AT-A-GLANCE: CLIPBOARD & CONTEXT-SENSITIVE REPORTING
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WHAT Is CLIPBOARD? ARl @ T Qe

Clipboard is the list management feature in Advance. Clipboard allows
lists of entities to be organized, combined, saved and maintained. Clip-
board lists can remain private or can be shared with other Advance users.
Never delete Entity ID’s, Prospect ID’s or Proposal ID’s from an Advance

Excel export. These ID numbers can always be imported back into Ad- Lookups

You have entered 5 diteria. Your search resulted in 146 records.

vance using the Clipboard Import feature. Once imported, a user will be saved Criteria.. The number of records may delay the time to display them. Consider selecting a different output type.

o . .
able to run context sensitive reports and receive the most up-to-date data . ographic Display results/Open on exact match v

directly from Advance. To access the clipboard feature, either hit F4 or ® Prospect Tracking Display results/Open on exact match ew Search ] [ Refine Search ] [_Cof
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click on the clipboard Icon. Add Organization Shaw count

B Print results
Entity Update
View Updates Copy to Clipboard/Replace

UsiNnGg Lookups To CReATE A CLIPBOARD iy oy
Perform an entity lookup using the Lookups icon on the main menu.
After Advance has executed the search and has generated a list of results, cipboard
select the drop down arrow and select Copy to Clipboard/Replace then I Modify Contentin the Current Cipboard: - [New | Delste ][ Clear ) _Ciear A1 ][ Import List |

hit Continue. Selecting Copy to Clipboard/Replace will ensure the system Rction 1 Creseor U aSaved D st

clears a user’s current clipboard so as to not merge two search results to- Contact Report tiercuitha ssved iDLt (Lomouist J[_merge List [ intersect ][ Excluce |
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gether. The search results have now been copied to your clipboard. Open Matching Gift

Primary Gift

up clipboard by selecting the clipboard icon on the main menu, or hit F4 Primary Pledge rems 1|10 15055 () () (0 QD
pis]

Proposal
on your keyboard. Prospect
» Biographic JuditAndai,L.C.S.W‘,P.S.Y.D
* Allocation 26165 Mrs. Althea Lynn Avery-Johnson

RUNNING CoNTEXT SENSITIVE REPORTS FROM CLIPBOARD
1) Open your list in Clipboard or perform a lookup and select an output
type of ”Copy to Cllpboa rd/RepIace” if you wish to overwrite any existing This is the list of reports that apply to your current context. When you run a report from this list, the report
ID’s on your clipboard. To combine the current lookup with an a clipboard generated wil be for the spedfic records you are viewing.

that is already populated, select “Copy to Clipboard” which will merge the * P =Print Report

. * D = Download Report
two lists together. s C =Clipboard Report

2) Open the clipboard list you wish to report on, and select Reports from

. . . . . . it Name Description
;he Acttlons menu. This will display the list of available Context Sensitive - A User Refrcsh ) R eshes dota fom the AF Uber
eports.

Basic Entity Info Report (D) Basic Entity Info Report

- Basic Entity Info Report (F) Basic Entity Report
3) Select which Context Sensitive Report is relevant to your needs. Click | Enti Basic Enlity Information - Al Yersion (D) ey A A Ter

the ellipsis button to run the selected report. Context Sensitive Reports - Basic Entity Information - Alt Version (P) Basic Entity Information - Alt Versi
produce three output types: (P)- PDF Style Report, (D) - Excel Spreadsheet, ...| Enti Bio w/ Giving (SP111) (D) Bio w/ Giving Download
(C) - Clipboard (will send your results to a clipboard). - Bio w/ Giving (SP111) () Bio with Giving (SP111) Report
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