


OBJECTIVES

• Learn how to navigate the web interface of the 
Advance database

• Learn how to do lookups to find entity Biographic, 
Gift/Pledge, and  Prospect information



WHAT IS ADVANCE FOR THE WEB?

•Thin-Client, i.e. no install required, any machine can run application

•Data divided into five subsystems:  Biographic, 
Gift/Pledge, Prospect, Membership, and Events.

• All users have inquiry rights (unless text is secured by 
end-user who entered the data)

• Remember, all data in the system is confidential.



WHAT IS CONFIDENTIALITY?
Advance is a licensed database system used to maintain alumni and 
donor records at the University of Arkansas at Fayetteville and 
Agricultural Development Council. Advance is the sole property of the 
Division of Advancement at the University of Arkansas and University 
System Division of Agriculture. These divisions reserve the right to 
authorize or deny access to Advance to ensure confidentiality of the data 
contained therein. Users of Advance are expected to abide by the Code 
of Computing Practices for the University of Arkansas. Supplying your ID 
and password to enter the Advance system indicates that you have 
read and understand the Code of Computing Practices and that you 
will use Advance for only lawful and intended administrative 
purposes.



WHAT IS IN EACH ADVANCE SUBSYSTEM?
• Biographic:  Categorize and describe entities based 
on interests, locations, affiliations, etc.

• Giving:  Create and maintain giving history and 
allocation (account) details; generate receipts    
and acknowledgements.

• Prospect Tracking:  Maintain and monitor major 
prospect activity and contacts. (Fundraisers)

• Membership:  Manage Alumni memberships and  
maintain member history.

• Events:  Maintain event planning information and  
event invitation lists. (Alumni and Colleges)



THE ENTITY
•Starting point for all tracking and management in Advance.

•Advance term for a person or organization in the database.

•An entity can be any type, e.g.  Alumni, Friends, Parents, 
Students, Corporation, etc.  (Distinguished by Record Type 
codes, more on that later)

•Each entity is assigned a unique identifier called an Entity ID.  
For entities converted from Ascend into Advance, their ISN 
number became their Entity ID number.

•Entities who are identified as Prospects will also have at least 
one unique Prospect ID number.



LET’S GET STARTED…

Logging into 
Advance



THE LOGIN URL

aits.uark.edu



ADVANCE SYSTEM LOGIN



IDS AND PASSWORDS

•Your Advance ID should be your UARK ID (the part of your email 
address that comes before the @)

•Your Advance Password is uark01 

•For example, jsmith@uark.edu would be setup with a username 
of jsmith and a password of uark01 

mailto:jsmith@uark.edu


HOME PAGE

• Quick access to key areas of 
Advance

• Configured to meet the needs of the 
majority of people in your profile 
group.



PAGE ARCHITECTURE

Page
Tree 

Also called 
“Navigation 
Tree” or 
“Nav Tree”

Main Menu



The Main Menu

•Home – Quick link to the home page
•Go To – Quick access to other forms/pages in Advance
•Lookups – Find a person or account (allocation)
•Last Viewed – Most recent screens searched
•Reports – Links to standard Advance reports
•Help – Links to on-line “help” for instructions on the use of 

applications and forms.
•Close All – Closes all currently open applications
•Back/Forward – Application navigation
•Refresh – Refreshes current page
•Logoff – Logoff the current session



HOME PAGE – PAGE TREE SHORTCUTS
The Page Tree 
on the Home 
Page has 
Shortcuts to 
frequently 
accessed 
applications 
and reports 
lists.



CURRENTLY OPEN APPLICATIONS
• For easy access to previously viewed screens, you  
may have up to eight tabs open along the top of 
your page.



FIRST THINGS FIRST…
Change your password

•Click “Change Password” from the Home Page Navigation Tree.



TASK TIME

Login and Change your Password

Task 1

*Password cannot be longer than 12 characters



LOOKUP BASICS

• Allows users to query the database for a 
single record based on entered criteria.

