AT-A-GLANCE: IMPORTING ID’s INTO CLIPBOARD

WHEN To UsE ImporT ID FuNcTION —
Users are able to import lists of Entity or Prospect ID’s back into Advance via the | ID's To Import - Notepad
Clipboard Import ID function. Once the Advance ID’s are loaded back into clip- File Edit
board, users can select from the context sensitive report list and retrieve updated
information on the selected entities, such as updated address information, con- Undo
tact information, etc. Different types of ID’s can be imported back into Advance, %gégjﬁ
such as Prospect and Proposal ID’s. Importing ID’s back into clipboard and run- 513585 Cut

ning a context sensitive report from the clipboard application will automatically 126965¢ Copy

delete deceased or no contact requested entities. 123456
qu H 586803 Paste

258742 @
4 Select All
_

=

Format View Help

STeP 1: EXCEL TO NOTEPAD FORMATTING

Open Excel document that holds the Advance ID’s

Copy and Paste Advance ID’s into Notepad

*To access Notepad, right click on desktop, click New, click Notepad

Once Advance ID’s are in Notepad, ensure all spaces and words are deleted. Only
numbers should remain.

Save the Notepad file as a .txt odify Content in the Current Clipboard: [W[m][m m
Step 2: IMPORT ID’s INTO ADVANCE CLIPBOARD reate or Update a Saved ID List:

Log into Advance ork with & Saved ID List: | Load List || Merge List || Intersect || Exclude |
Go to Clipboard |

Click Import List Import Clipboard File Close
Click Browse

Find .txt file on your computer
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Click Import New :
The Advance ID list should now be visible in the clipboard application C-\Users'soc31\Deskil
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STeP 3: RUN A REPORT OR SAVE A CLIPBOARD

Now that the ID list is imported back into Advance, users can run any context
sensitive report by clicking on Actions - Reports or save the clipboard by clicking
on Save.
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