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Preface

This isthe User Manual for matchlT version 5.2. See the Getting Started Guide for an

introduction to the main features of matchlT. For more in-depth information on some topics, refer
tothe Online Help.

Not all sections of this manual may gpply to your copy of matchIT. If you would like further
information about any of the modules you do not currently have, contact your supplier (see
" Contact Us" on page 173).



Preliminaries

matchIT Configuration

Hardware Requirements

For running matchlIT reliably, we recommend a PC with a minimum of a Pentium 1V or
equivalent chip with & least 512M B of RAM (memory).

See also: " Disk Space' below.

Activation

If you do not havean Activation floppy disk, you will need to contact your supplier for an
activation codebeforeyou can use matchl T to process anything other than the supplied example
data. An opportunity to enter acode is provided as part of the installation procedure, but it is also
possible to run the activation program after installation, by selecting Password A ctivation fromthe
Windows Sart menu.

Display Properties

If you find that some of the dialog boxes arenot fully visible after you have installed matchl T,
make sureyour screen resolution is set to at least 1024x768. In additiontothis, the Color Palete
should ideslly beset to either " High Color (16 bit)" or "True Color (32 bit)".

Disk Space

You need freedisk space of upto sixtimes thesize of daa file(s) that you are processing
(depending on what kind of processing you aredoing) plus 100M B. Thereare ways of
economizing on disk space, which your supplier can discuss with you in the light of your
particular requirements.

If you reformat your disk, plesse read "Moving matchlT to another PC" inthe Going Further with
matchIT Guide first.

See also: " Hardware Requirements' above.

Operating Sy stem
matchlT runs under Windows 2000, XP, & Vista.
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Installing

To install matchI T, plesse follow the instructions on the CD cover and inthe Getting Sarted
Cuide. matchIT will guideyou through the installation process. If this does not work, plessecall
your supplier for guidance (see "Technical Support" on page 171).

New Features

matchIT version 5.2 has meny new features available, including:

e Ability to work froma centralized file system (see Configuring Centralized Files in
matchIT on page 160)

¢ Incressed support for large Suppression files (see Support for Additional Suppression
Files on page 75)

e Added multi-level matching functionality (see M ulti Level Matching on page 101)
e Additional mailing exclusion tracking (see Non Mailable Records on page 46)

¢ Intelligent DataM erge enhancements (see Default Priority on page 92)
e Dataarchiving of amatchlT setup (see DataArchival of Jobs on page 16)
¢ Quality scoring on contact elements within a record (see Quality Scoring on page 144)
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Using Online Help

For Windows-style help while matchiT is running, access the Help menu. About matchlT will
display which version of matchIT is installed. Using the Windows-style help, it is possible to use
the contents or index tabs to find atopic and also search for a keyword.

See also:
o "Problens' onpage 166
o "FRurther Information" on page 172

Basic Navigation

Menus

Menus follow Windows standard usage. All of the toolbar icons are available via the menus, with
the exception of View Data which is also available as a hyperlink & thetop of the Information
Window.

Shortcut Keys

In the section which follows, the + symbol is used t0 mean pressing two keys & once for
example, Ctrl+End means "hold down the Ctrl key and pressthe End key".

Some functions do not require the mouseto find an option in the menu bar. Shortcut keys can
provide afaster method of acoess.

The keys are listed below:
e F1-—openthehelp file
o F3 - closethe current view and save changes
e ESC - closethe current window without saving changes
e CTRL+F—find
e CTRL+G-find again
o CTRL+C - copy
e CTRL+X-—cut
e CTRL+V —paste
e CTRL+Y —redo
o CTRL+Q — quit metchIT (fromthe main window)
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Additional Menu Options

matchIT displays various menus which depend on the particular activity that is taking place.

Some of the options on these menus are not always available —those that are not available appear
as "grayed out" (fainter).

The Toolbars

SEYY S A o X

matchl T's Main toolbar

Print Preview

=R

matchl T's Print Preview toolbar

The toolbars allow you to select the most common menu options with one mouse click. If any of

the icons are grayed out, either they are not availeble in your version of matchlI T, or the layout of
the Main File that you are using does not support that option.

To see wha each icon does, hold your mouse pointer over that icon until popup text appears.

Selecting Print fromthe icon in the Preview toolbar prints one copy of the whole report to the
default printer. If you want to print the report to aprinter other than the default printer, print
more than one copy or a page range, you should select a Destinaion of Printer fromthe
relevant reporting options screen, rather than print fromthe Print Preview toolbar.

Main File

Mast of the options fromthe matchlT main menu require aMain File to beselected. TheMain
Fileis a DBF file that usually contains name and address records in astructure prescribed by
matchIT. If aMain File is currently selected, its name and directory gopear a thetop of the
Information Window. If aMain File is not currently selected, a messagetotha effect appears
there instead.

If aMain File is selected but you want to select a different Main File, select the Open option
fromthe File menu or the" Open File" button. If aMain Fileisn't selected and you select an
option that requires one, the Open Main File option will automatically be presented.

You then see alist of filesto choose from, in the directory fromwhich you last selected aMain
File.

If the file has fewer records than "Max database size to display stats on info screen” (on page 13),
when you open theMain File matchIT will count the number of flagged records, salutations and
postcodes aredisplayed when the pointer is moved over the file's hyperlink, for display a thetop
of the screen— otherwise it displays " r/d' for these iterrs.
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Copying Main Files and Layouts

Copy Main File

You can select this option fromthe Tools menu to copy an existing File, including the records
within it. You may wish to do this to have both abackup and aworking copy of aMain Fileyou
havejust created. To enter aname foryour new File, click onthe'-! button to the right of the box
that appears. Aftercreating thenew File, matchl T will open it as theMain File.

Copy Main File Layout

You can select this option fromthe Tools menu to clone the layout of an existing Main File.
This option allows you to create anew Main File with the same layout as an existing one (but
containing no data). If no Main File is open, matchIT will ask you to select aMain File layout
to copy, then to enter the name for the new file.

Datacan then be imported into this new Main File by choosing " Import Records' fromthe
Import menu.

Closing Databases

matchIT automatically closes your currently selected Main File if any of the following are
selected:

e "CloseAll" fromthe File menu
o "Open" fromthe File menu, unless selecting " Open Second File"
e "SystemCommands' or" Daabase Utilities' fromthe Tools menu
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View Table

Fromseveral points in matchl T, you can view either your Main File (eg. via the hyperlink button
on the main screen) or other tables (from"View Table" under the View menu). This uses a

Browse window.
& Client_db =13
Addreszee Company Addregs1 ~
Joze ficevedo Mobeles 0 54 de Cv Hangar C-11
tdr C Steiner “wurn b anufacturing Incorporated Post Offie Box 3567
Miguel Robolledo Lopata 54 de C. V. Terminal de Aviacion General, Hangar B
Mr E Simmaonz wiood Air Holding Corp 2314 Martheast 49th Drive
Dr M Gundezen 107 Foster Hall
b Bruce shrens D Facific Enterprizes Suite 2300
Gail Francart Krohn-Plough Corp Ore Leda Farms
Matt K.aspar Awiation Services, Unlimited 14824 Bowe Road
Tadd Friedrich Thiel Sheriffz Dept 36430 Benson Ave
bdr ¢ Diapton Palmer Air Charters, Ine Suite 108
br K. Sipple Feider Companies Inc Poszt Office Box 56253
Michael Oreilly Anderzen & Lamb Inc 2300 Marie WICTORINADBCAZE
Jack Griffiths Tim Hortons Dont Ltd 2600 Serault
Riobert Decoster Heffrnanns Bow 907
Larry WWepenberg b chd ahion Furniture 2237 Colby Averue
Air Mech PO Box 37

Robert Hansen

Statewest Ailines Inc

4909 East McDowell Road

Joan Mueller Aiwest Helicopters, Incorporated 500 Marth Link Lane
WaLghn Wilkinson European Aircraft CO 2316 Baynard Boulevard
Charles Zemlow B 100 Corparation 500 Robert Jemizon Rd
G Underheim Jr TEC PO Box 260

tr Draniel McCarmack

The Keffer Management Company

8200 E ast Independence Boulevard

Mr & Mg J Christensen

205 Butler Street, SE

Mercantile Bank, Ma&

Post Office Bow 524

Wi G Sonata JPW Industries Inc Post Office Box 192610

tdr Phillip Poklasmy The Burke Group 1200 Ayr Parkway

Mr G Anderson Mobil 0il Canada 1160-1124 Aviation Park,

Carrie K.onrad Intergraph Corp Ore Madizon Industrial Park, w

L

The browse window displays the records in the selected teble.

Thefield containing the cursor will be highlighted, (ready for any cut, copy, or delete operation
that you might want to perform) after clicking in the window. Tab takes you to the start of the

next field, and Shift+Tabto thestart of the previous field.

When you have finished viewing (and possibly editing) thetable, Esc closes the window but does
not save changesto the field you are currently positioned on. F3 or closing the window with the
mouse saves changes to the current field as well asthe rest of the table.

When you arebrowsing atable, aTable menu gppears at the right hand end of the menu bar. This
menu allows a variety of options for data manipulation, positioning within the tableand for

controlling the view of thetable.

As with other Windows database goplications, you can re-size colurmns and drag columns within
the view, to position columns in the order tha you want to view them— this does not change the
underlying datebase structure. Altemaively, if you click on thethick black rectangle inthe
bottomleft hand comer of the window, the cursor changes to a"split" icon which allows you to
split the window into two panes, so that you can view widely separated columns simultaneously
without having to drag the whole of acolumn over.

If you see arecord that has been flagged but has not been physically removed (' packed"), it will

haveathick black rectangle at the extreme left hand end of the row.
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Performance Data

This isamenu option available fromthe View menu.

All Runs

During Import, matchl T writes a record of the key information conceming Import, matching, and
deletion (including theMain File name) to PERFORM .DBF in the Database sub-directory.
Selecting Performance Data, All Runs fromthe View menu allows you to view this teble, with
the most recent operation (i.e."run") at the top.

Since Last Import

During these steps, matchl T also writes acopy of the progress information gopearing inthe
Feedback Window to the PERFORM.TXT file in the samedirectory astheMain File.
PERFORM.TXT can be viewed by selecting Rerformance Data > Since Last Import fromthe
View menu. You must select aMain Filefirst.
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Setup Options

Introduction

matchlIT's options have all been combined into onescreen in version 5, which is acoessible from
the Jobs/ Setup menu.

Operational Options

& matchIT Options

Input ] Matching Operational File Locations Suppression Addressing
(lusecnein | 0 | import sampling? [IBrowse after adding Records?
|:| Prink Structure? Wait after Impart?
[ ]Prampt Checklist of Data? Shaw Startup Tips?
[CIMin, Mazx, Average Field Widths? ;
|Quist % | Sound Effects

[]5how print reminder dialogs?

Automatically assign DEF name?
. i 7 Advanced Options. ..

Discard Changes Save Changes

Use One in N import sampling?

Set this option ON to limit the import to an Nth sample of the input file. For example, set this
option to 1000 to import only 1in every 1000 records.

Print Structure?

Set this option ON to automatically display the M ain File Layout report before Import. This report
lists thedifferent field names in the DBF file that you are importing into, as well as the widths and
field types.

Prompt Checklist of Data?
Not availableyet. Will be included in afuture matchi T relesse.

10
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Min, Max, Average Field Widths?

Set this option ON to automatically display the M ain File Layout Field Widths report. This report
lists everything that the M ain File. Layout report does, but also displays the minimum, maximum
and average field lengths within your records.

Show print reminder dialogs?
Set this option ON to prompt for printing reports after preview.

Automatically assign DBF name?

Set this option ON to autometically assign a name for the DBF file at theend of the Setup Wizard,
in the same folder as the input file.

Browse After Adding Records?

Set this option ON to autormatically view the contents of theMain File that your datahas been
imported into, before keys are generaed.

Wait after Import?

If you tick the "Wait After Import" parameter check box matchIT will pause after Importing
records so you can choose whether or not to proceed to Find Matches and if so which Mach Keys
touse. If you leavethebox blank, matchIT carries on with matching automatically after Import,
using default Match Keys.

Show Startup Tips?

When you start matchlT for the first time, you will see astartup tips screen with several options,
oneof which govems whether or not that screen will be displayed next time. You can set this
parameter" On" so that you will see this screen when starting up, or " Off* to disable it.

Sound Effects

If you set the Sound Effects parameter to 'Off', matchl T will nat make any begps when displaying
error messages or when it has finished importing, matching and outputting records. If you se it to
'Quiet’, it will make a single beep for all occasions.

11
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Advanced Operational Options

@& Advanced Operational Options

| 1000 & | Progress interval [+] Log current record number?

Escape interval (seconds)

40 % | Default delimited width For ‘Wizard

25 % | Default delimited % margin for Wizard

| oo & | Size of file sample used by Wizard

| 25000 3 | Max database size to display skats on info screen

|‘|"ES w | Clean up kemparary files?

Cone

Progress interval

The Progress Interval parameter is an integer. Its value specifies the number of records to process
between updates of the progress information on the screen. At the end of each progress interval,
updates are written from a temporary buffer to the hard disk for the table being processed. Too
low a progress interval slows processing down.

Escape interval

To maximi ze the speed of the importation and deduplication, matchlT only checks for any
keyboard input fromthe user (to see if they have pressed escgpe to abort the process) & aset
interval. This parameter is thesize of that interval, in seconds.

Default delimited width for Wizard

When importing afile using the Setup Wizard, matchIT has to determine the widths of each field
into which the data will be placed. If the file has adelimited format (Comma or Tab delimited),
then matchlT assigns each field adefault width. This parameter governs that default value. The
exception is when the Intelligent Setup Wizard determinesthat afield is a postcodeor ZIP, or
when it gppears to be of afixed width inthe file sample.
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Default delimited % margin for Wizard

matchlT scans asample of your data and determines the maxlength for each colunmn, it then
factors in apercentageto incresse it by, to accommodate for any larger pieces of daathat may not
havebeen included in thesample. It's very similar to a margin of error when determining how
matchIT generates field widths.

Size of file sample used by Wizard

When importing afile using the Setup Wizard, matchIT shows you asample of your file to enable
you to identify the contents of each field. This parameter governs the size of this sample the
sample is taken fromthe beginning of afile.

Max database size to display stats on info screen

matchIT displays details about the currently selected Main File on the info screen, such as the
nurrber of flagged records, and the percentage of records which havepostcodes. If the file has a
large number of records, however, these details can take along time to calculate, making it
inconvenient when opening files. This parameter sets a record limit above which these details are
not artometically calculaed when opening a new file. This option cannot be set to lower than 100
records.

Clean up temporary files

This parameter govems wha matchl T does with temporary files when it closes down. If this
parameter is set to "Yes' then matchIT will always deletetemporary files and if it is set to 'No'
matchIT will always leave thetemporary files. Altematively, if this option is set to '‘Ask’, matchlT
will check with the user before deleting temporary files when closing down. What constitutes a
temporary file is defined in the table CLEANUP.DBF in the main matchI T directory, which
contains alist of file masks such as"* . TMP"; you can add other masksto this list. matchIT will
delete all files matching these file masks in the matchIT directory and all its installed sub-
directories.

Log current record number

If you tick this checkbox, then matchIT will record the record number (or pair of record numbers
and match key for matching) it is currently processing when it is importing afile or doing Find
Maches/Overlap. The information is recorded in atext file, which is called IM PORT.LOGfor
importing, MATCHING.LOGfor matching on asingle file, and OVERLA P.LOGfor afind
overlgp on two files; all these files are found in the main matchlT directory. This is useful when
there is aproblem during one of these operations, asyou can inspect this file to see which record
(or pair of records) wes potentially causing aproblem.

13
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File Locations Options

& matchIT Options

npu atching perational i i uppression ressing
Input Matchi 0 tional File Locations 5 Add

Parameter files path | T:\PROGRAM FILESIMATCHITYS1Y,
Current Impark path | T\PROGRAM FILESYMATCHITYSIMPORT!,
Current Main File path | T:\PROGRAM FILESYMATCHITYS1VIMPCRT!,
Source File sub-Folder Main File sub-fFolder
Temporary files path | T/\Documents and SettingsiSupport|Local Settings! Temph,

DAT files path | T:\PROGRAM FILESIMATCHITVS1ADAT!

asa @aa3’

Discard Changes Save Changes

Theseoptions allow you to specify where matchl T should default to when looking for or creating
various types of files.

Parameter files path

The Parameter Files Path fromthe matchl T Options, File Locations screen allows you to specify a
directory for matchIT to look in for its parameter and matching results databases, instead of the
default start directory and its sub directories. For example, if you want to use PARAM Sand
WEIGHTSfor ajob for the ABC client which aredifferent fromthe XYZ client, you can creae
directories called ABC and XYZ, each with their own, different values. If you then set the
Parameter Files Path to ABC, it will usethese PARAM Sand WEIGHTS, but if thereisno
PERFORM file in the ABC directory, it will use the one in the Daabase sub directory of matchIT.

Current Import path

The Current Import path fromthe matchl T Options, File Locations screen allows you to specify a
different directory for matchlT to look in for a Source File to open. When you Import a Source
File or open a Source File in the Setup Wizard, matchl T updates this path to the directory that you
select thenew Source File from.

Current Main File path

The Current Main File path fromthe matchl T Options, File Locations screen allows you to
specify adifferent directory for matchIT to look in for aMain File to open. When you open a

14
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Main File fromthe menu or toolbar, or save a new Main File layout in the Setup Wizard, matchl T
updates this path to the directory tha you select theMain File from.

Source File sub-folder

The Source File sub-folder fromthe matchl T Options, File Locations screen allows you to specify
asub-folder of a"job folder" that you use for the data that you run matchlT on. For example, if
you use astandard name for a job folder of JOB12345 with astandard sub-folder name for source
files of SOURCE, enter the name SOURCE in this option.

Main File sub-folder

When you save anew Main File layout in the Setup Wizard, matchIT will default to save the file
in asub-folder of this name, either within thedirectory that you select the Source File from, or
within the directory abovetha if the Source File is in asub-folder matching thenamein the
Source File sub-folder described above. For example, if you useastandard name for a job folder
of JOB12345 with astandard sub-folder name for matchlT files of WORK, enter the name
WORK in this option.

Temporary files path

The Temporary Files path fromthe matchIT Options, File Locations screen allows you to specify
the directory that matchl T uses to storetemporary files. You can specify this path when you
install matchlT, but change it a any time using this option — you must restart matchlIT for it to
take effect. You should select adirectory on alocal hard disk — if you have morethan one local
hard disk, we recommend that you store temporary files on adifferent physical hard disk fromthat
on which matchIT is installed. matchlT creates alot of temporary files, which are usually cleaned
up when you close matchl T, but if it crashes, they will not be deleted.

DAT files path

This option specifies wherethe primary matchlIT data files are located. This includes, but is not
limited to, the following ty pes of information.

e Singleword lookup (Names & Words teble)

e Two word lookup (Names & Wordstable)

e Business Noise Words (Names & Wordstable)
e etc.

Other Options

The other parameter screens are described in their relevant sections:
e "Input Options' on page 33
o "Maching Setup" on page 97
o "USAddress and Zip code Validation" on page 49

15
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Multiple Parameter Sets

Save/Restore Setup

If at any time you want to revert to astandard configuration for the M aching Weights, M aching
Matrices, or Option settings, you can do this fromthe Save/Restore Setup option fromthe
Jobs/Setup menu. You can choose to individually restoreany combination of the aforementioned
settings by setting the check boxes on this screen. Thereare six types of matching for which
relevant settings can be restored: Individual, Business, Household, Family, Company only, and
Custom. Usethedrop-down boxes labeled "for ... configuration™ and "for ... nationality" to set
the level of matching and the nationality of data. Finally, click on the 'Restore setup’ button to
restore the chosen settings.

If you arechanging the nationality of data that you are processing, restore standard parameters for
that nationality befor e you go into the Setup Wizard. If you are processing mixed country non-UK
daa, select Worldwi de nationality. If you are processing both UK and non-UK data, select
Mixedincl. UK nationality. If you are processing detaall for one country, select that country if it
is availablein the list, otherwise select W or | dwi de.

Save User Parameters

If you want to save any of the settings tha you have specifically set eg. because they work well
on acertain typeof data, you can also do this fromthe Save/Restore Setup option fromthe
Jobs/Setup menu. Set the check boxes according to which type of setting you want to save, then
set the drop-down box under the check boxesto say " Qustom’; the 'Create/update setup’ button
will then become enabled. The custom parameter set is indicated by afile extension, so typeafile
extension (which can be more than three characters) in thetext box labeled " with File Extension”.

Certain file extensions are reserved for the five standard matching setups; these are" IND", for
personal matching, " BIZ", for business matching, "HH", for household matching, and "FAM", for
family matching, " CO", for company only matching.

Restore User Parameters

To restore aset of previously saved user parameters, choose the Save/Restore Setup option from
the Jobs/ Setup menu, and set the drop-down box under the set of check boxes to say " Custom”.
Thentypein the relevant file extension in the text box labeled " File Extension”, click on the
'Restore setup' button and the chosen settings will be restored. If you created that parameter set for
adifferent nationality, you must restore the standard parameters for tha nationality beforeyou
restore the custom set.

Data Archival of Jobs

The 'Data Archival of Jobs' functionality is designed to archive all customizable files and
parameters within ametchl T installation, to alocation chosen by the user. These files canthen be
restored a alater point, in order to revert back to theexact matchl T environment, &s it wes & the
time when the files were archived.

Upon restoring froman archive, the user will in theory be able to repeat a job that wes carried out
in matchl T directly beforethe archive was created, and get exactly the same results.

16
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An archive might also becreaed, in order to save files tha are specific to a company's data
processing standards. For example, the users company may always need to have certain exclusion
words included in the Names and Words table or use company specific report branding.
Therefore, an archive can be creaed on ashared drive, and each time auser installs matchi T, they
can restore fromthe shared archive before they begin using the new installation.

Thefiles that are saved/restored by thedaaarchival functionality can be customized by the user.

Creating an Archive
Before creating anew archive, the folder in which the archive isto be created must already exist.

To create anew archive of files, select 'Save/Restore Setup' from matchlT’s Jo/ Setup menu. The
'Save/Restore Setup' dialog will appear. After selecting the"Advanced” button the dialog below
will be displayed.

@ Save/Restore Custom Option Files

{?}I want ko copy my current opkions ko this location

{731 want ko load my previously saved options From this location

Edit the settings for the files saved|restored

M ake sure tha the 'l want to copy my current optionsto this location' radio button is selected, and
click on the corresponding'=!. A 'Select Directory' dialog will now gppear. Fromhere, navigate to
the folder in which the archive is to be created, select that folder, and then click on the 'Select’
button.

The 'Save/Restore Qustom Option Files' dialog will now be displayed again, but with the archive
folder selected. To create the archive, click on 'Continue'.

While creating the archive, matchl T will display information in the main Feedback window on
which files arebeing archiving and the general progress. The overall process should not take more
than a few seconds.