• Based on the criteria, a list of records will 
be retrieved and displayed.



LOOKUPS, CONT.
Accessed by clicking the Lookups icon on the Main Menu



LOOKUP DEFAULTS
Default selections (shown in image) for:

•Template
•Results Format
•Output Type

•Use these defaults or select different values using the drop-down arrow on that field

•Note:  The template is what “drives” your search, meaning that it determines which search 
criteria display in the lookup and the format in which it will return results.  When you select a 
different template, the results format and search criteria fields will change accordingly.



LOOKUPS, CONT.
Some Lookups can 
query multiple 
forms.

For example, the 
Entity Lookup 
includes three 
forms:
•Entity
•Address
•Geo Code



LOOKUP OPERATORS
Operator Definition

Equal Data must be equal to the entered value
e.g. State = Arkansas

Greater than Data must be greater than the entered value
e.g. Amount > 1,000

Less than Data must be less than the entered value
e.g. Date of Record < 1/1/2001

Not Equal Data not equal to the entered value
e.g. Allocation Annual Indicator NOT= ‘Annual’

Greater than 
Equal

Data must be greater than or equal to the entered value
e.g. Class Year >= 1996



LOOKUP OPERATORS, CONT.
Operator Definition

Less than Equal Data must be less than or equal to the entered value
e.g. Date of Record <= 1/1/2001

LIKE Data compares partially to the entered value
Uses wildcards like % or *

Begins with Data begins with the entered value
e.g. begins with Ferg to search for Ferguson

Ends with Data ends with the entered value
e.g. ends with ville to search for Fayetteville

Contains Data must contain the entered value
e.g. contains belle
Try using contains if  ‘Begins With’ returns no results



ENTITY LOOKUP BY NAME
Consider the following when searching by Name

• Last, First, and Middle name fields look for that name element to appear in that field
• If you perform a search using the “first name” field, and it returns no results…

1. Try an alternate spelling (e.g. instead of Bill, try William)
2. Try inputting the first name in the middle name field.  It is common for people to 

use their middle name as a first name, and unless we have it recorded in the 
system as a first name, Advance will be unable to find it.

3. Try a combination of #1 and #2 above (i.e. input an alternate spelling in the 
middle name field)



ENTITY LOOKUP USING ADDRESS 
CRITERIAConsider the following when using Address search criteria

• Advance will search all active addresses for the search criteria you input

•If the address you are using is the entity’s “past” address, it is inactive, and therefore will not pull 
the entity in a search.  

•All deceased entities should have only inactive addresses, so do not use address criteria if you are 
looking for a deceased person.

•Selecting “Preferred” will only pull entities whose preferred mailing address match the other 
address criteria input.



LOOKUP QUICK TIPS IN HELP
Consult the Help system for 
more Lookup tips



RESULTS DISPLAY NOTES
Address displayed in Entity Lookup list will always be the 
preferred address, but…

•An entity with any active address row (whether seasonal, 
business, home, etc.) that meets the entered criteria (e.g. state= 
New York) will be returned.

•May appear to have incorrect results, but the selected entity 
has another address row with state=New York.

•The data qualifying the entity to be in the results set may not 
be the data that displays in the results set.



ENTITY LOOKUP RESULTS
Number of records returned 
displays along the Lookup  
Results header

VCR controls allow you to 
scan through all the records



RESULTS LIST NAVIGATION

Click the ellipsis or hyperlink to 
navigate to the Entity Overview 
screen

Navigate to a specific record by 
typing the corresponding item 
number into the VCR controls

Advance forward one page

Move backward one page

Jump to the first page

Jump to the last page



ENTITY OVERVIEW
•The Entity Overview screen is the first screen accessed 
from an Entity Lookup.

•The gateway screen that connects you to any 
additional “attributes” that an Entity may have.

•Attributes can be located in any of the subsystems, i.e. 
Biographic, Gift, Prospect, Membership, or Events.



