AT-A-GLANCE: SAVING & MoDIFYING CLIPBOARDS
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directly from Advance. To access the clipboard feature, either hit F4 or
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To save a Clipboard, click Save on the form header or hit F8 on your 12c17 Mr, Michae! P, Elerivate
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30 days. If your clipboard is coded Permanent it will not be deleted. Ztst“:;te (/DD YY)
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users you must make them public by unchecking the Private box and Active
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HOW TO FIND & MODIFY A SAVED CLIPBOARD . Modify Content in the Current Clipboard: mmmmm
To modify an existing clipboard, open up the clipboard application and Create or Update  Saved 0 List: T ]
click on the Load List button to open up your saved list. Selecting List _ o —
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Headers will provide you with a listing of your own saved clipboards. —
Once the Load ID List screen appears, find the list you wish to open. Click Entity Clipboard (0 Actions Help &
on the ellipsis to load the list or click on the icon under the View column
to view the list in entity lookup results format. You can sort the clipboards
by any of the column headers (i.e. Name, Type, Owner). Make sure to save
your changes when modifications are complete by placing a checkmark View Name __ Category ID Count.
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How To DEeLETE A CLIPBOARD

We ask users to periodically review their clipboards and send an email to

advancetrainer@case.edu with the list of clipboards they want deleted. Click the Ms. Nida R. Bak  Temporary List
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