Restoring from an Archive

To restore froman archive, navigaeto the 'Save/Restore Custom Option Files' dialog, but this
time select the 'l want to load my previously saved options fromthis location' dialog. Click onthe
corresponding'=/, and this time select the folder containing apreviously creaed archive. Upon
being returned to the 'Save/ Restore Custom Option Files' dialog, click on continue to begin the
restore process.

Before the restore process starts, a prompt will appear asking for confirmation to proceed with
overwriting the matchl T work file that wes in use a the time of taking the archive, with an empty
structure of that file. Choose 'OK' to proceed or ‘Cancel’ to prevent this file being overwritten.

17
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Similar to creating an archive, the feedback window will display information on what is being
restored, and general progress of the restore. The restore process should not take morethan afew
seconds to complete.

Editing the Files thatare Saved/Restored

To edit the files that matchl T Saves/Restores, click on the 'Edit’ button fromwithin the
‘Save/Restore Custom Option Files'dialog. A teble (Restorelist.dbf) will be displayed. Each row
in this table represents adifferent combination of folder to save from/files to save/folder to
archivethosefiles to.

The names of the folders to archive from/to are stored within the ‘Location’ field. The files within
that folder that are to bebacked up are specified in the 'Filename' field, and the folder in which
they are to bearchived to is specified in the 'Soreloc' field.

Wildcards can be used to specify morethan one file, files with the same name but different
extensions, or file with different names but the same extension. By default, the first record in the
teble represents matchlT's 'DA T folder. Inthis, the ‘Locaion’ field contains *.. \DAT'. The
'Storeloc' field contains 'DAT files' and the 'Filename' field contains * da'. Therefore, by default,
all .dat’ files frommatchl T's 'DAT' folder will be restored to anew folder called 'DAT files' in the
archive folder specified by the user. All *.dat’ files in this folder will be restored back to matchIT's
'DAT' folder during the 'Restore' process.

To remove any records fromthis table, click on the small deletion cell. To indicaethat a record
has been deleted, this cell will turn back. The image below demonstrates how it would look if the
seoond and fifth records were deleted.

& Save/Restore Custom Option Files

Filename e

* dat
* dat

* dbf

* cdx

B

client_db. dbf

params*,*

weights®, *

op_params.*

* dbf

* cdx

* dbf bt

< »

To add anew record, select '‘Append New Record' fromthe "Table' menu, whilst browsing this
table.

Running Backup or Restore from a Job Script

Files can also be archived or restored fromwithin a job script by mapping the program
"backup_or_restoreprg’ fromthescript. This programis supplied with matchIT and can found in
matchIT's Progs sub-folder.

The programwill need be mapped froma'Source File' cell whilst browsing the script in the Editor
screen. After mapping the program, the first two lines of active code will need to be edited by
double-clicking on the corresponding Source File cell and selecting 'Edit Source File'. These lines
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determine whether to run the 'Archive' process or the 'Backup' process, and where to archive to or
backup from The lines are as follows:

ProcedureToUse =" BA CKUP'
BackupOrRestoreDirectory ="FULL PATH OF BACKUP DIRECTORY"
The colored text above is the code that will need editing.

After mapping the program froma job script and editing the program accordingly, the script can
be run. The same feedback will indicate the success of this process.

Note: job script tebles (Job and Job_ et files) cannot bearchived or restored whilst calling this
process fromajob script.

Troubleshooting

o Feedback indicaes tha files could not be copied, during the 'Save' process:

If any changes havebean madeto Restorelist.dbf, make sure that the changes point to
valid files.

M ake sure tha none of the files that Restorelist.dbf has mapped are opened or locked
by any other gpplications or users.

M ake sure tha the location in which the backup is being create can be written to, and
that none of the sub-folders or files that metchl T may betrying to overwrite are
opened or locked by any other applications or users.

o Feadback indicaestha files could not be restored, during the 'Restore’ process.

If any changes have been madeto Restorelist.dbf sincethe backup was creaed, make
surethat the changes point to valid files.

M ake sure tha the backup folder and its sub-folders that the backup was originally
creaed in arestill valid and have not been renamed, moved of deleted.

If thebackup folder is on anework, make sure that the location can be accessed freely
and that the connection is OK. If in doubt, try copying files fromthat location
manually.
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Launching the Wizard

You can start any of the Setup Wizard's frommatchl T's Wizard Pane, or you can access the Setup

Wizard fromthe Import menu. The Getting Started Guide provides astep by step example for
using the Setup Wizard.

Importing Data

Effective
Quality
Assurance
isnecesary
to detect
any
problems
withles
comnmon or
incond gent
i nput
formats.

Assuming that you have afile of names and addresses, you need to specify its Input Format and
the Field Layout. If the fileison CD or some other removable media, it may be best to copy itto
your hard disk first, making it ready for input.

The Setup Wizard (on page 20) provides the simplest method of importing data into matchlI T,
fromavariety of filetypes. TheWizard will read DBF, A ccess, Excel and A SCII text files, as
well as an ODBC Connection file. Text files can be one of four types: comma delimited
(commonly known as CSV), tab delimited, fixed width or fixed width without Carriage Return
Line Feaed (CRLF) characters— for this last ty pe, you must specify the record length.

The use of the Setup Wizard is described in the Getting Started Guide, which is availableas a
separaebooklet or in PDF format fromthe matchlT Help menu.

If files are inconsistent in their input format, they will not be imported properly. Pleasenote
that the Intelligent Setup Wizard only examines and displays the first few records in a file when
trying to determinethe type of data and its width — make suretha (for delimited files) fields are
not being truncated. It isbest to errontheside of caution by allowing too much width. You
can check or change maximum field widths after Import by using the Database Utilities option

Change Fieldsto Fit (on page 164).




Setup Wizard

Before Import

After clicking " continug', the next screen in the Setup Wizard asks wha needs to be done with the

daanext. The exact options available will depend upon the version of matchl T being used and

the type of dataimported.

& matchIT Setup Wizard - Processing Options

o Select matching level :
J éﬁ () Contact g () Business j (O Address

Create match keys?
Use Zip+4 Address Yalidation?
[ ]Enable automatic suppression?
Create salutations?

[ ]cCarrectly case name and address?

Import this file to :
CAPROGRAM FILES|MATCHITYS 1 DATABASEVCUSTOMER\EXAMPLE L. DEF [E

Import only

Qpkions

Eind matches Save and Exit

Cancel

"Create M ach Keys' must be checked to find duplicates within afile, or find matching

records in ancther file e.g. if this file is asuppression or"stop” file.

"UseZip+4Address Validaion" can bechecked to verify and correct US zip codes and

address (availableonly with addressIT).

" Enable Automatic Suppression” can be checked to verify and remove Suppression
records (available only with suppr essIT).

" Create Slutdions” must be checked to derive Salutations (eg. Dear Mr Brown)- these

can only bederived if Mach Keys are created. The Default Salutation (see Default

Salutation) is used if matchl T cannot work out the correct salutation. You can change

the default using the Options button.

" Correctly casename and address” (available only in matchIT Pro or with the
Salutations and Casing module) should be checked if:

o thedataisall upper case
e the casing ispoor or inconsistent
M et ching records can be found to:
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e Individual, Family or Household (A ddress) level for personal data
e Contact, Business or A ddress level for business data
e You must select the matching level by using the buttons at thetop of the window.

e TheMore.../Bssic... button toggles between advanced import options and basic import
options.

Whda happens after the Seup Wizard is determined by the options se and then which action
button is selected.

Import Only

Select thisto createaMain File and import the input data file into it, without finding matches.
Usethis if:

e you want to change any of the matching rules before Find M aches

o thisisasuppression file which you want to compare against another file but don't want to
Find M aches within.

Find Matches

Select thisto createaMain File, import the data and then find matching records using default
matching rules. Don't select this option if you are setting up this Main File to use in the Multiple
File Wizard later, because the Multiple File Wizard performs the matching.

Save and Exit

Select thisto createaMain File layout with the required fields (including metchl T's fields chosen
through the checkboxes), but empty of records. Usethis if you want to change any Input or
Operational options before importing the file, or if you are setting up Main File layoutsto use in
the Multiple File Wizard (on page 125) and want to leave thetime-consuming process of Import
until later.

Cancel
Select this to quit the Setup Wizard and lose the information entered aboout the file setup.



Setup Wizard

End of Import

Once thedatahas been imported, matchl T displays adialog to allow you to choose from several
options:

& Continue with Processing

Customer Database EXAMPLE1.DBF Import Started at : 13:28:13

Records Imported: 75 Import Completed at : 13:28:13

’ Cancel ] Q,l'.ﬁ.'-.-'-.l'lzard ...... Find Matches

o "Q/A Wizard' to view the imported records, datasummaries, records by caegories, and
rejected records.

o "Find Maches' to display the M atching Key and Range screen.

e "Cancel" to returnto the main menu.
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Importing without using the Setup Wizard

If thefileis inthe same input format and field layout as afile that you have previously loaded into
matchIT, you don't haveto go through the Setup Wizard again. Thefield layout is stored in the
Main File that you used previously and the Input Options specify the Input Format and wha
processing you want to do on Import.

To import afileinto matchlT without using the Setup Wizard, select Import Records fromthe
Import menu. Firstly, select theMain File that you used previously, or create a copy of this file's
layout by using the copy main file layout (on page 7) option. matchl T then prompts you to
change the Input Options if necessary (via the Change Basic Parameters button) e.g. if the last file
you Imported was Comma Delimited but this file is Fixed Width:

& Input parameters

Parameter Settings

The input Format is:  Comma Delimited e el igielente il el L

This is the next reference number that will be assigned

This means that matchIT expects a comma delimited to the database. This number rust be unique between
file. two databases if they are going to be merged
together,

The default salutation is: Dear Customer Wait after import? is set;  ON
This is the salutation that matchIT wil generate by This means that matchIT will return to the main menu
default if it can't generate one From the input name after imparting the data,
data.

[ hange Basic Parameters. .. ] [R_estore Standard Parameters., ..

Cancel

If you want to dedupethe file at adifferent matching level than the last file you deduped e.g.
individual last time but family level this time, select Restore Standard Parameters and select the
appropriate matching level. This restores not only the matching level (in Matching Options) but
also the metching weights (and the settings for adifferent nationality).

Next, select the input file (the source file) tha you want to load into matchlIT.

It there are records intheMain File froma previous run, matchl'T wipes the file clean (also known
as "zapping" it) before it loads in the new data.
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Contacts and Salutations

matchIT Prohasthe fecility to generate contacts (Prefix Initials Sumame eg. Mr JR Smith) and
salutations (e.g. Dear Mr Smith) for every record in aMain File. To derivesalutations, check the
" Create Salutations?' box at the end of the Setup Wizard (on page 20).

If your datais originally in "prefix, forename, surname" format, matchlT will use these fields to
generate the contact. Otherwise it will look for aprefix in the" addresseg’ field or usethe
forename to assign Mror Ms if there is no prefix present — it can only do this when the forename
is in matchlT's Names and Words table as male or female. Prefixes are also defined by entries in
matchIT's Names and Words teble, along with the gopropriate salutation rules.

A default salutation is used when matchl T cannot work out an gppropriate one fromthe
customer's name. This default can be changed via the Default Salutation (on page 35) option
under the Jobs/Setup menu, Options, Input tab.

& matchlIT Options

B I“F“tl Matching l Operational l File Lt

Names and Words

The Name and Words fecility (fromthe Jobs/Setup menu) is used for changing or adding entries
tothe NAMESlookup teble. You can choose to add an entry, remove an existing one, or search
the table for aparticular entry. For adding an entry, there is another screen wherethe word to add
can be entered, along with the matching equivalent (which matchl T uses when matching), the type
(chosen fromadrop-down list), the sex and salutation (if appropriate), and the proper casevalue
(which matchI T will use when casing).

When searching for an existing word, there aretwo choices; 'Search’ and 'Search Rest'. 'Search’
will find the first occurrence of the entered word, while 'Search Rest' finds the next occurrence
fromthecurrent position in thetable, this enables multiple entries to be found. The word can be
searched for as aspecific type, or asany type.

The NAMES lookup table is actually held in a fixed-width text file in the DAT sub-directory; the
layout of this file is as follows:
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Heading Width | Description

TYPE 1 Type of entry —see below

EQUIVALENT | 25 Mat ching eguivalent of the
entry (eg. 'Tony'hasa
mat ching equivalent of
'Anthony’, enabling these two
names to be matched)

NAME 10 The word which isactually
looked up

EX 1 Indicates the sex of the
forename or prefix

SALUTATION | 2 Indicates thetype of
salutation to be generated for
aparticular prefix

PROPER 30 Proper case value for the

CASE entry

SWVITCH 1 Indicates whether thisentry
isthe first part of a double
word phrase

The different "Types' that can beentered in thetable areas follows:

Type | Description

‘A’ Address Word, such as"Rd" or "Sreet"

'B' Business word, such as"Ltd" or "Printers"

'C UK county, such as"Kent" or "Glos'

'E' Excluson word, such as"Deceased" or
"Moved"

'F Female forename (notethe sex hasto be set for
these entries too)

'J Job title word, such as"Manager"

‘™M Male forename (notethe sex hasto be set for
these entries too)

'N' Noise word (i.e. ignored when generating keys
or address matching), such as"The' or "House"

‘o' Overseasi.e. foreign country

L Local country, such as"UK" or " <otland"; this
enableslocal countriesto be identified as
countries, without therecord being marked as
foreign

P Prefix, such as"Mr" or " Captain" (notethe sex
hasto be set for these entriestoo, also the
SALUTATION TYPE)

'Q Qualification word, such as"PhD" or
"ARICS'; these entriestypically alwaysneed a
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Description

be unusual

proper case entry as casing of qualifications can

Soecial casng word, i.e. awordtha is cased
unusually but doesn't fall into any of the above
categories, such as"PhotoMe¢'

"PA"

Sate or province, such as"Pennsylvanid' or

Kong'

Unknown word; thisisfor the firgd words of a
two word phrase, which, on their own, have no
pecial meaning, such asthe"Hong" in "Hong

Importing Data

Each prefix entry must have asalutation type associated with it. The following list shows the
salutation ty pes, along with an example of thetype of salutation that will begenerated:

Type | Rule Example

S Dear Prefix Surname Dear Mr Smith

C Dear Prefix Surname Dear Mr Smith

FS Dear Prefix Forename Surname | Dear Mr John Smith
FF Dear Forename Dear John

F Dear Prefix Forename Dear Sr John

B Dear Prefix Dear Sr

T Prefix My Lord

In addition to these, the following salutation types will effect the way in which matchI T will

generate a contact as well as asalutation.

Type Salutation Rule Example

< (Suffix) Dear (def) Prefix Surname | Dear Mr Smith
ZZ (Suffix) Dear (def) Prefix Surname | Dear Mr Smith
TA Prefix Your Eminence
BA Dear Prefix Dear Madam

A Dear Prefix Surname Dear Family Smith

*SA"is the same as type 'S, but if a full Torename is found, the Tull forename is ALWAYS

included in the generated contact, regardless of whether or not the 'Use full name in contect? (on
page 35) option 1s ticked.
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Type | Contact Rule Example

< (def) Prefix Forename Surnames Suffix Mr John Smith Jr

Y4 (def) Prefix Forename Surname Mr John Smith

TA Prefix Forename Surname Y our Eminence John Snith
BA (EQUIV) Forename Surname Countess Jane Snith

A Prefix Forenane Surname Family John Smith

Additionally, each prefix, male forename and female forename must have asex associaed with it,
taking avalueof either 'M' (M ale), 'F (Female), or 'E (Ether).

Import Records

matchlT first reads the records fromthe input file into the selected M ain File. If they are already
in amatchl T standard DBF file (see"Main File Layout" on page 30), then you can select Generae
Keys fromthe Import menu instead of Import. Both options perform processing as follows
(assuming that the relevant fields are defined intheMain File Layout and that you have the
appropriate modules of the matchI T suite):

o generatesalutaions and phonetic keys fromthevarious name fields
o gplits freeform personal names into component parts or combines them
e generate phonetic or non-phonetic address keys

The processing described aove is implicitly specified by field names in the Main File Layout —
the Setup Wizard adds the fields when it creates the file, depending on the options chosen. The
processing described below is controlled by the Options chosen a the end of the Setup Wizard or
on the Options screen (in the Jobs/ Setup menu):

e correct and validae zip codes and addresses
e convert names, address lines and (if present) jobtitles to "proper case'

o relocaedataitemsto gopropriate fields —this can include zip codes, company names and
job titles.

Information about the progress of these operaions gppears according to the Progress Interval
specified — select the Operational Tab fromthe Options screen, Job/Setup menu, to modify the
Progress Interval. Afterevery Progress Interval, the display is updated. If theMain File has more
records than "Max database size to display stats on info screen”, a Browse view of the data being
processad is displayed on the right hand side of the screen. Thetop half of this display shows
fields fromthe input data, in the input order. Thebottom half shows matchlT's generated fields,
in an order specified by aparameter file (IM PORT FIELDS.DBF).

You can pause at any stageby pressing the Escape key i.e. if you want to devote processing power
to another task for awhile, or if you want after changing or.to changethe Progress Interval or
abort the Import leaving the progress interval, press Esc or F3 and then select 'Yes'to abort
processing or 'No' to continue.

If you abort and later want to continue fromwhereyou left off, select the Generate Keys option
fromthe Import menu. You will be prompted with the record number tha follows the last record
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tobe fully processed beforethe interruption. Check " Sart at beginning" to generate keys fromthe
beginning of the file; atherwise, confirmthe number of the last record for which keys havebeen
generated, or enter adifferent value.

During Import, matchl T writes a copy of the progress informetion gppearing in the Feedback
Window to the PERFORM . TXT file in the samedirectory astheMain File. See" Rerformance
Datd' (on page 9) for more details.

After carrying out these operaions, if the Wait for User after Import option is ON, matchl T will
ask if you want to use the Q/A Wizard View (to View Data or View the Data Summary)or Find
Matches.

If the"Wait for User after Import” option is not checked, after Import has finished matchI T will
autometically Find M atches using the default M ach Keys.

The Data Summary will provide information on thenewly imported data.

Data Summary

This is an option under the matchIT Import menu or via the Quality Assurance option under the
Output menu— fromhere, you can choose to preview the report, print it or output it to afile. This
option is described in more depth under Quality Assurance Introduction (on page 138).

View Data

This option is available as a hyperlink a thetop of matchlT's main window, or within the View
menu as View Datain Main File. View Data allows you to browse and update the selected M ain
Filein any order. Itissimilar to the View menu, View Table option, except tha you don't haveto
specify the teble to browse and you can browsetheMain File in order of any field within it.

First, an options screen will be presented:

(& Browse Customer Database @

Wiew format: ||

(column order, widths)

[ ]order Records

[ I Mative arder

|:| Resel Yiew

[ show Flagged records

Cancel Conkinue

o Selectthe View For mat you want to use, or enter the name of anew formet under which
to save the viewthat you createnext. You can menipulate thedisplay as normal.

e Order Reca ds allowsyouto choosea field to order the records on (select afield from
the list presented next). Each time you select to browse in order of afield for which an
indexwas not created a theend of Import (which usually includes the default Match
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Keys and UNIQUE_REF), matchIT will create an index— this will take quite sometime
onalargefile.

o Native View means the fields will be displayed in the order they are in theMain File —
the browse view may have been previously changed by changing the files sort order or
columm order.

¢ Reset View means the column order and width will be reset in the browse view. — the
browseview may have been previously changed by changing column order and widths.

e Show Faggedrecor ds will include records that were flagged fromtheMain File
(usually by Flag M atches) inthe browse view. These will have ablack marker in the
leftmost colurm.

Main File Layout

Summary

The best way to configureaM ain File with all the fields required for processing your datafileis
to usethe Saup Wizard (on page 20). If, for some reason this is not possible or not an gopropriate
option, this section explains the fields your Main File must have so that matchlT can do wha is
required.

There arebasically two kinds of fields that the systemuses. First, there are Input Fields. These
are the fields that you, the user, will supply for matchIT's processing. If they are name and
address fields, you must give them standard matchIT field names, because otherwise matchl T will
not recognize that it must goply appropriate processing to these fields. For exarmple, it must know
if afield is afreeformfield containing aperson’s name, or if it contains just thesumame, or if it is
an address line etc. Although metchlT can search through name fields for job titles, through
address lines for names or zip codes etc., it will work much more effectively if you can label your
data with gppropriate matchl T standard field names.

Additionally, matchlT uses Gener ated Fields. These are fields that probably weren't inyour
input data, but matchIT will generate them fromyour data. They are critical to the main
processing steps (deduplication, etc). It is normal to have the input fields at the start of your Main
File layout, in oneblock, and to havethe generaed fields in another block & the end of the layodt.
We recommend that you keep to this unless you have aspecial reason not to, asthis allows
matchIT to work out which fields are Input Fields and which are Generated.

However, as shown in matchIT Field Names and Usage, some fields can be Input in one file but
CGenerated in another. Also, some Input fields can be replaced by Generated fields.

matchIT Field Names and Usage

Thetable in Appendix A - Field Names & Usage (on page 174) lists field names and usage in
alphebetical order.

Quality Assurance Field

matchIT requires a FLA Gfield to preparethe Daa Summary and for View Records by Category
to allow you to examine certain categories of arecord. Entries inthe Flag field areexplained in
Appendix B on page 189.
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matchIT Field names by Type
These are the main data fields that matchIT recognizes specifically for import or matching:

Personal Name

e ADDRESSEE, CONTACT, FORENAMES, FORENAMESZ, INITIALS, INITIALS2,
NAME, NAMEL NAM E2, NAM E3, NAM E2FOUND, NAME_KEY, PREFIX,
PREFIX2, QUAL, SALUTATION, SEX, SUFFIX, SURNAME, SURNAME2

Company Name
e COMPANY, COY_KEY, COY_NAME, NAMEL, NAME2, NAME3

Job
e DEPARTMENT, JOB TITLE

Address

e ADDRESS1to 9, ADD _KEY, COUNTY, COUNTRY, DPS, POSTCODE, POST_IN,
POST_OUT, PREMISE, STATE, TOWN, ZIP

Telephone
e FAX,REST_PHONE, STD_CODE, TELEPHONE

Campaign
e MAILING ID, MAIL_DATE

Match Set Grouping
e MATCH_REF, SET_DUPS, OVERLAPREF, OVERLAPCNT, MATCHSCORE

Deletion Priority
e DEL PRI

Quality Assurance
e FLAG

Unigue Reference
e UNIQUE REF
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Using Your Own Field Names

You may useyour own field names within matchIT. If you do, matchIT will not recognize them
for special processing (eg. if you name afield ass CUSTOM ER instead of ADDRESSEE, matchIT
will not gpply its personal name processing to tha field). This is because matchl T uses the field
name asthe main indicator totell it what kind of daais likely to be inthat field.