THE ENTITY OVERVIEW

Entity Overview header shows:
•Preferred name and Entity ID

Each entity can have only one preferred name.  This is the name is displayed throughout Advance and 
pulled for any mailings sent to this entity. 

•Record Type
An entity can have more than one Record Type.  The value that displays first is based on the Record 
Type hierarchy.  Alumni is the highest value in this hierarchy.  Refer to Help system for more information.

•UA degree(s)
•Primary Affiliation

There are six affiliations considered “primary.”  Refer to Help system for more information.
•Alumni Membership and Chapter
•Hyperlink to Spouse’s Record
•VIP code if applicable

See Help for definition
•ADC code if applicable

ADC is the Agricultural Development Council



ENTITY OVERVIEW, CONT.

Clicking Google links will display map for Home and 
Business address.

Home and Business addresses, which are hyperlinked to the 
Addresses application.  Only one mailing address is marked 
“Pref.”

Preferred Email 
address, clicking 
here will launch 
Outlook to generate 
an email to the 
entity in view.



ENTITY OVERVIEW, CONT.
Prospect Summary Form

Hyperlink to Entity Overview for the Primary Manager 
assigned to this Prospect.

Hyperlink to Prospect record for this entity.



ENTITY OVERVIEW, CONT.
Giving Summary Forms

Clicking hyperlink on Last Transaction will 
take you to the Primary Gift Overview for 
this Gift transaction.

Primary Credit Giving 
Summary shows totals for 
all gifts for which this 
entity received legal 
credit.

Associated Credit Giving 
Summary shows all soft 
credit gifts for this entity.



ENTITY OVERVIEW, CONT.
Membership Summary Form

Displays Member Since year and current start date of current membership type.

If the entity has a Life membership, the Life Member Number will display 
towards the right of the form.



ENTITY OVERVIEW, CONT.
Contact Report List

Clicking the ellipsis takes 
you to the Contact Report 
detail screen for this 
Contact Report.

List shows all 
Contact Reports 
regarding this 
entity.



VIEWING ADDITIONAL BIO ATTRIBUTES
Expand the 
Biographic menu 
to view a list of 
entity attributes 
in the Biographic 
subsystem.

Numbers next to the attribute name indicate 
that this entity has X number of records on 
that form.



DOCUMENTS SCANNED FOR ENTITIES

The Documents 
link under the 
Biographic 
subsystem 
contains a list of 
all scanned 
documents that 
you have rights to 
view.

Columns can be 
sorted by clicking 
on the column 
header.  

Click on the icon in the View column to open the document.



EMPLOYMENT RECORDS 
Employment information can be “linked” to the employer’s entity record, if one 
exists in the database, or with the employer’s name only, if no ID exists for the 
company.



NAME RECORDS 
Advance allows you to track a variety of Name types, including:

•Primary Name* (This is the preferred mail name that is used in Mailings and 
displayed throughout the Advance system. This is the name type that is created 
when entering a new entity into the system.)
•Complete*
•Joint Combined Mailing Name* (If Married)
•Maiden Name
•Nickname
•Past Name
•Other Name

Name types noted by an asterisk (*) are required when adding a new Entity 
Record.



RECORD TYPES
•An entity’s “Record Type” tells you what “kind” of entity it is.  
•An entity can have multiple record types.
•There is a hierarchy of Record Types, which determines the Record Type that 
displays first in the Overview header.  The Record Type hierarchy is:



RELATIONSHIP RECORDS 
A variety of familial (and other) Relationships can be stored as Entity 
attributes in Advance.  Some common examples include:

•Marital relationships
•Parent/ Child relationships
•Sibling relationships
•Former Spouse relationships

Although all relationship types can be viewed on the Relationships 
application, the Marital and Child relationships must be maintained 
with special applications.

Special note:  If the Child is not an Entity in the database, then the 
Child relationship will not be visible on the Relationships screen.



