as Adobe @ Sites - University of Arkansas OneDrive - University of Arkansas » CSV Files
FDF cmfarris@uark.edu
" Last Week
Istory = .
E;I M e OneDrive - University of Arkansas
Print
== AddaPlace Personal
Share OneDrive - University of Arkansas » Personal
Export Browse Older
Background

Publish

OneDrive - University of Arkansas » Personal » West Port, City Of » B4
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7. Change your Save as type: to CSV (Comma delimited) (*.csv).
i / =

1.« Local Disk (C:) » /Jsers v cmfarris » OneDrive - Universityofﬁ\rkansas » SV Files - |$,-| | Search C5V Files L2
Organize v New folder / / = - (7]
-

/& OneDrive - Unive = pfme ate modified Type Size
% iCloud Drive

= ')E EntityID's_56.xlsx 1/26/2017 3:04 PM Microsoft Excel W... 12 KB
% iCloud Photos - . . .
InviteesList_25.xlsx 1/19/2017 10:56 AM  Microsoft Excel W... 14 KB

o Libraries
@ Documents

JD Music

(5] Pictures

E Videos

M Com puter

File nggne:  EntitylDs_56.xlsx

| Save as typel ‘Eucell Workbook i:.xlsui‘

Authors: Excel Workbook (*.xlsx)
" Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xlsh)
Excel 87-2003 Workbook (*.xls)
XML Data (*.xml)
Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*. html)
Excel Template (*.xitx)
Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*xdt)
Text (Tab delimited) (*.txt)
Unicode Texd (*.td)
Options XML Spreadsheet 2003 (*xml)
bl el 5.0:9

NV (Comma delimited) (*.csv)

‘f’.nd.}\s Formatted Text (Space delimited) (*.prn)
Zip File Text (Macintosh) (*:bd)

-

# Hide Folders

Account

Text (M5-DOS) (*.bet)
=) Save As CSV (Macintosh) (*.csv)
Zip File sV (MS-DOS] (*.CS\:":I

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.pdf)

XP5 Document (*xps)

Strict Open XML Spreadsheet (*xlsx)
OpenDocument Spreadsheet (*.ods)
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. Save
8. Click Sa\e\
l 1§ Save 4 | = |
). %€ Local Disk (C:) Ws v cmfarris » OneDrive - University of Arkansas » C5SV Files - |$,. | | Search C5V Files L |
Organize » Mew folder == @
& OneDrive - Unive » Name ° Date modified Type Size
& iCloud Drive L X i
— EntityIDs_20.csv 1/26/2017 3:07 PM Microsoft Excel C... KB
%/ iCloud Photos — -
i EntitylDs_56.csv 1/26/2017 3:05 PM  Microsoft Excel C... 4 KB
- Libraries
@ Documents
Az' Music
(&= Pictures
E Videos
1% Computer
£, Local Disk (C:)
5 Information Syst
ol Ziaemn s TINCW FRAL i
File name: EntitylDs_56.csv -
Save as type: | C5V (Comma delimited) (*.csv) VI
Authors: Debbie Putman Tags: Add atag Title: Add a title
Tools = Save ] [ Cancel ]

# Hide Folders

9. THE SYSTEM IS GOING TO ASK YOU SEVERAL TIMES IF THINGS ARE OKAY, KEEP SAYING
YES. Here is an example of one of those messages:

Microsoft Excel

B

Do you want to keep using that format?

@ Some features in your workbook might be lost if you save it as C5V [Comma delimited).

I fes I [ Mo

| |

Help

10. You now have a working .csv file.
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HOW TO IMPORT A LIST OF ENTITIES
FROM A .CSV FILE

1. From the Clipboard, click the Import Ljst button.

Clipboard
Madify Content in the Current Clipboard: New | Delete | Clear | Glear All ™ Import List
Create or Update a Saved ID List:
Work with a Saved ID List: | Load List | Merge List | Intersect | Exclude |
Wiew or Update a List Header:

Entity Clipboard (50462} (1/1)

2. This opens the Import Clipboard File window.
3. Click the Comma D;Iimited radio button.

Import Clipboard F.ie (20585)