Although matchI T won't gpply any special processing to your own field names, it will apply its
standard string handling routines. This means that you can use any field you like as either a
matching key or for matching weights. We don't recommend doing this until you are confident
that you completely understand how matchIT works, as using anon standard field can have a
drastic effect on your matching results.

To allow you to use your own field names safely, we have set down a few guidelines on what to
call your fields. If you follow these rules, you should have no problems using your own fields in
matchlT:

e Each field namein aMain File should be unique. If you have fieldsthat do asimilar
thing, number them— for exanple, "CUSTOMERL", " CUSTOM ER2" €tc.

o  Whenever possible, select the field name" OTHER" fromthe suggested list in the Setup
Wizard for fields that you know matchIT won't need to know about. W e gppreciate tha
in many situations, these names would not be sufficiently meaningful for processing, so
in these cases, follow the naming rules below.

o Field names must not be greater than 10 (ten) characters long

e Feld names must ONLY contain the letters A-Z or the nunbers 0-9, or theunderscore
character ("_"). Field names must NOT contain spaces or any cther kind of punctuation.

o Field names must start with aletter (A-Z) NOT a number or an underscore.

e Field names are not case sensitive, so 'CUSTNAME is the same as 'CustName' or
‘custname’

o Field names must be AT LEA ST three characters long.

e Although you should follow these rules for your field NAMES, you can use different
TYPES of fields (character, numeric, logical, date etc.). However, matchlT can only
match on character fields.

o Do not use any field names specified in the reserved list, as use of these names may
conflict with matchl T's operation.

Words Not To Use As Field Names
The Online Help contains alist of " reserved names™ which you should not use as field names.
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Input Options

Basic Options

} Matching l Operational ] File Locations ] Suppression ] Addressing

Comma Delimited % | Input format [use full name in conkack figld?
1% | Mext reference number [Tomit esxcluded records?
Dear Customer Default salukation [CJProper case incoming data?

* | Defaulk gender

Extract “ | Extract zip code?

Mationality Options. .. Advanced Options. ..

Discard Changes Save Changes

Input Format

Input Format is adrop down list fromwhich you can select as follows:

Comma Delimited or COMMA (commonly known as CSV): Use this setting for files
that are either Comma or Comma and Quote delimited. This format refers to an A SClI
text file in which records can be of varible length, ending with a carriage retum and line
feed. Commas separate the fields, and additionally double quotation marks can delimit
character fields. For exarmple:

e "MRG SMITH",456620," 123 CHURCH ROAD"

o If theinput data does not have the double quotation marks for charecter fields,
this causes a problemif there are commas within afield eg. Flat 103, 10 High
Stredt intended as one address line. Therefore, this format cannot be guaranteed
to be imported 100% sucoessfully.

Fixed Width or SDF (System Data Format): refers to an ASClI text file in whichthe
fields and records all have fixed lengths, there being no field delimiters, and a carriage
return and line feed as the record delimiter. This isa common choice for datacoming
fromIBM and plug-conpatible mainframes.

Tab Delimited or TAB: Tab format is for an A SCII text file in which records can be
variable length, ending with a carriage retum and line feed. Fields are separated by the
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TAB character and can be additionally delimited by double quotation marks. This formet
is preferable to Comma Delimited, asthereareunlikely to be problens if the fields are
not surrounded by double quatation marks.

e PIPE: Pipe format is identical to tab delimited, except that the fields are delimited by the
pipe ('[') character. This will not work unless the fields are also surrounded by double
quotation marks.

e DBF Tableor DBF: Datebase File format refersto a dBase type file i.e. one conforming
tothedBase/ FoxPro DBF file standards. matchlIT itself uses this stendard for all its
tebles. If you select this format, you will then beprompted to indicate whether the DBF
file containing the data conforms to matchlT's field naming standards (see"Main File
Layout" on page 30).

o If you reply "Na", then you must create askeleton DBF which does conformto
matchIT's field naming standards, into which matchl T will copy thedaa from
your DBF. During Import thedaa fromthe input DBF file goes first to an
intermediate temporary DBF file, to enable matchlT to transfer it to afile
conforming to matchlT naming standards.

o Ifyoureply"Yes', then matchlT will change the Input Format from DBF to
EXT to tell it just to extract or re-extract M ach Keys, salutations etc. without
importing thedaa into the matchlT Main File. You can use EXT format in a
Job Script to extract or re-extract Mach Keys inaMain File. If you are
importing/extracting through the Import menu, you can use Generae keysto do
this without changing the input format.

e Access Table or MDB: Access format; you will be prompted for which of the available
tebles in the database you want to import.

o Excel Worksheet: Excel v5.0, v6.0 or v7.0 format; notethat if there are multiple
worksheets, matchl T will only beableto read the first sheet. Use ODBC for nmultiple
worksheds with the data to be imported being adefined name in Excel.

o Regenerate Keys or EXT: DBF format conforming to matchlT's field naming standards
(see DBF input above).

¢ DIF: DataInterchange Format used by VisiCalc.

o  FW2: Framework Il files.

o MOD: Microsoft's Multiplan version 4.01.

e PDOX: Borland's Paradox version 3.5 or 4.0 database files.
o RPD: RapidFile version 1.2.

e SYLK:SYmbolic LinK interchange format used by Microsoft's Multiplan.
o WKUI: Lotus 1-2-3 spreadsheet revision 2.x.

o WAKS3: Lotus 1-2-3 spreadsheet revision 3.x.

o WKS: Lotus 1-2-3 spreadsheet revision LA.

e WRL1: Lotus Symphony spreadsheet versions 1.1 or 1.2,

o WRK: Lotus Symphony spreadsheet version 1.0.

e XLS: Microsoft Excel version 2.0, 3.0 or 4.0.

o NoCRLF: Select this option for an A SCII text file in which records are of fixed length,
not ending with a carriage retum and line feed, or other specific separaor. If you select
this format, you will then be prompted to enter the number of characters in each record.

During the Import operation, thedaagoes first to an intermediate fla file with a CRLF
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terminator for each record. Thenameof this file is SDRNN.TXT (wherennn is the
length of the record), and matchI T will deletethis file when exiting. If the file contains
A SCII null characters instead of spaces, you should reply " Yes' when asked if you want
to convert nullsto spaces.

o ODBC: Select this option for a remote datasource. You will be prompted for an ODBC
Connection file (on page 40). This file must be created prior to import.

Next Reference Number

The Next Reference Number parameter must be numeric. This will be used for a matchl T
generated unique reference field called UNIQUE_REF. Enter inthis field the number at which
you wish matchlT to start sequential allocation of reference numbers, for exarmple, 1. Enter zero
if you went aprompt, asking you for astart number, just before Importing commences. If you are
Importing two such files prior to merging them, this facility will allow you to makesurethe
reference numbers in the merged Main File don't overlap.

Default Salutation

This parameter determines the default salutation, either where metchl T cant determine one (for
example, C Smith or Chris Smith, which could be either Mr or Ms), or where the Prefix i mported
isnt sex-specific (Dr, for example). If you includethe word 'Dear’ in the default salutation field
onthe Basic Parameters screen (e.g. actually key in" Dear Customer” and not just " Customer”, so
the screen shows Dear as a literal followed by " Dear Customer” in the data entry box), then all the
salutations derived by matchl T will start with the word " Dear" unless the salutation for the type of
title (or prefix) specifies" Titl€' only. For example, Mr J Smith will result in asalutation of " Dear
Mr Smith" whereas The Bishop of Liverpool will result in asalutation of "My Lord".

Default Gender

The Default Gender parameter is the sexto assume when matchlT cant determine whether the
name is maleor female e.g. Chris Smith, C Smith. If you set this parameter to M or F, matchIT
will assume it to be male or female accordingly, and develop asalutation using Mr or Ms asthe
prefix.

Extract Zip code

When processing address lines, matchlIT can either extract (i.e. move) or copy "floaing" ZIP
codes fromthe address lines to afixed field; set this parameterto " Extract” or " Gopy" if required,
or elsese to"Leave'. Note tha afield labeled ZIPis required to put thedaa into — if thereisno
ZIPfield identified during the Setup Wizard, it will autometically add the ZIPfield to the main
File Layout. If this field is not present, the setting of this parameter is ignored.

Use Full Name in Contact Field

Set this parameter " on" to includethe full forename of any incoming name in the CONTACT
field; just theinitial will be used if the parameter is off. For exanple, if the parameter is on, and

the incoming name is " John Smith", then the generated contact will be "Mr John Smith", if it is
off, then the contact will be "Mr J Smith".
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Omit Excluded Records

If matchIT finds Exclusion words such as " Deceased” in any field it is splitting up e.g. addressee,
company nameor address (if proper casing the address or using a phonetic address key), you can
chooseto automatically deletethem during Import or Generate Keys. If you set this parameter
"on",they aredeleted, otherwise they arenct. All excluded records are marked as such in the
FLA Gfield (if present intheMain File Layout). Thus, if Omit Excluded Records is not switched
on, you can chooseto delete or mail these records after importing by selecting View Records by
Category (on page 138).

Proper Case Incoming Data

If this parameter is set on, the Import step will convert the address lines in your records (labeled
ADDRESS], ADDRESS2... ADDRESSN) to their proper case. It will also convert ADDRESSEE,
JOB_TITLE, DEPARTMENT, and COMPANY to thecorrect case. matchlT hasalist of words it
knows should be either all upper case, or all lower case, or aspecial mixture; these words can be
found in the NAM ES table, under the colurn PROP_CA SE. This proper casing will handle
punctuation, gpostrophes and abbreviations.

matchlT's default rules for casing dataare as follows: letters following an goostrophe are
cepitalized (eg. "Mr O'Reilly"), as are letters following "M c¢" or (subject to one of the Advanced
Input Options) "Mac" at the start of a name (see"Mac Name Treatment” on page 39). Double-
barreled names have a capital letter after the hyphen. If thename or other word has an entry inthe
PROP_CA SE columm in the Names table, it is cased as shown theree.g. BSc, helpl T, IBM, plc. If
not in the Names teble, words areall capitals if they contain no vowels, otherwise they are
changed to initial capital followed by lower case letters.

To add new words that you would like matchlI T to cesedifferently fromthe rules above, or to
change existing entries in thetable, select Names and Words (on page 25) from the Jobs/ Setup
menu. The Equivalent field contains the word to be looked up, the Name field the matching
equivalent (eg. "Anthony" for" Tony"), and the Type field denotes what sort of word is being
added. The Sexfield is only used for forenames and prefixes, and the Salutation field isonly used
for prefixes. The Proper Case field is whereany special casing of the word should be entered.
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Nationality Options

& Mationality Options

£

.
= s

=

= .

(et

Configure your nationality
options and settings.

Mationality of data

Extract Counktry?
Extrack + | Extract postcode?

Leave w Extract State/Province?
Abbreviate States?

Expect building number before
W
apartrent number?

Done

Nationality of Data

Asthere are other settings (including match key defaults and weights) that need to be set for
processing foreign data, you can't change Nationality via this screen: you must use the
Save/Restore Setup (see Online help for more details) option under the Jobs/ Setup menu to change
the nationality settings.

This parameter controls whether the Setup Wizard labels the Postcode/ Zip field as POSTCODE or
ZIPin theMain File Layout, and (for Postcode) whether it triggers matchIT's postcode
verification and extraction logic. If the country is UK, it will usethe label POSTCODE and set
the postoode logicon. Otherwise, it labels the field as ZIPand does nothing special or
autometically with the contents of the field.

Extract Country

When processing address lines, matchlT can either extract (i.e. move) or copy "floaing" countries
fromtheaddresslines to afixed field; set this parameter to " BExtract” or " Copy" if required, or else
setto"Leave". Notetha afield labeled COUNTRY is required to put the datainto — if this
parameter is switched on beforeyou use the Setup Wizard, it will autometically add the Country
field tothe main File Layout. If this field is not present, the setting of this parameter is ignored.
Note also that thedata in the field will be proper cased if that option is switched on — if you want
it in upper case, you must amend the entries for the countries using the Names and Words option
under the Jobs/Setup menu.
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Extract Postcode

If the input file contains UK postcodes which arenot in afixed field, set this parameter to
"Bxtract” to search through the address lines for a postcode and to move it to the postcode field.
matchIT will only extract full postcodes, having an outward half which is valid according to the
Mailsort tebles. Otherwise, if the postcodes are in the postcode field, you can select " Leave' to
leave postcodes as they are. You can also select " Copy™ to copy the postcode from the address
lines into afixed field, but to leave it in the address lines as well.

Extract State/Province

When processing address lines, matchlT can either extract (i.e. move) or copy "floaing" states
and provinces fromthe address lines to afixed field; set this parameter to " Bxtract” or" Copy" if
required, or elsesetto"Leave". Notetha afield labeled STATE s required to put thedaainto —
if this parameter is switched on beforeyou use the Setup Wizard, it will autometically add the
State field tothe main File Layout. If this field is not present, the setting of this parameter is
ignored. Note also tha the data in the field will be proper cased if that option is switched on.

Abbreviate States

Choosethis option to have matchl T abbreviaie States or Provinces when processing address lines
e.g. to change Pennsylvaniato PA.

Expect Building Number Before Apartment Number

This parameter is used when addresses processed by matchl T contain two numbers in the address
linee.g. 12/24 High S. If this parameer is"on", then the first nuber is taken as apremise
nunber and the second as a flat number, and vice versaif it is off. This is important when
matching with the 'Must have premise match? parameter on, or extracting or copying the premise.
As arule of thumb, set this parameter off if your file contains mainly UK addresses, otherwise
tum it on.
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& Advanced Input Options

Importing Data

[“]:Scan name For prefixs:

] Consider casing of input data?
[ ]Repott on unrecognized words?
Join kogether company initials?
[]1insert byphen in surname words?
|:| Extrack company name?

[ ]Extract job title?

[] Use Fast address kew?

Generate default married prefix for multiple names?

0 = | Sctan address lines for
names?
Remove exack

M duplicates on Import?

1 = | Default street
address line

Mame field delimiter

Q- )
4 £ |4

Mac Mame Ereatment

2 |% Minimum Forename Length

Copy House/f
Building number?

I

Copy

Done

The Advanced Input Options aredescribed in the Online Help.

ODBC Manager

matchlIT can reed and export datausing standard ODBC connections. Supported ODBC drivers
includethe standard ones for SQL Server, mySQL, DB2, Oracle and A ccess.

When importing data, the user must create asingletable or view containing the data which is to be
read into matchl T — for Access, this can be aquery. Theuser can select which fields fromthe
teble or view they would like to import. matchl T uses an ODBC Connection file to import the
required information fromthe chosen datasource, as well as export databack to the original
sourcedatabase. On output, the user can choose to create anew table, overwrite an existing table,
or delete records fromwithin a table and resssign orphaned records in a child table.

The following sections explain matchl T's ODBC functionality in detail, covering all of the major

options and processes.
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Creating an ODBC Connection file

You can create an ODBC Connection file by selecting the ODBC Connection Manager option
fromthe File menu or by choosing the ODBC option inthe matchIT Import M anager window, as
shown below (to access the ODBC Connection Manager window - click "..." after choosing the
ODBC radio button).

& matchIT Import Manager

_
N
;__! Select files to import into matchIT: | (%) Single File ) Twa File

Primary Import File :

Cancel

The ODBC Connection M anager window is then displayed as follows.

& ODBC Connection Manager,

j Select ODBC Data Source :

|
|

| £
| £

Cancel
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Choosing an ODBC Data Source

To choosean ODBC Data Source, click the'! button. If prompted, enter the Login ID and
Peassword for thedatasource.

Selecting a Table

After choosing a datasource, select a teble or view fromthe drop-down list of availabletables.
This definesthedaathat will be imported.

Choosing Which Fields to Import

When importing atable or view, you can choose what fields you would like to import. This
feature can help improve processing time by limiting the size of large files with numerous fields
that are unrelated to the matching process, as well as reducing the setup time required in matchlIT.
You can select fields individually by double-clicking, select ablock of fields by highlighting them
and clicking "Add", or usethe Add All button.

& ODBC Connection Manager,

[ 4 Select ODBC Data Source :
J ! [saL Test pata G

Select Table from Database

. LB, ¢ IF wou would like bo reassign orphan records,
Criginal Test Data b ensure you impark and use a unique reference Field.
Available Fields Selected Fields
UNIGUE_REF A | addan | |Origingl Test Data,UNIGUE_REF ~
FOREMAMES Criginal Test Data,FOREMAMES
INITIALS @ Criginal Tesk Data, INITIALS
SURMNAME E Criginal Test Data, SURMNAME
ADDRESS1 Criginal Test Data, ADDRESS1
ADDRESSZ add Original Test Data, ADDRESS2
ADDRESS4 Criginal Test Data, ADDRESS
STATE Criginal Test Data, STATE
ZIF Remove Criginal Test Data, ZIP

+ | |[Remove all 3

Importing viaan ODBC Connection

Once you have created an ODBC Connection file, you can import thedaaselected viamachlT's
Setup Wizard or by importing it into an existing matchl T Main File. Both methods are described
below.
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Using matchlT's Setup Wizard to Import ODBC Data

The matchlT Setup Wizard can be launched by selecting one of the file wizards or by selecting the
Setup Wizard option located under the Import menu. Choosing the latter method will prompt you
for thefile that you wish to import, so you can only use this if you have previously created an
ODBC Connection (* .ODB) file. However, starting the Setup Wizard viathe Single File or Two
File button will allow you to specify an ODBC Connection file or createa new one, as discussed
in " Creating an ODBC Connection fil€'.

Importing ODBC Data into an Existing Main File

To import ODBC dda into an existing matchIT Main File, the DBF structure of the Main File
must be consistent with the fields selected in the ODBC connection. If the field layout is not
consistent between the DBF and the ODBC connection file, data will be misplaced causing
problems during import or matching.

You can import records into an existing matchl T Main File by selecting the Import Records
option fromthe Import menu. If theMain File is not already open, matchIT will prompt you for
the file. Next, you will see the Input Parameters window, as described in Importing without using

the Setup Wizard (on page 24).

& Input parameters

Parameter Settings

The Input Format is: ODBC The next reference number is: 1

This is the next reference number that will be assigned

This means that matchlT expects a Database linked via ko the database. This number must be unique between
an ODBC DSM link file. two databases if they are going to be merged
together.

The default salukation is: Dear Customer Wit after import? is seb: OM
This is the salutation that matchIT will generate by This means that matchIT will return ko the main menu
default if it can't generate one From the input name after imporking the data,
daka,

[ Change Basic Parameters. .. ] [R_estore Standard Parameters. ..

Cance|

Once you have reviewed and changed the parameters if necessary, select the Continuebutton to
specify the ODBC Connection file that you wish to use. matchl T will then import the dataand
continue with processing as requested.

Exporting viaan ODBC Connection

matchlT can usethe same ODBC Connection file to export databack to the datasource. To do
this, choose an output formet of ODBC when specifying the output options. However, take careful
note of the created ODB file name and location assigned by the Setup Wizard, so that you can
select it for output as you will be prompted for the ODB file. You will then seethe following
window:
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& ODBC File Output Options

- j Current matchIT database
\ T:\... \DATABASE\CUSTOMER \EXAMPLE] . DEF

YWrite Data To :

() Existing Table |

Cancel Conkinue

Creating a New Table

To create anew table, choosethe" New Table' radio button and enter atable name. Thenewtable
will be created in the Data Source specified by the ODBC Connection file.

Overwriting an Existing Table

To overwrite an existing table in the source database, choose the " Existing Table' radio button.
Choosing this output option allows you to specify other options which areonly availeble for this
type of output. The resultant output window is displayed below.

& ODBC File Output Options

Set Child Table Relationships :

. B Current matchIT database
- [ reassign Orphan Records (Related datahase servers)
T:h... \DATABASEVCUSTOMER\EXAMPLE] DEF

Write Data To:

N ]

() Mew Table |

T\, \DATABASE\CUSTOMER\EXAMPLE v |

(%) Overwrite Table with matchIT information

() Just remove duplicate records

Cancel Continue
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Overwrite Table with matchIT information

This option will overwrite an existing table with information fromthe matchlT Main File. The
type of output will depend on what output option was chosen (unique records, matched records, or
flagged records) and the field layout will be determined by the layout option(s) chosen by the
user.

Just remove duplicate records

This will remove the duplicate records that you flagged within matchIT fromthe existing table
that you selected.

Both the "Overwrite Table with matchl T information™ and the "Just remove duplicae records”

options can cause relaional daa to become corrupt if careful steps are not taken. matchlIT has
integrated " Child Table Relationships' to help cope with this task.

Reassign Orphaned Records

This functionality is used when working with parent and child tables that are related viaaspecific
reference field. Generally the parent teble will be (or should be) aunique list of names (or
companies) and addresses. The child table will often be transactional data, linked to the parent
table viathe reference field. Each parent record will relate to any number of child records ina
one-to-many relaionship. matchIT is commonly used to dedupe aparent teble. This could result
in orphaned child records, where parent records are removed and the child records tha relae to
the removed records are left orphaned (Wherethe references in these child records no-longer relate
to references tha exist intheparent teble).

The "Resssign Orphaned Records' functionality engbles users to specify any relaed child tables
during the output step (when writing the deduped parent data back). It will then repopulate the
references of the records in the child table(s) with new references. The new references will be
those of the records tha the original parent records were deleted against.

To usethis functionality in matchi T, there must be a parent table and a child table. The child
records must contain references linking themto parent records. Parent Datashould be imported
viaan ODBC connection, and upon doing o, it is essential that the reference field linking the
parent and child tebles together is labeled as 'unique_ref' during the Setup Wizard stage.

The following example illustrates this. ..

PARENT TABLE
FRED WATERS, 1High Street, Leatherhead ID110
MRFWATERS, 1High S, LEATHERHEAD ID103

CHILD TABLE
FWATERS Transaction 31763 1D103 - changed to ID110
FWATERS Transaction 332140 1D103 - changed to 1D110

In thisexample, all F WATERS records in the child table became orphaned, as their parent record
had been removed in the parent table. The references for the child records have now been re-
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assigned to the new parent record. S0 'MR FWATERS has been removed and all transactions in
the child data tha related to this record, now relate to 'FRED WA TERS instead.

After importing the parent data and flagging the duplicates, you can write the data back to the
source database using the Output To File screen, Qutput Flagged Records or Qutput Matched
Records. You can select the required fields as normal for the typeof output that you are using.

Make sure that the same ODBC connedion used to import the dafa is selected as the output
destination, and select ODBC as the output format.