GIFTS, PLEDGES, AND ALLOCATIONS

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart
http://classroomclipart.com/cgi-bin/kids/imageFolio.cgi?direct=Clipart/Money&img=24


THE GIVING SUBSYSTEM
An Entity’s 
Giving Summary 
screen can be 
accessed from 
the Entity 
Overview screen 
by clicking 
“Giving” on the 
Navigation Tree.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


GIVING VIEWS
Additional 
information 
can be 
accessed 
by clicking 
“Views” 
from the 
Giving 
Summary 
screen.  

Default view is a ‘simple transaction list.’

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


USING SIMPLE TRANSACTION LIST

Receipt # 
hyperlink 
takes you to 
the Primary 
Gift 
overview 
for this 
transaction.

Allocation 
Code 
hyperlink 
takes you 
to the 
Allocation 
Overview 
for the 
Allocation 
associated 
with this 
Gift.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


VIEWING ALLOCATIONS
•Allocations can be easily accessed from an Entity’s Giving 
history by clicking on the allocation hyperlink in any of the giving 
views or on the gift profile application.

•Allocations can also be found with the Gift-Allocation Lookup.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


ALLOCATION LOOKUP TEMPLATE
Change the 
template to Gift-
Allocation 
Lookup

Use Short Name 
or Long Name 
fields to find an 
account by its 
name



ALLOCATION (ACCOUNT) OVERVIEW
Allocation 
Overview 
header shows 
most information 
previously held 
on the L3 screen.

Allocation Financials displays information previously held on L11.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


ALLOCATION (ACCOUNT) DETAIL
Allocation Detail:

Displays ISIS Item Type 
and additional 
Constituent Unit and 
Account information

For Spending account, 
the cost center number 
will display towards the 
bottom of this page

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


ALLOCATION DOCUMENTS
The 
Documents 
link in the 
Allocation 
nav tree is 
where you 
will find a 
scanned copy 
of the Gift 
Agreement (if 
one exists 
and has been 
scanned for 
the 
allocation)

Click the icon in the View column to view the document

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


LABWORK

• Advance Introduction Workbook
• Lab 9



THE PROSPECT TRACKING SUBSYSTEM

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


THE PROSPECT TRACKING SUBSYSTEM
While active on the Entity Overview Screen, click “Prospect Tracking” to 
view the Prospect Tracking Summary application.  Can also be accessed 
using “Go To” PTSUM and the Entity ID.

Notice the Prospect ID number appears here.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


THE PROSPECT TRACKING SUBSYSTEM
Many, but not all, Prospect attributes are visible when you expand the 
Prospect Tracking subsystem menu.  

That’s because…

There are Entity level prospect attributes.

And there are Prospect level prospect attributes.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


ENTITY-LEVEL PROSPECT ATTRIBUTES
For example, all Assignments can be viewed at the Entity level.

Demographic 
screenings 
and other 
Evaluations 
are also 
Entity-level 
Prospect 
attributes.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


ACCESSING ADDITIONAL ATTRIBUTES

Click the Prospect hyperlink from the PTSUM 
application to view Prospect-level prospect attributes.

v

v

v

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


THE PROSPECT TRACKING SUBSYSTEM
The Navigation 
Tree on the 
Prospect detail 
screen shows all 
Prospect-level 
Prospect 
attributes, such 
as Proposals 
and Stages.

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


THE PROSPECT-ENTITY SCREEN
The Entity form on the Prospect menu shows the Entity ID for all 
associated Entities. 

http://www.gifart.com/cgi-bin/affiliate/clickthru.cgi/clipart


LABWORK

• Advance Introduction Workbook
• Lab 10



TRAINING CLASSES WE OFFER

Advance Introduction
Advance Contact Reports
Advance Events
Advance Codes
Crystal Reports Server
Notice of Student Support (NOSS)
using Perceptive Content



UPDATES TO ADVANCE

All updates to biographical 
information can be sent to 
records@uark.edu



CONTACT INFORMATION

Remember my contact info: 
Joshua Tipton
479-575-3516
tiptonj@uark.edu

Contact me if you forget your 
password and need it reset.

Contact me if you would like to 
request additional training.
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