' Tzb Delimited ® Comma Delimitad
|| First row is a header Ip

[ =
‘ Mo file chosen

| Import New || Import Append

\
4. Click Choose File.
5. This will open the Computer’s file search window. Like so:
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K517/ 1 » Crmtoche M. Fars » Oodine - Usnemity o At + €51 Fies

L ——

& eneymas £ p—
A Drabres - Uneweady of Askaron
& it P M o e
® Cloud Photos. - s
) tremyicn e
" ) sty St
S B T
o bhusc
e —
B e
M Computer
L eewuk i)
2 Infermation Syshem [\ Game'utes,_Depantment (F)
g G UDEV (M)

i BCizad Drnea [P
8 s Nipamo) (i)

e - (arwin

6. Find the file that you are looking for.

7. Click on the file %me, then click the Open button .
e LN L\

mv| . v Christopher M. Farris » DneDrive\niversi‘ty of Arkansas » CSV Files Search CSV Files »
-— - — — AN

Organize New folder \ \ =« 0 @

|4 cneyman *  Name Date modified * Type
&. i::f;l;eri;:nwersrty of Arkansas EntitylDs_20.csv 1/26/2017 3:07 PM Microsoft Excel C...
i EntitylDs_20.xls 1/26/2017 3:08 PM Microsoft Excel 97...

®) icloud Photos | %] EntitylDs_56.csv \ 1/26/2017 3:05 PM  Microsoft Excel C...
. i EntityIDs_56.xlsx 1/26/2017 3:04 PM Microsoft Excel W...
e Libraries InviteesList_25.xlsx 1/19/2017 10:56 AM  Microsoft Excel W...

@ Documents

* Music

[ Pictures

B videos

Lo Computer
&, Local Disk (C3)
o Information Systems (\\Gizmoudew\_Departments) (F:)
5 Gizmo-UDEV (M:)
& pCloud Drive (P:)
5o apps Ngizme) (W) Al L]

\
\
File name:  EntitylDs_56.csv - [&F“S(*-'? ']

[ open |v] [ cancel |

IMPORTANT: THE FILE YOU ARE IMPORTING MUST BE A .CSV (COMMA-SEPARATED FILE)
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8. You should now see your file on the screen prepared to upload.

Tab Delimited '®*' Commg/ Delimited

ID

/|| Import New || Import Append ||
/
9. Choose one of the thttons.

a. Import New < Import the tents of the file and overwrite everything on the
clipboard.
b. Import Append - Import the contents of the file and add it to the end of what
is already on the clipboard.
10. This will now give you a clipboard full of Entities like so:

First row is a header

Chooze File ||EntityIDs_55.csu |

Modify Conftent in the Current Clipboard: | New | Delete | Glear | Clear Al | ImporiList |
Create or Update a Saved ID List: ‘ Save |

Work with a Saved 1D List: | Load List | Merge List | Intersest | Excluge |
View or Update a List Header: ;' List Headers |

&l
= |Dr.

Tems/t  |to:S5ofss Uuufu

11. We have one last thing to check.
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12. Click the end VCR button to go to the last page of the Clipboard.

13. You are looking for this: A Invalid 1D

10| Page

510201
312193
516655
539216
349178
563858
371028
359101
619315
644736
705380 v

y

=
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14. Left click on the Invalid ID so that it is highlighted.
/

Clipboard A
Modify Content in the Current Clipboard: | nef | Import List |
Create or Update a Saved ID List: | |
Work with a Saved ID List: Load Lisf | Merge List | Intersect | Excluge |
View or Update a List Header: Lizt Hefaders

Enti phos (462
Ttems[46 | to 58 of 58 “@ u
D
487522 Qm
510201 Qlls
512193 Q|
518602 QJ
533218 Ql
549178 Q
553358 G
571028 _/3(| Mr.

539101 / Qo
519315 / Qlba
s [ Qi
|?€1538ﬂ ! Q| |ms
Q
T AT TR

/
15. Click the Delete button.

YOUR CLIPBOARD IS NOW READY FOR WHATEVER TASK YOU
NEED TO PERFORM NEXT.
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