If you select ODBC as the output format, matchIT will display the ‘'ODBC File Output Options'
screen:

(& ODBC File Output Options

Set Child Table Relationships :
_ I Current matchIT database

/
T:h... \DATABASEVCUSTOMER\EXAMPLE] DEF X
[JLog reassignment of orphan records

Write Data To: Table Hame Reference Field
v R
() Mew Table
(%) Existing Table w
Tih.. \DATABASEYCUSTOMEREXAMPLE "

(%) Overwrite Table with makchIT information

() Just remove duplicate records

Cancel Continue

The 'Reassign’ functionality is only relevant when overwriting the source table, so fromthe
'Existing Table' drop-down, select theoriginal parent data table. Next, select 'Reassign Orphan
Records' on the right-hand side of thedialog. Thechild teble and the corresponding reference field
can then be specified, linking the child records to the parent records. Click on 'Continue’ to export
the cleaned parent data and re-populate the references in the child table where necessary .
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The 'Non Mailable Records' functionality is designed to search for, flag and report specifically on
records containing 'mail exclusion' words. The user can add, remove or edit mail exclusion words
as required. In addition, mail exclusion words can be grouped together where they represent
similar exclusion types. For exanmple, "HMP' and " Prison" can both be added to the same group,
as oould " Goneaway" or "Moved".

matchIT performs the search for mail exclusions during import, or when re-generating keyson a
pre-imported DBF file. All input fields are searched.

When mail exclusion words are found in afile, they are listed and counts of each aredisplayed in
matchlT’s standard Data Summary report.

The user can browse the records containing mail exclusions by thetype of exclusion, from
matchIT’s 'Import Details' dialog. S, using the previous exarmple, the user could choose to
browse all 'Prison’ exclusions, which may display records containing words such as 'HM P,
'Prison’, etc.

Adding/Removing Mail Exclusion words

All mail exclusion words must be added to matchl T's mail exclusions table;
'mail_exclusions.dbf'(locaed inthe matchIT’s DAT sub-folder). Theeasiest way to do this is to
browse the teblevia View>View Table, from matchIT’s main menu. Upon selecting mail
exclusionstable, it will be displayed on screen and can be edited as required. Of the five fields
displayed, each field (except the 'COUNTS field) must be populated by the user when anew mail
exclusion word is added. A description of each field is as follows:

e EXCLUSION

Contains the actual mail exclusion word that matchIT will search for in the input data. All
entries here must be upper case. Limited to 10 characters.

e DESCRIPTIO

Contains adescription specific to the exclusion word. This will be displayed inthe Data
Summary report. Limited to 40 characters.

o XTYPE

Contains a code, which will be copied into exclusion records within the working DBF
file. Limited to 2 characters. Must be uniqueto each group/type of mail exclusions (not
each individual exclusion word).

e TYPE DESC

Contains adescription of the exclusion group/type. All mail exclusion words in the same
group, with thesame XTYPE field value should havethesame TYPE_DESC. This
description will ultimately bedisplayed inthe 'Import Details' dialog, where the user
chooses the group/ty pe of mail exclusions they wish to browse. Limited to 20 characters.

¢ COUNTS
This field is populated by matchlT. It should not be modified by the user.
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To add anew field to the mail exclusions table, select Table>Append New Recor d. To remove
an exclusion word, simply deletethe record fromthe tableby clicking on the small deletion cell to
the left of the record.

After updating the mail exclusions table as require, the mail exclusion words must also be added
to (or removed from, depending on what you are doing) matchl T's standard Names and Words
table viaJob/ Setup>Names and Wor ds. They should be categorized as type 'Exclusion’.

Enabling/Preventing Mail Exclusion in New Data Files

matchIT will only ever scan for mail exclusions on afile, if the file contains afield labeled
MAIL_FLAG. It is therefore essential to add this field during the Setup Wizard stage, beforethe
import begins. This field is populated with the XTYPE codes fromthe 'Mail_Exclusions' table,
where records contain mail exclusion words. It should therefore be added with awidth of & least
20, to cater for records tha may contain multiple mail exclusion words.

Where mail exclusion scanning is not required, it is not necessary to add this field.

Reporting of Mail Exclusions

Mail exclusions aredisplayed on the Data Summary report. The report shows the type of mail
exclusion word present in the mail exclusionstable, as well as the corresponding exclusion code,
count of occurrences in the work file, and percentage of records in the file containing the
exclusion word.

If the file that is being reported on is not the last file that had keys generated, matchl T will re-
count the mail exclusions. Therefore the report may take a little longer to producethan usual.

If aMAIL_FLAGfield is not present in thedbf that is currently open, the Mail Exclusions section
will not gppear inthe report a all.

The Mail Exclusions areaof the Data Summary report is displayed below:

Mail Exclusions

Number of Percentage of

Records Containing Re cor ds Containing

Description Code Exclusion Word Exclusion Word
British Forces Postal Office BF 2 1.60%
Care Of co 1 0.80%
Her Majesty's Prison FR 3 2.40%
Other Brclusions aT 1 0.80%

| ME A rrEed ram of 12 mEl exdusion word s will be displayed abowe. Alesss contact hapl T systers if your mal exd usions table excesds 12 entries.

Browsing Records that contain Mail Exclusions

After importing afile of re-generating keys in afile, any records that are found to contain mail
exclusions can be browsed via Impor t> mpor t Results>View Recor ds By Category.

To browse aspecific caegory of mail exclusion, tickthe 'Use Mail Exclusions' tick-boxin the
bottomright-hand areaof thescreen. A drop-down menu will now be enabled, which is populated
with each different mail exclusion type found in the mail exclusions table, as pictured below:
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Mail Exclusions

Exclusion Twpe:

To browse records containing meail exclusion words falling into any of the categories listed, select
the category and choose ‘ Continue’. You can also modify the output options a the bottom of the
main dialog if you wish to send the records to aseparate DBF, report on them, or produce a PDF
report displaying them.

If aMAIL_FLAGfield is not present inthedbf that is currently open, the Mail Exclusions section
will not gppear in this dialog.

Maintenance

When re-installing matchlT or moving matchl T to adifferent machine, it is essential that both
MAIL _EXCLUSIONS.DBF (located inthe matchIT root directory) and the DAT sub-folder are
copied to thenew installation. This will ensure that any customization carried out will not be lost.

It is also advisableto regularly make backup copies of these files, in casethe matchIT installation
is accidentally removed or overwritten.



US Address and Zip code Validation

Any version of matchIT can havethe USAddress and Zip codevalidation module, addr essIT,
integrated with it, using the addressing engine supplied by Datatech. Thestandard evaluation
configuration does not include addr essI T, but auser can request an evaluaion —we will then
send the evaluator a CD containing the United Sates Postal Service Address File (USPS).

& matchIT Setup Wizand - Processing Options

S %elect matching level :
J é {(®) Conkact §| (C)Business J ) Address
e

Create match keys?
Use Zip+4 Address Yalidation?
[ ]Enable automatic suppression?
[]create salutations?

[ ] cCorrectly case name and address?

Mare...

As with all of matchlT’s operations, thedaa must first be imported into a DBF file. The Singleor
Two FileWizards on the left pane allow the user to do this. The same rules for naming fields, as
described in the Getting Sarted Guide, should be used. Once thedata file has been imported via
the wizard the user neads to tick the Use Zip+4 Address Validation option in the Processing
Options window, as shown above. The Addr ess Enhancement Wizar d will then be displayed
after selecting Continue.

Import this file to :

Address Enhancement Wizard

The Addr ess Enhancement Wi zar d will guideusers through the key aress when preparing afile
for Zip+4 Enhancement. Each step & the options available will be described in subseguent
sections.

49



matchIT User M anual v5.2

Step 1. Configuration & Settings

& Address Enhancement Wizard
;"ﬂ Step 1 : Configuration and Settings

Welcome ko the address enhancement wizard, These options will allow
wau ko configure the level of address coding/enhancement,

[ ]Use Previous Settings

Cnly use this opkion if wou want ko repeat the processing using exactly
the same options as the previous run, then Continue ko skark processing
the data.

¥ersion Information

The installed version of the USPS files used by this maching is 7,05,06,1 o~

These files are dus to expire in 4 days

| £

Import without Enhancement

The Configur ation and Settings window provides the user with several optionsto determine how
they would like to begin enhancing their file:

e UsePrevious Settingstells the matchlIT to use the Zip+4 enhancement options fromthe
previous run.

e Import without Enhancement will import/create the matchl T DBF for asource file,
without performing any Zip+4 enhancement.

o Next will allow theuserto go through each section of the Address Enhancement Wizard
so tha they can specify the options they would like to use on a particular file.

The Version | nformation section displays the expiry date for the addr essIT data file. This expiry
daecan also be found in the Addr essing tab of the matchlIT options window. For this run through
please select the Next button, as it will allow usto walk through each of the Addr ess
Enhancement Wizar d steps.
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Step 2: Headline Data Options

(& Address Enhancement Wizard X

gﬂ Step 2 : Select Headline Data Options

Please select the options thak best reflects your desired resulks

Add Mailing Fields to Data
IJse USPS unique address key as additional matchkey

Aktempt Address Reformatting For CASS Failures,

Moke : With the introduction of CA55 cvcle L, DPY codes are now
automatically generated when using addressIT ko correct and improve
addresses,

In the Headline Data Options window, the user will have the ability to determine which initial
optionsthey would like to goply to their dataset. The list below will detail each of the options
found in step 2 of the Addr ess Enhancement Wizar d. Some of these options will have adirect
effect on subsequent processing, so it is agood idea to reed thetooltips provided when hovering
the cursor over any of the Headline Dataoptions.

UPPER case data is a specific option that is more likely to be usad if a formatted
mailing piece is being produced.

The Add Mailing Fields to Data option allows a user to add fields useful in preparing an
output suitable for mailing, such as Carrier Route Codes, Lineof Travel info or Delivery

Point barcodes. If this aption is not selected, the Addr ess Enhancement Wizar d will
not display Step 4: Mailr com.

Use USPS unique addr ess k ey as additional matchk ey generates aunique key from
the retumed Zip+4 coding which is useful in enhancing the matching keys and results.

Attempt Address Refor matting for CASS fail ures will use simple checking to see if
the format of the address coding failures can be improved, then will format the address
acoordingly.

In this walk through, make sure to & least select the Add Mailing Fid ds to Data sothat step 4 of
the Addr ess Enhancement Wizar dis not skipped. After selecting the Headline Dataoptions to
use, please select the Next button to continue to Step 3.
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Step 3. Address Data Enhancement

(& Address Enhancement Wizard

Step 3 : Address Data Enhancement

Select the Fallowing ko add figlds ta your data and enhance the infarmation

Street Formatting
O Use Inpuk Streek Formatking

(%) Use Standardized Address Formatting

ZIP update

O Nore Add County Code (FIPS)
() Add 5 Digit ZIP Add Courty Marme

(¥) Add 9 Digit ZIP+4 Code &dd Congressional Districk

Step 3in the Addr ess Enhancement Wizar d allows the user to choose whether they would like
to standardize the address data, as well as gppend some region specific data. A description of each

option can be found below.

e The Street For matting option allows the user to select whether they would like

addr essIT to usetheir input street formet, or if they would like to have the entire address

format standardized.

e Toupdate or creaea Zip field, check oneof the ZIP update options. The user can then
select whether they would like to have addr essIT populaetheir database with 5 digit zip

codes, 9digit Zip codes or none.

e AddCounty Code will create and populate afield labeled Ccode in the users database.

e To gopend county names to records in adaabase, select Add County Name. The
information will then be contained in afield labeled Chame.

e  Selecting Add Congr essional District will append the Congressional district
information in afield labeled Congdist.

After the desired options have been selected, the Next button will take the user to Step 4 (the final

step in the Addr ess Enhancement Wi zar d).
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Step 4: Mailroom

(& Address Enhancement Wizard

- ﬂ Step 4 : Mailroom - Add Mailing Fields to Data

W

Create the Following fields For my mailing)'sortation output

&dd Carrier Route Codes (CRRT)
Add Delivery Poink Barcodes (DPEC)

&dd Line Of Travel Information (LOT)

Moke : The CASS 3553 report is generated during the output part of
wOUF processing,

|

The options within the Step 4: Mailr oom window will only bedisplayed by the Addr ess
Enhancement Wizar dif the user selected to Add Mailing Fidds to Data (in Step 2 of the
Addr ess Enhancement Wizar d).

e To add aCarrier field to the dataset, a user can select the Add Carrier Route Codes.

e Choosing the Add Delivery Point Bar codes option will result in the addition of afield
labeled Dpbar.

o Selecting Add Line of Trawel Infor mation will create afield labeled Lot within the
users datebese.

Once the appropriae options have been selected, the Finish button will close the Addr ess
Enhancement Wizar d and allow matchlIT to carry on with the importation of the sourcedata.
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Address Enhancement Summary

Address Enhancement Summary

A
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Dedivery Point YeriAcation Hesilts
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K vy gt components o e addess wass vakdsta]
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Fha gebclreed s Badichre] Sunbate o aremlc

Tha sl s Fourdin Ba OMEA

T scdiles st e Fiond i Hhee A
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The Addr ess Enhancement Summary is asimplified report that provides the user with a quick
overview of the address enhancement results, as well asthe details for the Delivery Point

Validation (DPV) option.

Exact figures for the address enhancement grgph can be found directly beneath the grgph itself. It
will display how many records were coded as asuccess, as well as how many records were coded
as failures. Failures will be organized into categories that are based on the reason for the failure.

I 3 Successhul

[ 2 Zip not Found, city/state can not be used
[ = Mo street nare matches in the given ZIP code or in any geographically related ZIP Code
[  Streat may contain supefluous cornponents, which cannot be discarded with confidence
= 1 Housze number could not be matchad

Specific Delivery Point Validation (DPV) information can be found in the Delivery Point
Verification Results section of the report. This section will display the results for the Delivery
Point Validation of the addresses found within the users source file.

This reports print toolbar will work in the same way as the other print toolbars. Please usethe®™

iconto close the report preview and continue on.
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Verifying the addressIT Results

i@ Quality Assurance Wizard

Fibe Indarmation

1 @ CAPROGRAM FILESIMA TCHITYS L DA TABATE LS TOMER|EXAMPLE ] . DEF i L
_Jj 100 Reconds - 2 Flaggsd |.J
Impoart, Okt

Tmmport ; aldress T
Deabh SLrimaey i] Addross Frocessng SLmmany
té;-" WiesnfEdt by Cabegory l‘ﬁ;) fddress Processng Detal

E sawrans the Dusts Susmmesny bo maske: sume That e vobames of dats and B nahae of tee dals shown (&
o) B ey COnRorT valh pous Pt Bt

W

When afile has been passed through addr essI T, the addr essI T section of the Quality Assurance
Wizard will become active. This section will provide thetools necessary to Q/A check some, or

all of addressIT’s results.

o The Address Processing Summary will allow the user to either preview, print, file or
PDF the Addr ess Enhancement Summary previously discussed.

o Whenusing the Address Processing Detail option to view records, matchl T will allow

the user to view either address successes or failures based on criteria selected by theuser.
(See Address Processing Detail below for more details)

The Addr ess Pr acessing Detail option is the most powerful quality assurancetools for
addressIT. Thenext section will go over some of the morecommon Addr ess Pr ocessing Detail

options and functionality.



matchlT User Manual v5.2

Address Processing Detall

‘@ Address Enhancement Processing Delails

Codng Sucesses j| Coding Fakres
[ 5adect Al Mot : Pleace ony select sucoessas OF Falures when cresting & report or outpot
[Cpaormad strest match [l street: name cormected [ ireet swapped with Frm
[P B mateh [ Strmet: suffix comectad [ street sviapond wich slernate
[CIroute bype match [IPre-dractiona comestad [ Ensal address changed to PO Box
[ uiricuses Z1F mastch [Tl Post-drackionsl corrected [ Ennsl acdchreess strmet match
[ Senal bowan makch [ty comected [t ety bs skt predened buk accophabie
[ ks mastch [ tats comestad [ street Stardardized
[Cragheise Akernate match ] 23# courected [k ot verified
ClFwm makch [usbanization corrected [Leftavers found
[CHtighrise match [(z1P+4 comrected Dl zipraove match
[ Highvisn dafauk mabch [ Houses rumber comectied
[CIroste defmit match [t rmbeer comected
[(5econdary unk deskorator conrected
[CFrm corrected
Dutput Options
:‘.:jﬁmwsummn
() Qratpest bo Flo:
() prin to report:
() Creste POE;
[ gose | [Lcomewe | [eopRecords | [ Gootiwe ]

The Addr ess Pr acessing Detail option works much the same way asthe View/Edit by Category
option. A user can select one or more criteria for viewing addr essI T successes or failures. Bath
the Coding Successes and the Coding Fail ur es tabs offer an option to Seect All records.
matchIT, however, will not allow the user to Select All for both Coding Successes and Coding
Failures.

In the lower half of the window, the Output Options aredisplayed. These options allow the user
to perform several tasks that are based on the coding criteriaspecified by theuser.

e Usingthe Browse on screen option allows the user to comparethe input and corrected
daainasideby side view.

o Selecting the Output to file option will create asegparae DBF file containing records
specified by the user’'s selected criteria.

e ThePrinttoreport feature will send a report to auser specified printer. This report is
basad on the addressIT criteria chosen by the user.

¢ |f aPDF version of the report, mentioned above, is needed — the user can select the
Create PDF option. They can then specify wherethey would like the PDFto be
creaed/saved.

The Continuebutton allows the user to carry on with either of the options they have selected,
while the Compar e button allows the user to view dataside by side— regardless of theoption
selected. Choosing Flag Recor ds will remove records tha correspond with the criteriaselected by
the user. The following screen shot and descriptions will discuss the Compar e option provided in
the Addr ess Pr ocessing Detail window.
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i View Zip and Address Enhancement Changes

Mavigate through the records to investigate the results from the address
enhancemsent sten.

Record Murmber 1 of 35

Ouinicyal Data Conreibed Dala

Company | FEIDER COMPANIES TNC Company | FEIDER COMPANIES TNC
Ackiesg] | PO BOK 1589 THreet PO BROME 1569
Addressd SRroetd
Addessy | WY Urb
Ackdressd B0 iy ONERTOM
g Tabe ]

o o L
Cormections

-

The window abovedisplays aside by side comparison of the original data and the addr essIT

corrected data. The records displayed will depend on the success or failure criteriaspecified by the
user.

matchIT does allow the user to modify either the original detaor the corrected data. M odifying the data, of failed
records, can help increase the chances tha they will be CA SScertified when the records are output in asource file.
Once the Close button has been selected, the changes will be saved and the user will be retumed to the main

Addr ess Processing Detal window. Returning to the main Addr ess Pr ocessing Detal window will allow the user
to carry on with any other processing of CA SSsuccesses or failures. Selecting the Close button will return the user
to the Quality Assur ance Wizar d.

The next section will discuss theuseof addr essIT on an output file. Fromthe Quality Assur ance Wizar d window,

please select the Output tab. Fromthe Output tab, choosethe Output to File button. The Produce Output
window should now be displayed.
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Utilizing addressIT for an Output File

@ Produce Qutput: Optiens for File El

Output File Layout iy | [Ede.. | [Use 20 ook |

h ’/ Layeok naes: | C-IPROGRAM FILES|MATCHITYS L \REPOR TYMAIL ING_OUTPUT.CRL D

Output file Details ]
Coestanaation fils name:  |ciidocuments and settingslsuppont|deskbop] janisry maler. bt L]

>
1 _f Cutpt Foammat COMMA s

Main Dptions | s Hoist Arddressing
!_E : penenerded thst i do gmmdmmn' ,{fuﬂ}
== Waerare ! Tt b5 stronghy rec that you do not use
it khis in condurction with & regular outpak Filer, LICASS AR uise o0

(CHCASS Addressed Fadores oy
Generabe CASS 3553 report :

CHPROGRAM FILESIMATCHITYS LDATABASE | CUSTOMERTEXAMPLE ] CASS 3553 03-31-20060%0 | ., |

Select Address Dutput Configuration :
CRy, ate, T Separate bt

This Feabures allows you to modfy the ourment Cutpat File Layout to cutpat o Formatted address o5
seleched aborvn. Al Fields cther than address and Tip vall be cutput a5 specified by the Output File Layout.

Mobe  You can not use this and chocse shuffle up address ines at the same time.

| ganesl Generate Output

The Addr essing teb of the Produce Output window will become active when the user tries to
output afile that has been processed by addr essIT. These new Addr essing options will be
available in addition to the Main Options for outputting a file. The inclusion of these addressing
options will allow the user to output subsets of their file depending on the CA SSstatus of a
record, while providing the &bility to formet theaddress lines and generate a 3553 CA SS report
for the resultant file. For more details on these options, please see the details below.

e The Select Recor ds to Output section allows a user to determine if they would like to
output all records, CA SSpasses, or CA SSfailures. This option will place afilter on the
source file, so as to only output the records required by the user.

o To Generate CASS 3553 report the user only needs to specify the path of where they
would like the report to be saved. Once the output file has been generaied, the CASS
report will be run onthat file. The user can then find a TXT and PDF version of the
report saved to the location they specified. If addressIT was being used for a mailing

piece, the 3553 CA SSreport will need to be supplied to the United States Postal Service
(USPS).

e To format theaddress lines of an output file, the user can select the drop down option

located in the Sdect Addr ess Output Configur ation section. Thedrop down contains
several options for the most common address formats.

o City, State, Zip separate

o City & State combined, Zip separate
o City separae, Sae & Zip combined
o City, State, Zip combined



US Address and Zip code Validation

¢ Do not modify the Qutput File Layout

Selecting any of theoptions in the Addr essing tab, can and will modify the source file layout. If
the user would like to maintain a layout that has been specified, they will need to set the Sd ect
Recor ds to Output option to Output all recor ds and the Select Addr ess Output Configur ation
option to Do not modify the Output File Layout.
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Using suppressIT with One Mailing File

Importing Records

The essiest and safest way to use the suppr essIT module isto use the Setup Wizard to set up any
new job, as with the rest of the matchIT suite. For instructions on how to usethe Setup Wizard,
please refer to the Getting Sarted Guide.

At the end of the Satup Wizard, you are presented with tick boxes to Create M ach Keys, Creae
Salutations, Correctly Case Data, Use Zip+4 Address Validation, or Enable A utomatic
Suppression.

& matchlIT Setup Wizard - Processing Options

s Select matching level :
J éﬁ (%) Contact g () Business j () Address

Create match keys?
IUse Zip+4 Address Yalidation?
Enable automatic suppression?
Create salutations?

Carrectly case name and address?

Mare...

Import this file to :
CHPROGRAM FILES\MATCHITYS 1\ DATABASE, CUSTOMER\EXAMPLE L. DEF

Setting up Automatic Suppressions

Clicking the Options button will allow you to set the Suppression options (Suppression teb). From
hereyou can select the suppression files you wish to use. To set the files, you need to tick the
relevant box.

Altematively, It you choose Find Suppressions fromthe Suppressions menu you will be presented
with asimilar screen. This should only be done after all intemal duplicates have been removed
fromthefile.
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WL T TR )| e e ——

Which suppression liles would you
Bike bosuse % -

[CTadirey Preferercn Sorvace hick s il i

[ecessed suppressons

L ]

[l orer-pestry suguiwessaions

[ ustom | ather supgression fles ke [t mppre e
LELE S yim L L
Advanted. . ] Pictificatior ]
Cancel | Conbinus - - =

You can set the matching options and file locaions for each file, by clicking the Advanced
button.

As explained above, for initial installation, you need to check the Advanced Options, to ensure the
correct files and matching options are being used. You only need to do this on initia

implementation, unless you need to add more suppression files & a later dete. For directions on
setting up the Suppression files, see Suppression File Locations on page 71.

The Matching/Suppression Process

When you haveset all the suppr essIT options, you arenow ready to import thedata. You will
see the only option available is Continueor Find Matches, depending upon if you selected the
More... option. This will createthe matchlT database for your source file, add matchIT's fields to
this database, copy the records into this database, and then find the internal duplicates (within the
source file). When it has found the internal matches, it will automatically find the suppression
matches — dependent on what suppression files you have specified.

Asstated above, if you check the Enabl e auto-suppr ession box & then More..., you will see the
only option available will be Find Matches. If you don't want to import the file yet, or want to
Import Only (e.g. if you dont want to use the default rules for finding matches, or you went to
usea different level of matching for the suppression files), you should uncheck the Enable auto-
suppr ession boxto enablethe other options as usual. You can then run Import and Find M aches
fromthe menus or when prompted, and run the Suppression processing fromthe Suppression
menu, or when prompted after Find M aches.
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Suppression Results

When the Find Suppressions step has finished, matchIT displays the suppr essIT Results. From
this screen you can run the Suppression Summary Report and the Suppression Matching Report.
You can also Remove Suppressed Records.

& suppressiT Results | E] [ﬁ| E|

% Suppression screening results

Internal duplicates deleted:
12

[ Suppression Summary Report l

[ Suppression Matching Report ]

[ Delete Suppressed Recards ]

Laone

Suppression Summary Report

This report can either be run fromthe suppr essIT Results screen or fromthe Suppression menu.
This report summarizes the suppressions found in three ways.

e  The Number of Potential Suppressions is the number of records on the Client Database
that will besuppressed. Pleasenote that this number will not necessarily tally with the
totals in the other sections. One Client record could match with more than one
suppression record, but would still only be counted as one potential suppression.

e The Suppressions Found by File section lists the total number of suppressions found in
each suppression file. These figures represent the total number of Client records that had
matches in each suppression file. One Client record with morethan one match in a
particular suppression file would be counted once for that suppression file.

e The Suppressions Found by Score Range section lists the total number of matches found
in each Maching Score Range. These figures represent all of the matches found. So, if
one Client record had two matches in one suppression file and one match in another
suppression file, it would be counted three times in these figures. This section is useful
for understanding the results you are getting at different M aching Score levels.

Suppression Matching Report

This report can either be run fromthe suppr esslT Results screen or by choosing View
Suppressions fromthe Suppression menu. If run fromthe suppr essIT Results screen, the matches
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will be grouped in Sets and sorted by Score. If run fromthe menu, the View Suppressions
Options screen will be displayed.

@ View Suppression Options

% ¥iew suppression matches

Feport grouping | Pairs % [“I5art by score?

Low score 100 = High score 120 | =

Report Format |Suppressiun Repr % I Destination Preview w

Cance| Conkinue

Report grouping

Maching records can be grouped in Pairs of one client record and one suppression or Sets where
all suppression records metching the same client record are displayed together.

Sort by score

If this box s ticked the report will be sorted by matching score, otherwise it will be sorted by
name.

Low score and High score

The range of matching scores for which the results areto bedisplayed. Only matches within this
range will appear on the report.

Report format

The report format will default to Suppression Report. Alternatively, you can chooseyour own
report layout from here.

Destination
Preview for a print preview, Printer to print the report or File Preview to produce output to afile.

Continue
Click Continue to confirmyour choices and creaethe report.
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Delete Suppressed Records

This can either be run fromthe suppr essIT Results screen or by choosing Remove Suppressions
fromthe SQuppression menu.

: Flag Suppressed Records E@E]

. You are about to flag suppressed records on your database, so that
Ly they can be excluded from output. This may incur a charge per
L suppression, according to the licence which governs use of this data.

IJse the contraols below ko seleck a minimun score Far flagaging these records,
The cost will be recalculated if vou change the Minimum Scare,

Minimurn Score; =0 =
Cost of deletion: | £0.20 for deleting | 2 records
Please ensure that the cost shown above has D;—]‘-‘Hig"i';';;é;ai;;;

been approved before you select 'Continue’. oo

ontinue {accept cosk) ] Print Report

Minimum Score

Records with a matching score equal to or greater than this value will be flagged for exclusion
fromtheoutput file.

Continue (accept cost)
This will remove al records meeting the Minimum Score gbove.

Warning: You will be charged as soon as this button has been pressed. Thischarge cannot
be undone.

If you have the option Notify Suppression Hits By Email turned on, they aresent viaan Intemet
connection to your supplier. If youdont have an intemet connection available on the PC where
you are running suppr essiT, you will be asked to email alog file to your supplier.

Cancel
Cancel thedeletion process. You will not be charged.

You can incrementally remove score ranges if you wish (starting a ahigh scoreand getting
lower- dbviously, the lower the score, the more records will be removed). You will only be
charged for thenew records removed each time. Remove Suppress ons is incremental —you will
not be charged twice for the suppression, unlessyou "undelete’ the records. (Westrongly
recommend that you do NOT undelete recor ds).
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Also, wesuggest that you flag your internal matches first — this way, some of the potentially
suppressed records will be removed before you come to suppressthem. Sincethey arealready
removed, you won't be charged for records that have been removed dueto internal deduplication.

If you do not want to removeall the categories of suppressions that you have found, then you can
switch categories off by using the Suppression Options screen (Choose Suppression Files) as
illustrated earlier, before you removethe suppressions.

Once you have removed your suppressed records, you can continue using metchlT in the usual
manner, for outputting records, €c.

Change of Address Suppressions

As well as supplying alist of names and addresses of those who have moved to a different
location, the Equifax Goneaway file can also be used to help locae alarge number of people a
their new address.

After suppressing a file against the Equifax Goneaway file, select Qutput Change of Address File
fromthe SQuppression menu. This will createa new file listing all of the suppression hits that have
new address associaed with them.

SUppression

Find Standard Suppressions, ..

Find Telephone Suppressions

Suppression Surmrmary Report
View Suppressions. ..
Remove Suppressions. ..

Cukput Change of Address File

Suppression Cptions L4

The list created by this function will contain the Unique_Ref values fromthe records in your file,
a well as the Equifax Change of Address reference fromthe Goneaway records that each of your
records were suppressed against. This list can then be sent to Equifax, who will supply back the
new addresses associated with your suppressed records.

Pleasenote, not all records on the Goneaway file have anew address associaed with them, which
iswhy it isvery unlikely that the number of suppression hits will match the number of records in
the Change of Address file.

Telephone/Fax Suppression

As well as providing away of suppressing your file against name and address suppression files,
suppr essI T also provides afecility for suppressing against lists of telegphone or fax numbers.

In order to usethis functionality, you must first import your datausing the Setup Wizard, ensuring
that your telephone or fax fields are labeled telephone’ or 'fax. Once you have finished importing
your data, you can begin thetelephone or fax suppression by selecting Find Tel ephone

Suppr essions fromthe main Suppr ession menu. This will produce the Choose Telephone
Suppression Files dialog, as pictured below.
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SUppression

Find Standard Suppressions. ..

Find Telephone Suppressions

Suppression Summary Repork

Yiews Suppressions., ..

Rermove Suppressions. ..

Cukput Change of Address File
Suppression Cptions 4

& Choose Telephone Suppression ... Q@I@

2 Yhich suppression files would you
. like to use ?

[ ITelephone Preference Service:

[ ] corporate Telephone Preference Service
|:| Fax Preference Service

[ ] custom |} Other Suppression

[ Advanced... ] [ Mokification. .. ]

’ Cantinue ]

Fromwithin the Choose Telephone Suppression Files dialog, you cantick the suppression file(s)
that you would like to suppress your data against. A fter making your selection, you can click on
Continue to begin the suppression step. Before clicking on Continue, you should make sure that
you have mapped suppr essi T to the suppression files that you have chosen to use. To dothis,
click on Advanced to display the Advanced Telephone Suppression Options screen.

Advanced Telephone Suppression Options

Fromwithin the Advanced Telephone Suppression Options screen, you aregiven the fecilities to
point to ‘Add' suppression files availableto your PC, no-longer point to ‘Remove' suppression files
that you no-longer wish to use, or 'Create/Update' suppression files. There are four different areas
within this screen. Each area represents adifferent type of telephone suppression file. These four
areas correspond to the four tick-boxes in the Choose Telephone Suppression Files dialog.

Create/Update Suppression Files

Fromwithin the Create/Update Suppression Files dialog you can choose to either import
suppression daainto an existing DBF file, or create anew suppression DBF from scraich. Before
making this selection, you must specify the format of your input suppression data file by using the
Suppression File Format drop-down menu at the top of the dialog.
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If you already have an existing suppression DBF file, either select 'Append new suppr ession
recar ds to an existing suppr ession file', to simply add to the datayou already have, or choose
'Replace all recards in an existing suppr ession file' to overwritethe datayou already have, with
datafromanew file. After checking the gopropriate radio button, click on Import Recor ds to
begin importing the new data.

If you do not haveasuppression file already set up, you can select ‘Single field suppr ession file'
to create and populae asuppression file fromasingle list of telephone or fax numbers.
Altematively, if your input suppression data file contains multiple fields, select either ‘Custom
fieldlayout' to manually name each of the fields in your file, or select 'Pre-defined industry
standar dfield layout' and select one of anumber of industry standard suppression file names, of
which suppressIT is already familiar with the layout. A fter making your selection, click on
Create File to begin the process.

@ Create/Update Suppression File

|Comma Delirited ™| Suppression File Format

Impoart Suppression Data

(®itppend new suppression records to existing suppression Fils! Impart Records

{T) Replace all records in an existing suppression file with new suppression records

Create Mew Suppression File
G_} Zingle field suppression file

Create File

Close
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Using suppressIT with the Multiple File Wizard

Setting up the Multiple File Job

Beforeyou enter the Multiple FileWizard, plesse make surethat you have set up the locations of
the suppression files that you want to use. Then set the files up for the Multiple FileWizard as
usual.

& Multiple File Wizard - Step 2

yipt Please select a Source File for each file involved in
J the multiple file job, then select Setup Wizard.

If you have already created a Main File layout
corresponding to this source file, you can select
this Main File instead of Setup Wizard.

If you have previously imported the file, you can
just select the Main File which you have already
imported, without selecting a Source File.

Source File: | C:h... \IMPORTYMAILING1. TXT

F

=

Multiple Files with same file layvout, or [ . i
which have already been imported: "_‘ Setup Wizard: '_(

Main File: 'cx \EXPORTIMAILING] ,DEF I j
File reference: File description;
| MAILING1 | Spring Mailingd]

This is a: (%) Merge File, priarity: .

Options

Delete File Mext file ==
'

Do not select any of the standard external suppression files within this step — it you have any
suppression files which are smeller than or comparable to the total mailing volume, then select

them as suppression files here — otherwise, set themup as extemal suppression files, as described
in thenext section.

When you specify details of the Master File, select Options:
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& Multiple File Wizard - Step 3

Jﬂz Mow choose a Main File name for a new {(Master) File -
i matchIT will create a layout for this automatically, to

j ensure that all data from the individual files is loaded
in to the Master File.

Master file .Iayuut:

C:APROGRAM FILESYMATCHITYEAEXPORTAMASTER.DBF E]

Flag matches A
[ Motk ] for scores == Gl

Then select the Suppr ession Tab, tick the box labeled Automatic Suppr ession After Import.
Here you can also change the Suppression Options as usual.

W mahIT Citiem "

[
[ttt mpeansimrd

[ e ey s pprrssrs.
[Tt et g Fles

[hin.iu.-n.n- -| e

(o] =aee |

Asthe final stage in setting up the Multiple File job, do NOT select to produce the matrix and
summary reports, as you must review and accept the suppression charges (and removethe
suppressions) before the matrix report can be produced.

& Multiple File Wizard - Step 4

L
fj Finally, set the reporting options.

[ JProduce the matrix and surmmary reports:

_—_

You can then run the job as usual.
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Producing Multiple File Reports

When the job has finished, select the Suppr ession Summary Report and then to Remove
Suppr essi ons from the Suppr ession menu.

S =Cate Mailsort  Query  Output  Jobs

Find Suppressians. ..

Suppression Summary Repark

View Suppressians. ..

Remove Suppre:

Suppression Opkions

Finally, select to Produce M drix Reports fromthe Jobs/ Setup menu and select the Job reference
that you have just run.

Options, .,

SavefRestore Setup. ..

Job Script... 3

Multiple File Wizard

Produce Matri
hames and \Words. .. e

Delete Suppression Records

Unrecognized Wards..,

Unrecognized Forenames. ..

Matching Matrices 3

Matching Setup 3

& Matrix Reporting

| File name:

| Jobreference: | SUPPRESSION v|

(") Choose a file suikable For matrix reparting

Select to Regeneraethe report, enter the costs and the report will then be produced.

(& Matrix Reporting

[*[Regenerate the matrix and summary reportsi

fF‘ru:n:qu:tiu:un cost: 20 p  Mailing cost; 2005 p
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suppressIT Implementation

Suppression File Locations

Beforeyou use suppr essIT in matchl T, you must set matchI T up to point to the suppression files
that you have imported or loaded fromthe supplied suppression CD. Unlessyour nework is
geared up for fast indexed I/O on very large files, we recommend that you place these into a folder
onyour local machine.

] by s L =
m = el g v ol Py g
. M sl
My et merne e

[ ——

[ T Sp———

P -
N b Sy Behms el Cpfars
L L

Now open matchl T, and choase Suppr ession Options fromthe Suppression menu and click on
the A dvanced button. This will take you into the Advanced suppr essIT Options screen, which
will allow you to set the locations of the suppression files. You can select asuppression file by
clicking the ADD button.

& Advanced Suppression Options EJE|E|

Da Mot Mail suppression File locations:

C:|SUPPRESSION|MPSYMPS. DEF ~ [ &dd File ] [MatchingOptiDns... ]

[ Remove Filz

Deceased suppression File locations:
CA\SUPPRESSIOM,\ TERA\TER.DEF b [ Add File ] [ Matching Opkions...

w Remaove File

Gone Away suppression file locations:
CA\SUPPRESSION!|GASIGAS] DEF ~ [ Add File

CASUPPRESSION,GASIGASZ DEF
w Remowve File

[ Matching Options. ..

C:\SUPPRESSION| GASYGASS. DEF

CustomHouse suppression file locations:

b [ Add File ] [ Matching Options. ..

w Remove File

You will need to Add each of your suppression files to this screen. Generic terms forthe
categories of suppression files are being used. Theseare provided for your convenience. If you

71



matchlT User Manual v5.2

put afile into the wrong category, matchl T will still process the file correctly, but your summary
report will not reflect the right categorization.

The Remove button allows you to remove it fromthe list, respectively.

When you have added all your files, you must click on the Matching Options button for each file
set, to set up the matching options that will be used when matchl T runs the suppressions for you.

Selecting Matching Criteria

When you have set the files you wish to use, you nead to set the M aching Options/Keys.
Clicking the Matching Options on each section displays the Suppression M aching Options dialog
box.

& matchlIT Setup Wizard - Processing Options

:—, Select matching level :
. qﬁ (%) Cantack §| () Business - _'_) (O Address

Create match keys?
IUse Zip+4 Address Yalidakion?
Enable automatic suppression?
Create salutations?

Correctly case name and address?

More. ..

Import this file to:
CAPROGRAM FILES|MATCHITYS 1 DATABASEVCUSTOMER\EXAMPLE L. DEF

For the standard M PS, Deceased and Gone Away suppression file locaions, use the default keys
as supplied unless you have agood understanding of the implications of different keys for run
times and hit rates (seethe Help or User Manual topic"Match Key — Definition”. If you're not
sure wha match keys to use, please call us. The default keys that we supply with suppressIT are
& follows:

e MPS(Mailing Preference Service) and DDNC (Decessed Do Not Contact)

ADD KEY+NAMEL
LEFT(ZIP,5)+SUBSTR(ADD_KEY,5,8)+L EFT(PREMISE5)+NAMEL

You can also specify matching options here: the minimum scoreto report for each file, the
matching level and options for what to do when premise numbers do not match. By default,
suppressIT is set to match decessed files at individual level and M PS and gone awey files at
family level, with options set to insist that premise numbers metch and do not match if oneis

empty.
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If you have updated the match keys for any of the files, plessesay Yes when matchlT prompts you
to reindex the files, or choose Reindex Files fromthe Advanced suppr essIT Options screen,
otherwise every time you usesuppressi T you will haveasignificant delay while it reindexes the
suppression filesthat you areusing.

Company Contact Details

The final part of suppressIT you will need to set up before you use it is the Company Contact
Details. To accessthese, choose the suppr essIT Options fromthe Suppression menu. You will
see ascreen like this:

|
| Moo | o mpprssa: Hes

| Mt e Behw el Optars

| e ot | T b

Now, click on the Natification Options button, and you will seethe Company Contact details
screen below:

[ suppressiT Options ZIIEI@

Company Contact Details

Company Mame: | helpl T Systems

Conkack Marme: | Rabert Srith

Motify suppression hits wia an Internet conneckion on this PC?

M ake sure tha the Notify suppr ession hits by email boxis ticked (if it isn't, you wont be able to
enter the contact information) and then fill in your company name and a contact name. Usually
the contact name will be the person who most uses suppressIT.

Now click on OK twice, to return to the main menu.
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Loading Custom Suppression Files

Thefirst thing you will haveto do isto get the suppression files that you want to use with
suppressiT. Usually, these files will be provided in metchl T-compatible DBF files from helpl T
systems. If they are, pleese skip to thenext section, Suppression File Locations. If you are using
suppression files not supplied by helplT systens, plesse follow these instructions:

o If you received yourdaain atex file, this means tha you will have to import it into
matchIT as for any other file that you use with matchIT. If you use the Setup Wizard to
specify the layout of the file, select to Add afield a theend of the layout and Iabel it
S _ID with afield width of 2 character.

o If you have already imported the file into matchI T, you will need to modify the structure
of your suppression file (fromthe Jobs/Setup ... Main File Layout menu option), to add
the S ID field.

e You must then populaethis field with afile identifier. This identifier must bethe same
for all records inyour file, but does not haveto be unique across other files.

Todothis, you can go into matchl T's system commands (fromthe Tools menu), and type:
USE ? (followed by clicking on the Process Command button)

Now choose your suppression file.

Now type:
REPLACEALL S IDwith"C"

or C1, C2etc. if you have more than one customfile. The " C' must be upper-cased.

If an imported file will exceed 2Go after it has been imported into matchl T, you must split it into
two or more smaller pieces, each imported into its own matchlT table. If you have multiple
matchIT tables for the suppression file, each teble that you split the file into should have the same
S ID value.

In terns of performance, it does not matter if you split a file into pieces or not, as the processing
time will always be in proportion to thetotal nunber of records you are suppressing against.

Next, you must browse the SUPPCAT Stable inthe matchIT directory (which you can do using
the View Tableoption in matchIT's View menu) to add an entry for the code letter that you have
used. Thesupplied table looks like this:

(] Suppcats

Code Fullname Category Supplier Priority Cost |~
E IE; Hiouse suppressions Houze file CLIEMT 1 a

b MPS Cro Mot b ail Cibdch 2 1]

t1  iDisconnect Complaint Do Mot Mail EQUIF&: 3 20

D1 Disconnect Deceased Deceased EQUIFAX 3 20

G1 Dizconnect Gone Away Gahe Away ECUIFA 3 20

B TER Deceased THE READ GROUP 4 20

[E] GAS Gone fway THE READ GROUP ] 200 o
| K >

To Add arecord, use the Table menu, A ppend New Record.
The Fullname field is thenamethat will appear on the reports.

The CODE field corresponds to entries in the S_ID field of your suppression tebles. NOTE: If
you have S_ID values that are not present in this table, they will NOT appear in your

r epor ts!
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The PRIORITY field indicaes the priority of the file. Lower values =higher priorities.
Therefore, suppressions will be logged against priority one files in preferenceto priority two —
and so on.

The CATEGORY field just gives some information about the content of the file for the user.

The COST field indicates the price of asuppression (in pence). suppressi T will always take the
chegper suppression record in preferenceto the more expensive one for equal priorities.

Unless you have specific requirements that are different, use theentry for the Mailing Preference
Service as amodel foryour new entry.

Im plementation Checklist
Finally, use the following checklist to ensuretha you have done everything necessary:
o Imported (or copied) the suppression DBF tables.

o If they are Custom Suppression Files, they all have a fully populated one-character S 1D
field and set up entries in the SUPPCAT S pricing table for suppressIT

o Pointed suppressiT to each file locaion, viathe Advanced suppressi T Optionsscrean.
o  Setup matching keys & options for each file classification on the screen.
e Provided company identification details.

If this has all been done and checked, then you are ready to use SuppressiT.

Support for Additional Suppression Files

Suppression files, which typically contain several million records, should, be loaded using
automated job scripts. This provides the ability for files to be spilt where required, and prevents
users fromhaving to remember specific vital steps tha are required when setting up asuppression
file.

The 'support for additional suppression files' functionality is comprised of one mester template job
script (including the program set), and five copies of this script, which have been adjusted to caer
for the following suppression files: Rurity, ESF, Mortascreen, Baby MPS and NCOA.. The
different copies of the master job script vary based on the structure of the suppression files they
were created for, as well as the number of records contained in each suppression file.

When loading asuppression file using it's dedicated script, the user will simply be required to edit
the start of the first program script by adding the path, name of the source data file, and the
format. The user can then start the script and leave it to run. The length of time it takes to
conplete is dgpendent on the size of the file and the performance specification of the PC that
matchlIT is running on.

When the suppression file load process finishes, the suppression files will be located in the same
folder as the source data folder, and will be ready to use in matchiT.
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Breakdown of Steps Taken by Job Scripts

The Suppression Load process is made up of three main stages. Each stege, and the
corresponding row(s) displayed in the Job Editor screen are explained below.

For further in-depth details relaing to any of the steps in the load process, please contact helpl T
systems (seepage 173).
e Stage 1-Split and Append Sour ce Data (first rowin thejob script)

Stage 1is represented by the very first row in the job script. In this row, matchl T usesthe
SPLIT_SUPPRESSION programto identify the suppression source file (specified by the user),
and then split the file into portions. The nurrber of portions depends on the width of the file and
nunber of records. The source daaportions are then gopended into ‘load’ tables.

e Stage2- Generate Keysinthe'Load tables (middlerowsin thejobscript)

Stage 2is represented by the second row in the job editor, and further rows depending on how
many files the suppression file has been split into. Each row generates keys in and address
processes asuppression file portion contained within an intermediae suppression load file.

e Stage 3— Create Final Suppression Files (last rowin thejob script)

Stage 3is represented by the last row in the job script. In this row, matchl T creates the final
suppression files in the same directory as the sourcedaalfile. It creates the gppropriate indexes for
the file(s) and names them appropriately (suffixed with anumber if there is more than one
suppression teble).

Before running a Suppression Load Job Script
1: Create asuppression load dir ectory

The first thing to consider before using asuppression load script is the location of the suppression
sourcedaafile. This is important, as all processing is carried ot in this directory, so it must be a
directory on alocal drive with plenty of free disk space.

The name of thedirectory containing the suppression source daa file is used by the programs in
the script, to determine which suppression file is being loaded. This will ultimately determine
which pre-defined 'master structure’ file is usad to load the data into. It is therefore essential that
the directory be named correctly.

All pre-defined job script templates can be found in the"” Suppression_Load" directory, which is in
matchIT’s " Progs" sub-folder. The sub-folders within " Progs\Suppression_Load\" reflect the
suppression load directory names that the script would recognize (eg. the suppression sourcedaa
could bestored in" D:\Daa Suppressions\Furity" but not " D:\Data Quppressions\Puritydad').

2: Specify the suppr ession sour ce file details from within the job script

After creating the suppression load directory and copying the suppression sourcedatafileinto it,
the details of this file must be specified in the job script. To do this, select Automation fromthe
main matchlT screen. Fromwithin the Job M aintenance dialog, select the corresponding job script
using the 'Job Reference’ drop-down and then click on 'Modify Job'. The job script will now be
displayed in the Job Editor window.

The suppression source file details will now need to be specified in both programs featured in the
script: SPLIT_SUPPRESSION.PRGand CREATE _FINAL_SUPPRESSION_FILESPRG. These
can be eited intum by doubleclicking on the programand choosing 'Edit Source File'. When

each programis displayed on screen, modify the gppropriate code a the beginning of the program.
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In SPLIT_SUPPRESSION.PRG, the path and name of the source file, the format of the source file
and asuppression file type value must be specified. The suppression file type determines the
category of the suppression file that is being loaded. Plesse see Suppression File Types on page 77
for further information.

The example below shows how the code might look after it has been edited:
[cInputFile =" D:\Suppression_Load\MyFile"
IclnputFormat =" DELIMITED WITH CHARACTER [
lcSID="C"

In thisexample, " IcInputFormat” (representing the format of the source file) has been set to expect
PIPE delimited.

In CREATE _FINAL SUPPRESSION_FILESPRG, it is only the path and file name that must be
specified.

Suppression File Types

The suppression file type, specified by IcSID in SPLIT_SUPPRESSION.PRG links the fileto a
record in SUPPCA TS.DBF, located in the matchI T roat folder. This can ultimately be used to
determine the information displayed on suppressIT reports next to that suppression file - the
priority the suppression file takes amongst other suppression files and the hit costs that may be
involved in using aspecific file.

If afileis simply to be referred to as a'Custom Suppression File' with no hit charges, then the file
typeshould beset to" C'. Otherwise, it should be set to correspond with a new record in
SUPPCATS.

SUPPCATS.DBF aready caters for common types of suppression files. Theexisting records can
be used as examples of howto add further categories if required.

Running a Suppression Load Job Script

If the steps detailed in the” Before Running a Suppression Load Job Script” section havebeen
followed correctly, the script will be ready to run.

To run a Suppression Load script, select Autormation fromthe main matchI T screen. W hen the Job
Maintenance dialog gopears, select the job script that isto be run, fromthe" Job Reference' drop-
down menu and click on" Start Job". The script will start. Unless the current suppression load
directory has never been used to load suppression files before, the script will run without user
intervention until the suppression load processis complee.

Note: when loading suppression files containing several million records, the scripts are expected
to run for several hours before compleion.

Running a Suppression Load Job Script for the First Time

If thedirectory containing the suppression source datahas hever been used for suppression
loading before, the script will create a" Load" sub-folder and will copy into it the required
intermediate load tables.

After preparing thenew load directory, the script will automatically update its paths and file
mapping to the new suppression load directory, and the following message will appear:
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Suppression Load - ‘Save and Restart’ Required

\ir) matchIT has detected that this is either the First time this script has been used or that suppression load directary location has changed.
This job script will automatically update and will close matchIT. Upon doing so yvou will need ta take the Following steps:
1 - Restart matchIT and browse this job script in the ‘Editor’ window by selecting it from*Job Maintenance' and clicking 'Madify', Then From within the Editor window, click the 'SAVE' button,

2 - Restart this job script,

Lo ]

Upon clicking 'OK", in order to recompile the script with the new file mappings, matchIT will
close. At this point, restart matchIT and re-run the job script. It will now run until all suppression
files have been loaded.

Using the Final Suppression Files
When the script has finished running, the final suppression tables will be ready to use.

These can be usad just like any other suppression file in the suppressIT module; simply megp the
suppression file(s) inthe A dvanced suppression options and either tick 'Enable Automatic
Suppression During Import' when importing a new file, or select 'Suppression>Find Suppressions’,
to suppress apre-imported file.

For further information on using the suppressI T module, please refer to the suppressi T section of
the User Manual on page 60.
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Introduction to Matching

In matchl T, there are two critical steps: the first step is the Import or Extract process, this process
performs (optional) data enhancenent and generates Match Keys. The second step is theactual
Find Matchesstep itself. In turn, the Find M atches step can be broken down into two steps as
follows:

Match Key — Definition

In an ideal world, auser would be &ble to compare every single record in a database with every
other record inthedaebase. 1n a 10,000 record datebase, this would mean you would do roughly
10,000* 5,000 = 50,000,000 comparisons — even on this small database, the processing time would
be unreasonably long.

Another problemwith comparing every single record with every other record is tha you may find
numerous false matches — records which are obviously not matches to the humen eye, but where
certain key elements are either the same or empty. For example, if the name and part of the
address arethe same, and the zip code is blank, then it may add up to give a matching score.
Although this score may be fairly low, pairs of records like this should not usually be reported as
amatch a all, becausethey would obscure genuine ('true') matches with alot of miskeying and
inconsistency between the records: if too many false matches are reported, it becomes difficult for
the user to "see the wood for thetrees'.

We need away to improve on this process, both to cut down the sheer volume of comparisons,
and also to reducethe number of false matchesthat may occur. The way to do tha is by using
Match Keys—amatch key is something that groups of records in adaabase have in common,
which indicates that detailed comparison of the records is worthwhile to see how well the records
match each ather in other respects. The records within these groups are only matching
candidates, they may not betrue matches — further inspection is necessary to check if they are
true.

To reduce the number of comparisons, we can look at afield and say tha only records that match
the value of that field are potential matches. For example, we could select a Sumame field (if the
surname is held separately fromthe titleand initials), this would only compare records of
individuals with the same surname. This would instantly and drastically reducethe number of
comparisons we would haveto do. Now, for example, Mr Smith would not be comparedto Mr
Jones, becausetheir sumames are completely different. All the Smiths would be compared,
becausethere is the possibility that they might be the same person. In this goproach, wehave used
the Sumame field as a Match Key.

This goproach is an improvement on our original idea, but it has its limitations. Mainly, it does not
alow for miskeying of thesumame. For example, take the name Shore. Peoplegenerally expect
this to be spelt Shaw, &s this is far more common than Shore. The two spellings sound the same,
but our solution above would not compare Mr Shaw and Mr Shore, becausethe surname field is
different. Theobvious solution to this is to use a"sounds like" version of the Sumame field asa
Phonetic Match Key. The Extract process takes important fields (such as name, address,
company), and generaes phonetic versions of the key elements in those fields.

However, even this goproach has its drawbacks. The main problemis tha this still gives us too
many records to compare (most of the time). For example, if you are comparing records across
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the whole country, there are a lot of Smiths —and Mr Smith in New York is obviously not the
same as Mr Smith in Sen Francisco. Secondly, it does not cut down on the number of false
matches. To get around this, we use combinations of fields to narrowthesearch. Inthe exarmple
above, it would be agood idea to consider part of the zip code code as well. So we may choose
something like phonetic key of sumame plus the outward bound (first half) of the zip code. This
is amoreexplicit Match Key than just phonetic surname.

In matchl T, wedo two or three scans of the daabase, using different Match Keysto find all the
possible matches. If, for example, thetwo Mr Smiths above were the same, but one record did not
haveazp code, we would miss the matching records if we relied just on phonetic key of sumame
plusthe first half of the zip code. This is becausethe search requires the first half of the zip code
as well asthe phonetic surname to be the same, in order for the two records to be inthe same
"candidategroup”. However, if thestreet in both the records is the same (which will be the case if
they are true matches), we can do asecond search based on phonetic key of sumame plus the
phonetic key of the most significant word(s) in the street, this would find the match on the second
scan of the database.

Atthestart, we mentioned that there aretwo steps to finding matches. The process wehave
described aove is the process of establishing Match Keys. This helps us cut down the number of
potential matchesthat are fed into the second step, which is the Match Score step — this step
enables us to determine how well the other data matches in each pair of records.

Match Score — Definition

So, now we have two records that may or may not be for the same person (or family, household or
company). If we haveused the Match Key process above, then the likelihood of them being the
same is much improved.

We will now go through the record, field by field, and work out how similar they are. Each field
can contribute to a match score, depending on how close those fields in the records are. Atthe
end, wehavean overall scorethat tells us how alike two records are —the higher the score, the
more similar the records are. When deleting duplicates with matchlT, you can enter athreshold
score, for and above which matchIT will autometically flag one record fromall matching pairs.
With most data files, all pairs scoring ebove aparticular score (say 90) will be true matches and
anything below (say) 80 will be false matches —this leaves agrey area between (say) 80 and 90
where most of the pairs aretrue matches but some are false. For "underkill”, you can therefore
enter (say) 91 as athreshold score for deletion. For "overkill", you can enter 80.

This process works well, but it is essential that users fine tune it themselves. This isbecause
matching requirements can vary fromcompany to company, file to file and even job to job. For
example, sometimes you want to dedupe to individual level, sometimes to company or family. In
addition, data files vary widely in the structure and overall "shape' of their dad'. Sometimes zip
codes are reliable and complete, sometimes they are unreligble. Thereare many ways that the data
can differ or be incomplete, and this frequently changes with every new file that you "dedupé€’, or
match against other files.

Because we know that everyone's data is different, we have allowed the way tha two records are
compared to be customized, using aparamgter tabletha tells us how much each field contributes
totheoverall matching score. Using thistable, we can tell matchl T how important each field is in
the matching process. We call thisthe Weightsteble, as it reflects the relative weighting that each
field has towards thetotal match score. For each field that the user wants to match on, there are
five weights, representing whether the pair of fields in the two records isa Qure, Likely or Possble
match, or whether One or Both of the fields are Enpty. If a pair of fields is quitedifferent, it is
given zero weight i.e. it does not contribute & all to the total matching score.

For name and address matching, matchl T compares the elements of the name (or address) asa
whole, rather than just comparing them element by element — this allows it to match names where
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some of the components are omitted or in adifferent order in one record (e.g. John Michael Smith
and Mike Smith, or addresses which have a house name in one record but not in another).

To summarize, the Match Keys act as afilter, filtering in candidate pairs that may be matches.
Match Keys work best when using phonetic keys, and combinations of fields. After that, each
candidate pair of records has a Match Score calculated for it, based onthe Weightstable. This
allows matchlT to work out how well each pair of records matches.

Further detail on how matching works is given in the Online Help.

Summary of Finding Matches

M
=
Find Matches
button

To find matching records inaMain File, the following steps are used:

o Import the data. The simplest method is using the" Setup Wizard" on page 20. If you are
not using the Setup Wizard, select Restore Standard Parameters fromthe dialog which
you see when you select Import, and choose the gppropriate matching configuration
beforeyou Import the data — see Importing without using the Setup Wizard (on page 24).

If you are importing through the Setup Wizard, & theend of the Setup Wizard, tick the
checkbox for " Create Match Keys' and choose the appropriate matching level in the
" Select matching level” radial.

o Utilize the Find Matches option either at the end of the Setup Wizard, fromthe
Matching menu, the toolbar, or fromthe dialog at the end of Import.

o ChoosetheMatch Keysto use (unlessyou chose Find Matches @ the end of the
Setup Wizard, in which casedefault Match Keys are used).

o Wait while matchl T searches for possible duplicae records.
o View, verify and/or flag the matches that have been found.

Matching Parameters

When importing data through the Setup Wizard, matchl T asks what level of matching isto be
used. Thechoices offered depend upon whether the data is business or personal.

The parameters can also be modified for specific requirements. To change these, either select
Save/Restore Setup (see"Multiple Parameter Sets' on page 16) or select " Options' fromthe
Jobs/Setup main menu and changethe "Matching Setup - see Online help for more information”.
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Matching Levels

The Setup Wizard allows you to choose between contact and business level matching, only if
thereis afield named " Company" in your Main File.

Residential Data

Individual Level

This will find matches a an individual level eg. John Smith and Mary Smith living a the same
address will not be matched, nor will John Smith and James Smith. However, John Smith and Mr
J E Smith will be matched and (by default) John Smith and E J Smith will be regarded as a
possible maich, as perhgps E J Smith is known by his middle name.

Family Level

This finds matches on surname at the same address e.g. John and Mary Smith at the same address
will be matched, as will John Smith and James Smith, and all but one record will be flagged.

Household Level

This matches records with the same address, regardless of sumame eg. John Smith and Lucy
Jones living a the same address will be matched.

Business Data

Contact Level

At contact level, deduplicaion is performed down to one record per person at alocation. This is
effectively the same as individual level matching for residential data, as by default matchIT
ignores the company name for contact level matching —this tends to work better because company
names change so much, different companies within the same group often have employeess in
common etc. For example, John Smith and Mr JE Smith will be matched, even if one is & British
Steel plc and the other at Corus, as long as the addresses and zip codes match well enough.
However, John Smith and Fred Brown & the same address/zip code will not be matched

Business Level

This level is used to produce one record per company or business. Therefore, two different
employees working for the same company will be matched, as long as the addresses and zip codes
match well enough. Onceyou have selected to continue with Business Level matching, you will
be prompted for Loose (the default), Tight or Legal business matching. These options are
illustrated in the window prompt.
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Address Level

This matches records with the same address, regardless of sumame or business name. All contects
and businesses a the same address will be matched when using this level of deduplication.

Match Keys

Mach Keys define which fields matchl T uses when looking for candidate matching pairs inyour
Main File— it is important that you understand what this means, so please refer to the definition of
Metch Keys in Introduction to Matching (on page 79) if you areunsure.

& Matching Key and Range

List of Fields [ Keys Available

Phonetic Company Mame Key + First & characters of Zip code ~
Phonetic Key for First Word of Company Mame + Phonetic Key of Street

Phonetic Key for First Word of Company Mame + Phonetic Town/City Key

Phonetic &ddress Key (TownCity & Street)

Local part of Phone hNumber

Phonetic ke For First Word of Company Mame + Upper cased Address]1 ignoring punctuation and casing
Phonetic Address Key (Town/City & Street) + Building or apartment number

Phonetic Company Mame kKey + Phonetic Key of Street b

Select Key Index: |[MAMEL + LEFT(ZIP,5)

Keys Chosen for Matching Key Range

— o
M NAMEL + LEFT(ZIP,5) A | Tt

MNAME_KEY+3ESTR{ADD_KEY,5,4) End
nd:

ADD_KEY+PREMISE
L .
Clear Kevs (%) Basic ) Advanced

- ]
- e ’ Is this a new analysis?
derify Keys []5ave as default kevs?

’ Cancel ] [ Continue ]

Atthetop of the screen is ascrollable list of Match Keys called the Fields/Key list. This contains
both suggested Match Keys and all fields in the Main File, with the keys that you are most likely
toneed displayed at the top of the list.

Use the Basic or A dvanced option to display these keys in plain English or as field names from
the Main File. In their plain English description, keys detailed in proper cese have been
standardized by matchl T, ones entirely in lower case have not been standardized. It isbetterto
usethe standardized fields, but you could construct your own keys from non-standardized fields,
in addition to using matchIT's generated keys.

Thesimplest way to select Match Keys is to check the " Use default keys?' box on the Match Keys
screen. This will select astandard set of keys which are suitable for most jobs — as supplied on
initial installation, they are suitable for matching a individual, family, contact or business level.
The keys are suiteble for daatha is either virtually all US or isall non-US. For household
matching, thedefault keys will work okay but are not ideal, as two of the supplied match keys
feature phonetic surname and only onedoes not. Therefore, for household matching we
recommend that you select fromthe first few keys in the List of Fields/Keys Available as follows:
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o two keysthat do not feaure phondtic sumame eg. for USdaa:
Zip code
Address Key
or (for non-US data):
Address Key
First 5 characters of ZIP code + Phonetic Key of Sreet.

o onekey tha does feaure surname to pick up extra household matches wherethe sumame
is thesame but for some reason the household metch istoo fuzzy to be picked up by
either of the first two keyse.g. for US data:

Phonetic Sumame Key + First 5 characters of ZIP code
or (for non-US data):
Phonetic Sumame Key + Phonetic Town/City Key.

Theset of default keys provided with matchl T may be overwritten by checking thebox" Save as

default keys?', but don't do this unless you have athorough understanding of how match keys
work.

Selecting Specific Keys
To select your own keys:
o Click"Clear Keys' to clear all currently chosen keys, if required.

e Highlight the field you wish to use in the Field/Key list and click " Select Key" or double
click and this field will be added to the key list.

o To add another field into this key, highlight the second field to be used and click " Select
Key" again—in this way, you can build compound keys such as Zip code + Phonetic
Surname Key.

o Click "New Key" to add another and repea fromstep 2.

If you make a mistake, just click on the key that is wrong (in the" Keys Chosen For M aching"
box) and click " Remove Key".

"Verify Keys" will check your chosen keys for you and suggest any problems which may occur
with using those keys.

New Analysis

If you are working with a Main File tha has already been analy zed for matches, you may not wish
to lose any previous matching results. If so, uncheck thebox"Is this anew analysis?'
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Matching Summary

Maching information is recorded in the Rerform (short for "performance') database. The
Maching or Overlap Summary shows information fromthis daiabase, which you see
automatically a theend of theanalysis, or you can view it fromthe Matching menu. The
information displayed is as follows:

Database in use: the datebase you areusing.
Number of recor ds: the total number of records in your datebase.

Number of matching pairs: the number of pairs of patentially duplicate records that matchlT has
found.

Number of potential deletions: the number of records matchl T will flag, provided you accept the
results and flag at the default threshold score. This is often different to the Number Of Matches
Found. This is because if you have morethan two records which match each other, say 1, 2and 3,
then record 1 matches record 2 and record 1 matches record 3, but also record 2 matches record 3.
This gives 3 matching pairs, but only 2 records will be flagged. This exponentially increases for
larger match sets: 10 records in a match set means 45 matching pairs, but only 9 potential
deletions!

Matches found by match key

Run number : When matchIT doesits Find Matches routine it makes several passes (or runs) over
the database, on each of the chosen Mach Keys.

Recor ds compar ed: the number of records matchlIT has read for each metch key. This may be
less than the number of records in the M ain File if thereare records with blank keys, or a Sart
Range was specified.

Matches found: the number of matching pairs found by each key.
Match Keys used: the Match Keys used since the New Analysis box was last set On.

Matches found by score range

Scar e range: This shows ranges of match scores degpending on the Minimum Score To Report and
the maxi mum possible score.

Number of matchesin range: This is the number of pairs of matches found in each score range.
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View/Verify Matches

After matchl T has performed the Find M atches step, the following screen is display ed:

& Matching Results

Run Mumber of . Time
Matching K
Mumber | Duplicates* atching ey Taken
] 16 Phonetic Last Mame Key + First 5 characters of Zip 00:00:00
T 3 Phonetic Last Mame Key & Inttial + Phonetic Key of Street 00:00:01
g 4 Phonetic Address Key (Town/City & Street) + Building ar apartment number 00:00:01
* This shows number of potential duplicates
’ Cancel ] [ [ ‘erify Makches l [ Flag Matches l

From here, the matches found can beviewed, verified or flagged. These options can also be
accessed fromthe Matching menu. View M atches is used to simply produce a report listing the
matches found wheress Verify M atches allows matches to be flagged interactively, declared false
matches, and/or allows records to be modified. Flag Matches removes all duplicates scoring
above athreshold match score, without further user intervention.

View Matches Window
Selecting View M atches displays another window, as shown:

& View Matches Options

Report format |Business W | Destination |Preview W |

Report grouping Low scare
Allkeys?  Run number I:I High score
[ create matches file? Score sample size Sort by score?

Reporting key | L |

Low key | |
High ke | |

Cance|




Thereisonerun
for each
matching key
selected.

Potential
duplicatesare
givena score
basaed on how
wd | they match:
the higher the
score, thecloser
the match

If youwant to
print the report
toaprinter other
than the default
printer,or to
print more than
one copy or a
page range, you
should sdecta
Desti nation of
Printer, rather
than print from
the Print
Preview.

Metching

The most useful options arethose in thetop half of this screen:

o Theresults fromall runs (sincethe New Analysis box was checked) can be

viewed, or one run number can be selected by unchecking the"All runs?' box.
Thedefault run number is that of the last matching run performed.

M aching records can be grouped in pairs (e.g. ohn Smith, Mr J Smith and J
Smith Esq at the same address will be shown as three pairs of matches), or in sets
whereall records matching each other are displayed together i.e. thethree Mr
Smiths above would be shown as one set of three records.

The range of matching scores for which the results should bedisplayed is also
controllableand (if viewing in Pairs) records can be sorted by score. Set the score
samplesizetoe.g. 10if you wish to see just the first 10 pairs for each metch
score. Selecting this automatically sorts the records by scoreand displays themin
pairs

The report format will default to Business or Residential, dependent upon whether
there is a company field in the Main File. (See"Méaching") You can choose
your own report layout fromhere and also Verify Matches (seenext section).

Destination can be either:

Preview for a print preview,

Printer to print the report,

File output to atext file or
PDF to save a PDFversion of the report.

Verify Matches Window

Verify Matches provides an easy way of checking the quality of the matches found, even if you
want to flag matches globally. Selecting Verify Matches fromthe Matching menu or other
dialog shows all matches in order of score, lowest score first. Verify Matches is also availableas
a" Report Format" fromthe View M aches (on page 86) screen, whereyou can specify which runs
toview, the score range and score sample size.

The Verify Maches option within matchl T has the ability to display metching records in either a
pairs view (default) or asets view. To change the default view for the Verify Matches option you
will need to relabel afile named " NotVerify SetsFromWizard.txt" in the matchIT directory
(C\Program Files\smatchl Tv51). Essentially the file should be named

" NotVerify SatsFromWizard.txt" if you wish to examine records in the pairs view. However, if
you wish to look at records in asets view the file neads to be renamed to

"Verify SetsFromWizard.txt" .

For global deletion, see " Flag M e ches' on page 92. The default screen used for pairs of matches
is shown below:
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Down.
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Verify Matches in Pairs

& Matching Pair, Score: B9

ADDRESSEE |ROBERT DECOSTER BOB DECOSTA ADDRESSEE bhasisicn
UMSUE_REF | 000000007 4 0000000064 UNIGUE_REF [@ @ @
company | HOFFMARNS THE HOFFMAR COMPANY COMPANY
ADDRESS1 | BOX 907 415 RIVER ROAD S0UTH ADDRESS1
ADDRESS2 | 415 RWERRD S WEST LOS ANGELES ADDRESS2
ADDRESSZ | WWEST LOS ANGELES CALIFORNIA ADDRESS3
ADDRESSS | CALIFORMIA ADDRESS4
P a0064 a0064 zp
TELEPHOME TELEPHOME
FREMISE FREMISE

Matching Score: 89 %

This screen will display potential duplicates, in pairs. Thedifferent colored highlighting is used to
help distinguish where the differing fields are inthe records. Fields in red aredifferent, yellow
shows informetion which is contained in the same field in the other record and white displays
those fields which are identical.

The buttonsin thetop right part of the screen control movement through thetable.

144 goes back to the first pair
displayed (lowest matching score
selected).

4 goes back to the previous pair
displayed.

] goes forward to thenext pair
(which may or may not have the
same soore as the current pair
displayed).

[ pb next scare | jumpsto thenext pair with a

different match score. If you are
viewing the records in order of
score (thedefault), this will be the
next highest score. (A little
message " No more scores!"
appears in the top right when the
end of the pairs is reached.)

Below this pair the matching score is shown and (on the right), various buttons for dealing with a
matched pair:



Keyboard Xxr
shortcut keys

for Flag/Recall

Left and

Flag/Recall

Right are

Ctrl+left arrow

and Ctrl+right

arrow

FalseMatchis [ Faios tistch |

Ctrl+ Delete

Metching

To flag arecord in Pairs formet,
select oneof these buttons to flag
the record on the left or right-hand
side respectively. Thebutton then
changes: to recall arecord, select
the gopropriate button with a green
tick.

If the pair shown isnot atrue
match, you can select this button
to remove the match — meaning
that this pair will no longer be
regarded as a match.

Typically, you either flag false matches in ascore band If most of them are true maiches, or flag
the odd true match if most of them are false. You do not need to both flag false matches and flag
true matches within a score band, as global deletion will flag all matches above a match score as
long as they have not been declared false. If you are using the Matrix Repott or Group Matches
feature, any matches you flag interactively will not be included. To allow this, you can incresse
the match score of any pair in the grey area, so tha you move them into the area that is being
autometically flagged or grouped.

| “hangs Felds, .. |

Mark Flace

| Resums Place |

This button allows you to enterthe
nameor names of any additional
fields that you went to seeinthe
Verify window. Just scroll down
and typethe name of the field a&
the end of the list. You haveto
know the exact spelling of the
field nameor it will not be
displayed, but you don't have to
specify the field type or width.
You can also change the order in
which the fields are displayed, by
dragging the square button to the
left of thename. Then select OK
and say "Yes' to the question
"Makestructure changes
permenent”. NB: this question
refers to the structureof a
temporary work file, not the
structure of theMain File.

This button asks matchIT to
remember the current pair so you
can retum to this pair later if you
are deleting alot of matches
interactively.

This button will returnyou to the
marked pair.

Click "Done" when you have finished. If you havenot marked your position inthe file, matchIT
will ask if you wishto. This meansyou can retum to the same point &t a later date.
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Verify Matches in Sets

Page : 1444 (M) Expand Al Master : 0000000020 Duplicate : 0000000070 Score: | 80 %
- -L§ B0 2 000D0000Z0; CHARLES ZEMLOW, 500 ROBERT JEMISON A
<) 50 2 0000DO0D7O; CHUCK ZEMLOE, 500 ROBERT JEMISON (4] ransfer selected data to master

+| ' B9 2 D000000014: ROBERT DECOSTER, BOX 907, 415 RIVER F ADDRESSEE | |GHARLES Z0Ml0w ] [cruck zmice EEEEE
¥ | 92 2 0000000007: GAIL FRANCART, ONE LEDA FARMS, MORR oy O s commary
- 94 2 0000000003: TODD FRIEDRICH, 35430 BERSCH AVE, HEI ADDRESE 500 ROBERT JBMISON RD [] | 500 ROBERT JEMISCM ROAD ADDRESS1
¥ | 94 2 000N000D1E: JOAM MUELLER, 500 NORTH LINK LAKE, ED e | 0 [tmor Jttisls
| 95 2 0000000047 MARK GUNDERSON, ROGM 102, FOSTER H, rovresss O frm rooreees
| 97 2 00000000S3: EARL SIMMONDS, 2314 NORTH EAST 49TH

+-|'§ 99 3 0000000053: BILL DEIGHTON IR, 7350 AIRPORT ROAD # ADORESSS i ADDRESSS
+-|§ 99 2 D00D0DO0G0: KELTH SIPPAL, FEIDER PARWKAY, POST OF ap 084 [ | 4e007-2601 zp
+-| § 100 2 0000000015: LARRY WEYENBERG, 2237 COLEY AYENUE UL [F] TELEPHONE
+-§ 100 2 0000000017: ROBERT HANSEN, 4909 EAST MCDOWELL (FREAES 00 [ [so0 RREHILEE
¥ | 100 2 00000000Z6: MR G SONATA, POST OFFICE BOX 192610

¥ | 109 2 0000000013: JACK GRIFFITHS, 2600 SERALLT, CALGAR

| 114 2 0000000001 JOSE ACEVEDO, HANGAR C-11, AEROPUE

® | 114 2 000000000B: MATT KASPAR, L4524 BOWE ROAD, BARN,

| '§ 114 2 0000000019: YAUGHN WILKINSON, 2316 BAYNARD BOL

+-|§ 115 2 0000000003:; MIGUEL ROBOLLEDG, TERMINAL DE AVIAC

+-|§ 116 2 000000D071; GREGG UNDERHEIM, 3155 WEST B1G BEAY

+ L 118 2 0000000049: KURT STEINER, POST OFFICE BOX 3567, £ v

< ¥

[ 5. Quick F\nd] iy Advanced... False Match Flag Record

Matches in Group

Score  Defflag Addressee Unique_ref Campany Address1 Address? Address3 Addressd Zip rs
CHARLES 7| A 45084

CHUCK ZEMLOE 45007-2601

v

>

<
Customize Layout i “t Jump ko Score

This screen will display potential duplicates, in sets. The different colored highlighting is used to
help distinguish where the differing fields are in the records. Fields in red aredifferent, yellow
shows informetion which is contained in the same field in the other record and white displays
those fields which are identical.

The tick boxes between matching records (in the top right part of the screen) control what
information is transferred to the M aster record.

L specifies wha fields to transfer to
the Master record.

E] transfers selected fields to the
M aster record.

Page : 1/44 [I] goes forward to the next page of
matching sets.

Expand &l expands all matching sets shown
in the current page of matching
sets.

Below the matching pair display therearevarious buttons for dealing with that particular matched
pair:

to flag the duplicate record in the

pairs view section, select this
button. The button then changes:
to " Restore Record" which allows
you to unflag the record.

if the pair shown is not atrue

match, you can select this button
to remove the match — meaning
that this pair will no longer be
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regarded as a match. The button
then changes: to " Restore Match”
which allows you to reactivaethe
displayed matching pair.

usesthe Intelligent DataM erge
(see Intelligent Data Merge)
settings specified by the user to
create a mata-record of the two
records shown in the pairs section.

Typically, you either flag false maiches in ascore band it most of them are true matches, or flag
the odd true match if most of them are false. You do not need to bath flag false matches and flag
true matches within ascore band, as aglobal deletion will flag all matches abovea match score as
long as they have not been declared false. If you are using the M atrix Report or Group Matches
feature, any matches you flag interactively will not be included. To allow this, you can incresse
the match score of any pair in the grey area, so tha you move them into the area that is being

autometically flagged or grouped.

Customize Layout b

¥ | Jump ko Score

Click "Done" when you have finished.

quickly find records that contain a
piece of information as specified
by you. The records that contain
the informetion will then be
displayed in the Verify Machesin
Sets window.

customizes the" Verify Maches in
Sets" window by allowing the user
to apply filters and sort orders so
that only records of specified
concern aredisplayed.

allows you to enter thenameor
names of any additional fields that
you want to see in the "Matches in
Group'" section. Just scroll down
and typethename of the field a
the end of thelist. You haveto
know the exact spelling of the
field nameor it will not be
displayed, but you don't have to
specify the field type or width.
You can also change the order in
which the fields are displayed, by
dragging the square button to the
left of thename. Then select OK
and say " Yes' to thequestion

"M akestructure changes
permenent”. NB: this question
refers to the structure of a
temporary work file, not the
structure of theMain File.

jumpsto the first matching set of a
specified match score.
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Intelligent Data Merge

Introduction

The Intelligent DataMerge allows auser to construct a list of simple rules for the merging of
matched records. These rules can then be gpplied to the merging of fields as part of other
operations performed on the matching records. The ideabehind the process is tha it allowsthe
user to extract the most important information from each pair of fields and combine tha
information into one field of superior quality. These enhanced fields are then inserted into the
appropriate record (i.e. thedestination record or record to be kept), thus improving theoverall
quality of the record.

Intelligent DataM erge configuration should be reviewed (via the Jobs/ Setup menu, M aching
Setup) if you change matching parameters, to avoid incorrect merging of data. If in doubt, you
should not use this option. Thorough checking of results is advisable when using Intelligent Data
Merge, especially on any new type of data.

Functionality

The process compliments the functionality of the Transfer Data, Flag Matchesand Verify
Matches operations by giving the user more control over what datashould be retained.

Transfer Data

The Transfer Dataoperation (fromthe M aching or Merge/Purge menus) allows a user to transfer
daa fromspecified fields in one record to those fields in the matched record. The IDM process
can override the options for the Transfer Dataoperation. To use IDM in the Transfer Dataoption,
simply check the appropriate box on the main Transfer Dataoption screen.

Flag Matches

The deletion process employs a Deletion Priorities table to select which record should be flagged.
The IDM process will not override this, rather complement it by running after the choice of which
record to flag is mede, thus retaining valuable information in the flagged record and merging it
with the kept record. To use IDM when deleting matches simply check the gppropriate box on the
screen that appears a the beginning of thedeletion process.

Verify Matches

Withinthe Verify M atches operation, the IDM process operates as a tool which theuser can
control interactively.

Selecting this option will producea " med' record showing the result of the process on the
selected fields. Theprocess should take no more than asecond or two and then the window on the
right will appear. The window shows the results of the intelligent merge for thetwo records.
Only the fields which exist in both records and have been specified inthe IDM Options set-up

will appear. Clicking either of the 'replace’ buttons will insert these fields into the corresponding
record and additional changes can then be mede. Selecting Discar d will return to the Verify view

without making changes.
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The Options Screen

The main options screen for the IDM process can be found under the menu Jobs/Setup >
Matching Setup as Intelligent Mer ge Options. This is described fully in the Online Help.

\[Intelligent Merge Options E]@lg|

Default Options

Available Fields Fields Selected
| ADDRESSEE || [10B_TITLE
| JOB_TITLE | | COMPANY
[COMPANY | | TELEPHOME
| ADDRESSLINES | [Fax
|POSTCODE | | DEPARTMENT
| TELEPHOME | | ADDRESSLIMES
|3EX [
|STD_CODE
[REST_PHOME
|MATCH_REF
|SET_DUPS
| PREMISE @l 2|
L = Y |
l VL J LK ] [ cexr ]

[ oad... | [ savess... |

Maching

Special Options

Defaulk Priority:

Zasing:

Pressing 'OK' will save the selected fields and corresponding options
for use in the Inteligent Data Merge procedure, Pressing 'Cancel’ will

cancel the operation,

Available Fields - This lisk will anly show those Figlds which
exist in the current database or, in the case of bwo
databases, which exist in bath,

Special Options - 'Name Completion' will only be available
if an 'Addressee’ field exists,

Additional Information

Certain fields, such as Address and Telephone, are dealt with in a different way to others inthe

merging process. Theoverall way in which these fi
the Online help for further information.

€elds are treated cannot be altered. Please see

Flag Matches

Flag matches is used to flag records above acertain

matching soore without further user

intervention. It can beselected fromthe screen displayed after finding matches or fromthe

Maching menu.
If selected fromthe main menu, you are first asked

if you wish to modify any of the scores (eg. to

flag false matches whereyou know the reference numbers of the pairs involved). Also, you can
view how many pairs achieved each match score and flag as False any particular match score — for

details on this, see Total Score Breakdown on page

9.
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(&% Move Matches to a Different Score Band

Low Scare High Score el

[lndividual Score Breakdown ] [ Tokal Score Breakdown ]

Cancel

Modifying scores is not usually necessary: click Next if you do not wish to change anything.

The "Flag Records" screen is displayed next (or straight away if you chose this option after
finding matches). Hereyou enter the matching score at and above which you want duplicete
records removed. It defaults to the M inimum score to report (on page 98):

& Flag Records

Flag recards for scores == [ni ------------------------- --- ¢ |

[ use Inteligent Data Merge

If you leavethe scoreat the default, only those records that weren't given aMatching Score will
be left in theMain File. If you enter e.g.100, it will only flag records in the Main File with a
Maching Score greater than or equal to 100, leaving one record for each individual, company,
family or household, degpending on the level of matching you selected previously. You can also
select to use Intelligent Data Merge (on page 92).
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Transfer Data

The Transfer Daaoperation (fromthe M atching menu) allows a user to transfer data from
specified fields in one record to those fields in the metched record. However, the IDM process
can override the options for the Transfer Dataoperaion. To use IDM in the Transfer Dataoption,
simply check the appropriate box on the main Transfer Dataoption screen.

\| Transfer, Data Field Picker,

Fields Awvailable Fields Selected

ADDRESSEE A
COMPARY Move

ADDRESS]
ADDRESS?
ADDRESSS
ADDRESS4
FIP
TELEPHOME
MNAME
MAMEL
MAMEZ Femove Al

MAMES b b

Maove Al

Remove

Transfer for scores == ao

Transfer data,  from Higher reference, to Lower reference.

Always replace
[ Ireplace only if empty
[ Juse Inteligent Data Merge

Cance|

[ ]append to existing fields using delimiter:| |

Below the field picker there are other options can be set:

Transfer for scores— datais only transferred for records whose matching score is equal
to or greater than the value shown.

Transfer data— fromHigher to Lower shows where thedata will be copied fromto.
Clicking on one of thebuttons (Higher/Lower) will swep theorder.

Always Replace/Replace Only if Empty — If there isdatain afield that is aout to be
overwritten, matchl T needsto know whether to replace it (always replace) or leave it
(replace only if empty).

Blank All Fidds/Appendto Existing Fields — You can optionally chooseto blank all

the fields you are transferring to before starting, or gopend the databeing transferred to
that already in the field.

In all cases, you should ensurethat the field being transferred to is large enough to
contain all thedataor someof it will be lost. To make sure tha only thebest match is
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used to trensfer data across where many records match one, define afield
MATCHSCORE (numeric 8) in your receiving file, using "Main File Layout" on page
30.

e Click"Continue' to start the process.

Group Matches

Group Maches is available fromthe M aching menu, and is used to collate match sets after a
matching run. For this to hgppen there must bea MATCH_REFfield in theMain File layout,
which is of type character and is at least as wide asthe UNIQUE_REFfield. matchIT will ask for
athreshold score, and then collate all records which are in a match set with a matching score
higher than it. 1t does this by determining the ‘'master' record of aset; tha is, theone which is to
be kept in favor of all the others inthe set. It then copies the contents of the master record's
UNIQUE_REFfield intothe MATCH_REFfield of all of the other records in theset. This means
that if theMain File is viewed in MATCH_REF order, all the match sets will be grouped together.

matchlT will do the exactly the same thing as described above it Flag Maches', is chosen from
the Matching menu, but will also flag the matches. Group Matches will not flag any records.

Delete Suppression Records

If you have processed a job created by the Multiple File Wizard, you are prompted at the end to
remove suppression records fromthe mailing file. If youdon't say "Yes' to this prompt then, you
can remove themvia this menu option.

Total Score Breakdown

Total Score Breakdown is available fromthe M aching or M erge/ Furge menus, or beforeyou
select Delete M aches or any of the Merge/Purge options fromthe relevant menu. This facility
shows the matches found on the currently selected Main File (or Files) categorized into score
bands. It displays the number of matches found a aparticular score, an example of a matching
key that was used to find them, and a flag value, which can either be True (T) or False (F). Setting
this flag to Fal se marks as False matches all of the matches found & that score, so they will not
appear on any future matching reports. This is useful when, after verifying or viewing the
matches, it is found that matches a aparticular score areall False, but some lower scores are True
matches.
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Matching Setup

This section is for users who wish to customize matchIT's matching setup. We recommend that
you have some experience with matchI T before changing the default setup.

Basic Matching Options

& matchIT Options g|
Input “9 l Operational ] File Locations ] Suppression ] Addressing
Current match level: Individual

Must have match on gender? Personal | Mame key generation

Must have match on location? 80 % | Minimum score ko report

N Must have building/house/apartment soundIT + | Phanetic name matching

nurnber match?
Internal Cnly * | Keep best record

[IFlag higher reference?

[ allow equal file priotity in multiple file jobs?
Advanced Options. ..

Discard Changes Save Changes

Must have match on gender

If you set this parameter "on", then matches wherethe sexis different (where the sexis normally
deduced fromthe title) will be suppressed, even if the name matches and there is no independent
confirmation of the sex by the forename. Note: even if you havethis parameter off, matchI T will
always return a nil score on name (if you are not doing family matching) if the sex of the two
records is different and is independently confirmed by the sex deduced fromthe forename of each
record.

Sexis only regarded as different if one record must be Male eg. Mrand the other Female eg.
Mrs, so it will match Mr and Dr, or Mrsand Dr ec. but not Mr and Mrs.

Must have match on location

If this parameter is set " on", then a matching pair is not reported if a'locaion check' has failed. In
detail, this means tha the zip codes in thetwo records (if present) must achieve at lesst a probable
match with the address score at lesst a Possible match, or the address score must be & lesst a

Likely match irrespective of the zip codes, or the zip codes must echieve a Sure match irrespective
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of theaddress. This is to prevent false matches where there is some match on address, but where
the addresses areclearly not the same, for example " 10 High Street, Bookhant', and " 10 High
Stredt, Alford". Switch this parameter off if you went to match peopleor companies in different
locations; you may want to match on items of data tha are independent of location, such as date
of birth or bank acocount. Seealso the section about Address Matching.

Must have building/house/apartment number match

If you set this parameter "on", then matches with different premise or goartment numbers in the
addresses will be suppressad. This could beappropriae if you have avery localized file with alot
of neighboring records, perhaps with similar names.

Don't allow matches where there is no street number in one record

If this parameter is" on", then matches where one of the records has apremise number inthe
address, and the other hasn't will be suppressed. This is useful when your file has alot of
addresses with house names in the address lines. Notethat this parameter has no effect if the
"Must have premise match" parameter is off.

Flag higher reference
(does not goply to matchlIT Lite)

This specifies the default rule for global flagging of matches, when thedeletion priorities are
equal or switched off (see Keep best record and Online help). If you set the Flag Higher
Reference parameter "on", the record with the higher reference number from each pair is flagged
by the Flag M atches option; otherwise the earlier record in thefile is flagged.

Name key generation

This parameter govems how the NAM EL, NAME2 and NAM E3 M ach Keys are generated; if the
parameter is set to 'Personal’, the keys are generated fromthe personal name, if it is set to
'Business', they aregenerated fromthe company name (See the 'Fhonetic hame matching'
parameter on page 100). If you want to switch fromany other type of matching to business
matching or viceversa, you should do so by using the Save/Restore Setup (see Online help for
more information on Save/Restore Setup) option, rather than by just changing this parameter.
This is because business matching uses different matching rules to other matching levels.

Minimum score to report

The Minimum Score to Report is the minimum matching score necessary to allow the records to
be reported as potential matches. These records are written to the Matches table (or the Merges
teble for Find Overlap processing).

Phonetic name matching

There aretwo stages to the matching process tha matchlT uses; the key stage and the scoring
stage. Thefirst stage creates standardized and phonetic keys based on the input data, which
allows potential matches to be identified. The second stage scores each pair of potential matches,
using phonetic and fuzzy matching. This parameter govems the phonetic algorithmtha matchIT
uses when generating keys and for sooring.
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There arethree choices available:

soundl T

matchIT provides a unique phonetic algorithmfor name matching, called soundI T.
soundl T takes account of vowel sounds and syllables inthe name, and, more
importantly, determines the stressed syllable in the word. This means that " Batten" and
"Batton" sound the same according to soundI T, asthe different letters fall in the
unstressad syllable, whilst " Batton" and " Button" sound different, as it is the stressed
syllable which differs. Another advantege of soundI T is that it can recognize groups of
vowels and consonants that formvowel sounds — thus it can equate” Shaw'" and " Shore',
"Wight" and "White', " Naughton" and " Norton", and " Leighton" and " Layton" (which are
all reasonably common English surnames).

This algorithmwas developed with extensivetesting on alargetableof the most common
surnames in the UK. Therefore, it is specifically designed to be used with English names.
If afile with mostly non-English names is processed through metchl T, then you may
warnt to try the 'Loose’ soundl T or Soundex algorithms instead. For USdaawe
recommend that you use soundI T, because it is proven to work well also with Spanish,
German and other names tha occur commonly in the US. soundl T has been designed
with foreign language versions in mind (i.e. for data collected in countries where foreign
languages are spoken). These could quite essily be developed, according to demand.
Please contact your supplier if you are interested in this.

Note that the keys tha matchl T generates are 'Loose’ oundI T keys, whereall vowel
sounds are equaed, together with some consonants, such as 'm and 'n’, 'd" and 't', 's" and 'f".
This is so that potential matches are not missed a the key stage matchi T uses the 'full’
sound! T algorithmat the scoring stage, which will separate out false matches fromtrue
matches.

Loosesoundl T

This option is effectively the same as the soundI T option, except that matchl T uses the
'Loose’ ound| T algorithmas described above a the scoring stage. This is for use mainly
with non-English names, on which soundl T works less effectively, and can misstrue
matches. This option should not beused on files with mainly English names, as it can
potentially lead to more false matches.

Soundex

Soundex is awidely-used algorithm (patented just after the First World Warl), which
constructs a crude non-phonetic key by keeping theinitial letter of the name, then
removing all vowels, plus the Ietters H, W and Y, and translating the remaining lettersto
nunbers. It givesthesame number to letters that can be confused eg. 'm and 'n' both
become 5. It also drops repeated consonants and consecutive lettersthat give thesame
nunber eg. Sand C. It only takes the first four characters of the result, or pads it out
with zeroes if it is less than four long. Thusall the common spellings and misspellings of
the name "Tooatill" equateto the same Soundex key: Tootill, Toathill, Tootil, Tootal,
Tootle, Tuthill, Totill are all translated to "T340".

The algorithmtha matchIT uses is an enhanced version of Soundex, and is for use mainly
with non-English names. This option should not be used on files with mainly English
names, as it can lead to false matches e.g. Brady, Beard and Broad get the same Soundex

key.
Non-phonetic

This option constructs anon-phonetic version of the supplied name fields as match keys
and allows only non-phonetic name matching.
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Note that, & the scoring stage, matchlT perfornms name comparisons using data from the NAME
field, not from the phonetic keys NAMEL, NAME2 and NAMES3 — this way it can check for
simple typing errors such as "Wilson" and "Wislon" which do not match phonetically.

Keep best record

This parameter govems the use of deletion priorities (see Online help), where matchl T makes a
decision about which is the 'best’ record to kegp froma matching pair e.g. the one with the most
daa. There arethree settings: Disabled, Intemal Only, and Internal and Overlgp. Setthe
parameter to Disabled if you don't want to usedeletion priorities, and want to use default rules
(see the 'Elag Higher Reference' parameter on page 98). Otherwise set it to Internal Only, where
deletion priorities will beused on matches in asingle file, or Internal and Overlap, where they are
used on metches in asingle file and across files.

Advanced Matching Options

& Advanced Matching Options

Mo, af chars to use if = 3 names

Ise equivalent name?

IEI |E| IEI Compare part of each name

200 % | Maximum records ko COmpare
|:| Ise equivalent company name?

F Ut raniea iari checbines [ ]ombine addressee and address?

Bccumulake matching?
Do compary)job matching when blank names? [l J

| Flag when grouping

[ ] Musk match suffixes {like Jr)? | unique records

Daone

The Advanced M aching Options are described in the Online Help.

Modifying the Weights Used for Matching

Select the Weights option fromthe Jobs/ Setup; Matching Setup menu if you wish to alter the
values of the weights atached to thedifferent fields in the matching process. You should not
modify the metching weights unless you have read and understood the description in " Introduction

toMatching" (on page 79).
A full description of M aching Weights and the M aching M atrices is given in the Online Help.
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Deletion Priorities

The Flag M aches option deletes the records with the lowest priorities from each set of matches.
If priorities are equal, it keeps the latest record on the file from each set or the one with the lowest
Unigue Reference, depending on thevalue of the Flag Higher Reference? Basic Matching option.

A full description of Deletion Priorities is given in the Online Help.

o Field Nameis the name of the field in the selected Main File - if any field is not present,
the rule for tha field is ignored.

e Comment is just foryour guidance, to explain if necessary what the field name contains.

e Priarity showsthevalue which is accumulated for each rule that gpplies to the record
being evaluated. When deciding which record to delete, matchl T accumulates priorities
for each record and keeps the record with the highest total priority.

o Valuespecifies what Valuethe Field Name must be to obtain the Priority shown. The
usual Valueis"Empty" e.g. inthe first ruleabove, if the surname (or first business name
when matching business names) is empty, a Priority of -99 is given, which downgrades
that record heavily. Theother common Value is a constant eg. if you specify rulesas
follows:

o There aresomespecial Values which only apply to specific field names:

o "Default" applies only to the salutation field: the record will be downgraded in
the example above if the salutation is the current default e.g. Dear Customer
rather than e.g. Mr Smith.

o "First Nameg' and "Initial" gpply to the first forename field, where it isa full
nameor an initial rather than empty. "First Name" can also goply to the 2nd
significant word in abusiness name, when matching business names.

o "Derived" gopliesonly to the Prefix field: if the Prefixis derived fromthe first
forename eg. Ms for Christine, the record will be downgraded compared with a
supplied Prefix such asMrsor Dr.

If you defineafield called DEL_PRI (numeric), matchIT will record the priority of each record
that it examines for potential deletion, so you can check that your priorities are working asyou
expect.

Multi Level Matching

Multi—Level Matching is performed using a job script (see Job Scripts on page 114 for more
information), which incorporaes anumber of bespoke Visual FoxPro prograns, as well as
customized settings and modified match keys.

Thescript is supplied as atemplae, and by default is set up to use 'BExamplel. TXT and a
corresponding DBF file. When the script needs to be used for processing live data, the user will
need to modify the script in such away that it points to the sourcedaa and corresponding DBF
file(s). Once the user has pointed to their files, the script will be ready to run.

The job script will performan Import and dedupe, it will then modify the structure of the working
DBF and will performthe deletion step a total of three times. Upon finishing, the working DBF
will contain separate fields displaying individual level, business level and address level matches.
These field will enable the user to see which records match which, at what level, and how many
other records any one record may match.
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When the script has finished, the user can either export the data and matching results menually,
using matchl T's standard Output menu, or can set up ancther script specifically for Qutput. This
output script can be set upto run as soon as the Multi—Level Matching script finishes.

Breakdown of Job Script Rows

Each row displayed in the Job Editor, when browsing the M ulti—Level Matching job script, is
listed and described below. The Job Editor dialog can be accessed by selecting the job script from
within the 'Job M aintenance' dialog, then clicking on 'Modify".

Mast rows in the script feature aprogram, and as these prograns have been designed not to
require any further modification fromtheuser, the descriptions below merely givean overview of
what each program does. For further information, please contact helpl T systems (seepage 173).
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Rowl ("1 RESTORESETTINGS.PRG")

Restores all parameters, weights and matching metrices required to find matches on all
levels: NAME, COMPANY and ADDRESS. The parameters will force matchlT to
generate name matching keys using individual names. Matching does not take place &
this stage.

Row 2

Imports the sourcedaafile into apre-defined DBF structure and generates metch
keys. At this step, the options (accessed via the 'Options' cell) must specify the correct
input format.

Row3 ("2 RENAME NAME FIELDS.PRG")

Renames the name matching keys (generated during the previous step using individual
names) fromNAMEto IND_NAME, NAMELto IND_NAMEL and fromNAME2 to
IND_NAME2. New blank Name fields are generaed. The parameter that specifies
which ty pe of names are used to populate the name key fields are changed from
'Individual’ to 'Business' in preparation for the next step.

Row4

Regenerates name matching keys following the parameter change in the previous step.
Keys aregeneraed using business names.

Row5 ("3 ADD IND WEIGHT.PRG")

Modifies the weights table, adding a weight on individual name as well as business,
address and zip code.

Row 6

Finds matches using specific match keys, which incorporae phonetic company name,
phonetic individual name, postcode elements and phonetic address keys.

Row7 ("4 COPY MATCHING RESULTS.PRG")

Finds matches a address level using an additional program, which re-evaluates
address—meatching using different matching options fromthe previous matching run.

With all levels of matching now performed, the programin tum deletes and recalls
matches & each level, each time populatingthe MATCH_REF and SET_DUPSfields
with matching information that corresponds to that level. After each Deletestep, the
MATCH _REF and SET_DUPSfields are renamed accordingly; after deleting
individual level matches, these fields are renamed 'INDIV_REF and 'INDIV_DUPS,
after business level deletion; 'COY_REF and 'COY_DUPS and after address level
deletion; ADDR_REF and '"ADDR _DUPS.
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On completion of this program, the Multi—Level M aching script finishes. The
processad table now contains references grouping matches together a the level they
matched .

Before Running the Multi-Level Matching Script

Before the Multi—-Level M aching Script is run, it must be set up to point to the file tha is to be
processed. Row 2 of the script, which by default points to Examplel.txt in the 'Source File'
colum, should instead point to the correct source data file.

All rows tha point to Examplel.dbf in the Main File' colurm, should point to thetemplate DBF
file corresponding to the source data file. This file will havethe sourcedaa file imported into it
and will then undergo processing, o it's structure must therefore match the source data file.

The easiest way to set up atemplate DBFfile is to bring the source data file through the Single
File Wizard. After mapping all fields as required, tick 'Create Match Keys' in the Processing
Options dialog, and then click on More' and 'Save and Exit'.

If the Multi—Level Matching script is to be used more than once on aset of data, it is
recommended that the script be cloned first. This way, after processing the data, the script will not
need to be changed, and potentially changed back thenext time that set of data needs processing.
Scripts can be cloned by right clicking on the grid in the Job Editor dialog and choosing 'Clone
Job'. The clone should be given a name that relates to the data tha it will be processing.

Running the Multi-Level Matching Script

Once the script has been set up correctly, it can beinitialized by clicking on 'Sart Job' in the Job
Maintenance dialog. The script should only ever be started from the beginning, as opposed to
resuming it froma specific step using 'Resume Job', which will undoubtedly cause it to falil.

To run the script fromthe command line, plesse refer to 'Running a Job Script automatically when
you start matchl T' on page 124.

Layout of Processed Data

When thescript has finished running, the processed DBF file will contain new fields grouping the
individual, business and address level matches together. Theseare structured in the same way as
MATCH_REF and SET_DUPS.

If arecord matches one or more other records at aspecific level, the corresponding ...DUPS field
will display a figure representing the number of records tha the record matched against. If it does
not match any records at that level, the field will be empty. E.g. If record A metches records B, C
and D a address level, it will contain anumber 3in its ADDR_DUPSfield. If it only matches B
and C at business level it will contain anumber 2in the COY_DUPSfield. If it does not match
any of these records a individual level, it will not contain anything in its INDIV_DUPSfield.

The ...REFfields indicate which records match which. In theaboveexample, records A, B, Cand
D would have identical ADDR_REF values. A, B and C would have identical COY _REF values
(record A would have its COY_REF field populated with its UNIQUE_REF value) and all of
these records would havedifferent INDIV_REF values (@l identical to their UNIQUE_REF
values).

The image below illustrates this example:

Addiessd Pastcods Imdrv_rel  Indrv_dups  Coy_rel  Cop_dups  Addi_rel  Addi_dups
STREET _ [NAMINGHAM _ [03%A ___|0000000001 | 0D0C000000T_| 2] 000000001 3
LEE 1, LLE i LLie] Qi) 2| OO0
LEE L] Lt ieliE] Rl i) 2| oo
|WEST MIDLANDS | CEES) 000000004 | 0/0000000o | 0/ 0000000001
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Further Processing

Upon conmpletion of the M ulti-Level Matching script, the processed data can either be exported
manually using matchlT’s standard Qutput functions or it can be exported using another job
script, which will need to incorporaethe program'OUTPUT.PRG.

To manually export the data when the script finishes; returnto matchl T's main menu. Make sure
that the processed teble is open in matchl T, then select Output>Output To File.

To autometically export the processed data using a job script, the additional job script will need to
be set up before running the Multi—Level Matching script. The user will need to point to
'OUTPUT.PRG fromwithin the script and need to edit it to ensure that the correct output format,
fields and destination(s) are specified. After setting the Output script up, open the Multi—Level

M aching script inthe Job Editor and tick the 'Run Another Job After This One' box, in the bottom
right-hand comer of the screen. When prompted, select the Output script. Now, when the Multi—
Level Matching script finishes the Qutput script will autometically run.

Maintenance

Adding A Custom Weight

If customweights need to be added, the"3ADD IND WEIGHT.PRG' programwill need editing.
The code required to add acustomweight is already used in the programto add a weight on
Individual Name. Therefore, this existing code can be copied and pasted, and then edited to look
at the field in which the weight is to be added.

An example of thecode required, if aweight on Email were to beadded is &s follows:
SELECT WHI GHTS

GO TOP
REPLACEEMAIL WITH 60

KIP1

REPLACEEMAIL NAMEWITH 40
SKIP1

REPLACEEMAIL NAMEWITH 25
SKIP1

REPLACEEMAIL NAMEWITH 15
KIP1

REPLACEEMAIL NAMEWITH 25
SKIP1

REPLACEEMAIL NAMEWITHO
KIP1

REPLACEEMAIL NAMEWITH 1
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DO UseTableWITH"PARAMS',"P',"", 1

Adjusting the Minimum Score to Report

To adjust the minimum scoreto report, fromwithin the Job Editor screen double-click on the
'Options’ cell of row 6 (wherethe Mach Keys' cell is set to 'Change’), then when prompted; set
the 'Setup Option' drop-down to 'Change’ and click on 'Continue’. The main options for this row
will now bedisplayed.

Fromwithin the Maching' teb of the options, set the Minimum Scoreto Report' setting to the
desired score. Please note; this is set to 50 by default, to ensure tha the Address level matches are
found as well as the business and individual level matches.
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Introduction to Merge/Purge

The most typical use of Merge/Purge processing is when you have a file of existing customers and
also an extemal list of prospective customers. Typically, you want to write to all the new
praospects, but want to be sureyou do not inadvertently send the same letter to any of your existing
customers. In this case, you need to locate any of your existing customers that hgppen to beon
the new list, and "purge' themfromit.

If, on the other hand, you do want to send the same letter to all existing customers and prospects
as well, what you can do is to create anew file (or table) by "merging" thenew list and your file
of existing customers, eliminating (or not creating), any duplication. These two operations have
much in common, and in fact when merging, matchiT first purges records fromthenew file and
then merges the remainder into the Main File. Thus purge is the same as merge, but stopping
short of the final stage no merging takes place.

Each input file must have been Imported into a matchl T Main File (using the Setup Wizard or
Import records options) beforeyou can do Find Overlap successfully.

You do not have to Find and Delete Maches from each individual file before running Find
Overlgp, but you must do so if you want the intemal duplicates in each file removed!

The Basic Merge/Purge Process is as follows:

e Find Overlep.
o View/Verify the Overlgp to check the matches found.
e Mergeor Rurge (for asuitable threshold score).

File Layouts when Merging Files

Before merging two files, thetwo Main File Layouts should be checked to pre-empt problens
later on eg. has one file got moreaddress lines or wider fields? If so, make surethat the Main
Fileis the one with more lines or the wider fields. If necessary, you should use Main File Layout
fromthe Jobs/Setup menu to add or widen fields inthe Main File.

[T you are using the Multiple File Wizard to merge files, the wizard creaies a master Tayout for you

which preserves al of the data from the individual files i.e. it is a superset of all the individual
structures.

The Main Fileis the first file you select. RPurge Records does not change the Main File, but
removes records fromthe Second File. M erge Files adds unique records fromthe Second File to
the Main File.
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Unique References

If you let matchI T allocate Unique References when the files were originally imported, you must
make sure that the Unique References dont overlgp between the files. To ensurethis, you can set
the Next Reference Number (in Matching Options) before Importing the second file, to avalue at
least greater than the number of records in the first file. Altematively, you canset itto zero if you
want matchl T to prompt you for the starting Unigque Reference whenever you Import afile. If
your Unique References are not unique between the two files, you can use Generate Unique
References in the Fields menu in Tools/Database Utilities to regenerate themin either file or in
the merged file.

Find Overlap

&

Find Overlap

Find Overlgp matches the records fromone Main File against records with the same key from
another file. You can then view areport of the results and choose which records to mergeor
purge, individually or by arange of thescores. If you haveseveral files to merge, you must merge
each one a& atimeintotheMain File, use Job Scripts or the Multiple FileWizard. If you want to
remove internal duplicates in the files being merged, you must find and delete matches fromeach
file individually, before running Find Overlap on thetwo files.

e WIiZard, tne WiZard does a

Obviously, to Find Overlap, two files must be open. If this is not the case, matchl T will
prompt you for file names when " Find Overlgp" is selected (fromthe toolbar or
M erge/ Furge menu).

& Matching Key and Range

List of Fields / Keys Available
Phonetic Campany Mame Key + First & characters of Zip code S
Phonetic Key for First Word of Company Mame + Phonetic Key of Street
Phonetic Key for First Word of Company Mame + Phonetic Town/City Key
Phonetic Address Key (Town/City & Street)
Local part of Phone Mumber
Phonetic Key for First Word of Company Mame + Upper cased Address1 ignoring punctuation and casing
Phonetic Address Key (Town/City & Street) + Building or apartment number
Phonetic Company Mame Key + Phonetic Key of Street b
Select Key Index: |MAMEL + LEFT{ZIP,S)
Keys Chosen for Matching Key Range
MAMEL + LEFT(ZIF,5) Start: |0
MNAME_KEY+3SUBSTR{ADD_KEY,5,4)
ADD_KEY+PREMISE End:
L )
Clear Keys (%) Basic () ddvanced
- - Is this a new analysis?
werify Keys [J5ave as default keys?
l Cancel ] [ Continue
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The "Matching Key and Range' screen is shown first, as for Find Maches. Choosing the keys for
finding the overlap between two files is exactly the same as for finding matches within one file,
except tha the M ach Keys displayed will be limited to fields which are in both files and have the
same width. If for example, Zip is not displayed as a metch key, it may well bebecause it hes a
different width in the second file fromthe first. To overcome this problem, you cantypein a
match key inthe Indexbox of e.g. LEFT(ZIP,5). See"Match Key — Definition" to review the
description of entering your own keys.

After matchl T has done its work and found any matches, asummary is displayed (in theusual
report preview screen) and then the screen below, which offers the most common options:

& Matching Results El
Run Number of . Time
Matching K
Mumber | Duplicates® atching key Taken
i 16 Phonetic Surmame Key + First 5 characters of Zip code 00:00:00
7 3 Phonetic Surmame Key & Initisl + Phonetic Key of Street 00:00:00
g 4 Phonetic Address Key (TowniCity & Street) + Building or apartment number G0:00:00

* This shows number of potential duplicates

[ Cancel ] [ElewMatchesl ’ erify Matches l ’ Flag Matches

The choices from here are:
o View Overlgp between thetwo files (similar to View M aches)
o Verify Overlap between the two files (similar to Verify M atches)
e Merme Files intotheMain File
e Fag Reoords fromthe Second File
e Cancel

[T you are selecting any of these options having previously closed your two files, ensure they are
reopened in the same order as before. If you open them the wrong way round, metchl T prompts
you to swgp them, to ensure that it shows or processes the right pairs of matches.

As for Flag Records, when you select any option for processing the results of Find Overlgp from
the Merge/ Purge menu, it allows you to view the individual match scores or score bands, before
proceeding to the operation that you selected.

Overlap

Summary

This is essetially the same report as for matching: see Matching Summary” on page 85.
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View/Verify Overlap

Viewing and verifying the overlgp between two files is similar to viewing and verifying matches
within asingle file (see View/Verify Maches on page 86). The only difference is that different
reports areused and you can only View Overlap in pairs, not sets.

View Overlap

View Owver lap can be selected fromthedialog presented after finding the overlgp between two
files or fromthe Merge/Pur ge menu.

& View Overlap Options

Report Format I Business b d | Destination | Prewview A |

Low score a0 =

[v] all kews?  Run number |:| High score Ijl
[ ]create matches File? Score sample size 0 Sort by score ¥

Reporting key | w

Liow key | |
High key | |

Cance| Basic, .. Conkinue

Verify Overlap

As with Verify Matches, this can be seleded straight after finding the overlgp or from the
Mer g&/Pur ge menu.

The screen displayed is the same as that for Verify Matches. For details see” Verify Maches' on
page 87. If the two files havedifferent layouts, the fields displayed for each record may be
different. You can use the Change Fiel ds button to change the order in which the fields are
displayed, to help you comparethe two records more essily.
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Merge Files

When selecting Merge Files, you can enter the highest match score which you went to merge
records for. If you enter zero, only those records on the Second File which were not given a
Maching Score will be merged into theMain File. If you enter 100, only those records on the
Second File which were given aM aching Score less than 100 in the M ERGES table will be
merged. If you enter all nines, or if the M ERGES table is empty, all records on the Second File
will be merged.

Flag Records

If you select Flag Records, you can enter the lowest score which you want to purge records for. If
you enter zero, which gives the highest possible number of deletions fromthe Second File, all
those records on the Second File which weregiven a Matching Score in the M ERGES table will
be purged fromthe Second File. If you enter 100, all records on the Second File which were
given a Matching Scoregreaer than or equal to 100 in the M ERGES table will be purged. If you
enter all nines, or if the M ERGES table is empty, no records on the Second File will be purged.
Finally, the Second File is selected as the Main File in use, to enableyou to go straight to the
Output menu without having to remember to select the right file first.
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Transfer Data

This option in the Merge/Furge menu allows you to transfer data (such as telephone numbers,
company dataand geodemographic codes) froma mester file to a customer file. You must run
Find Overlgp first.

The steps for this process are;

e OpenyourMain File and your Second File and run"Find Overlgp" (fromthe
M erge/ Rurge menu).

o  Select "Transfer Dad' (also fromthe M erge/ Purge menu).
e Modify metching scores or click " Continug' (click Continue if unsure).

e Thefollowing screen will appear:

i Transfer, Data Field Picker,

Fields Available Fields Selected
ADDRESSEE -
ADDRESS]

e
ADDRESS3 el
ADDRESS4
ZIP
TELEPHOME
MAME
MaME1
MAMEZ Remove all
MAMES b b
Transfer for scores == a0
Transfer data,  Ffrom database, to database,
Always replace [ ]Blank all selected fields before kransfer
[ ]replace only if empty [ ]append to existing fields using delimiter:| |
[ ]use Intelligent Data Merge

Datacan be transferred between any fields which the Files have in common and these are shown
in the left-hand panel. If you wish to transfer detafromafield not listed, you must first use”Main
File Layout" (on page 30) to add fields as necessary.

Ether doubleclick or singleclick and select "Move' or " Remove' to moveor remove fields from
the available list to selected field list or back.

Below the field picker there are other options can be set:
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Transfer for scores— datais only transferred for records whose matching score is equal
to or greater than the value shown.

Transfer data—fromMain to Second shows where the data will be copied fromto.
Clicking on one of thebuttons (main/second) will swap the order.

Always Replace/Only if Empty — If there isdaain afield tha is aout to be
overwritten, matchl T needsto know whether to replace it (always replace) or leave it
(replace only if empty).

Blank All Fidds/Appendto Existing Fields — You can optionally chooseto blank all
the fields you are transferring to before starting, or gopend the databeing transferred to
that already in the field.

In all cases, you should ensurethat the field being transferred to is large enough to
contain all thedataor someof it will be lost. To make sure tha only thebest match is
used to transfer data across where many records match one, define afield
MATCHSCORE (numeric 8) in your receiving file, using "M ain File Layout” (on page
30).

Click "Begin Transfer" to start the process.

matchIT will select this newtable as the current oneand asummary screen will be
displayed.

Write Overlapping Records

This option on the Merge/Purge menu allows you to write overlgoping records (after Find
Overlap) fromthe Main File, to anew file e.g. to mail multiple buyers.

The steps for this process are;
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Openyour Main File and your Second File and run " Find Overlap" (fromthe
M erge/ Rurge menu).

Select "Write Overlapping Recor &s" (also fromthe Merge/ Rurge menu).
Modify metching scores or click " Continug' (click Continue if unsure).

A further window will appear, fromwhich you select the minimum score for writing out
the records. Thedefault (as for Find Overlap) is to output records with a matching score
greaerthan or equal to the Minimum score to report. Click " Continu€' to continue.

& Write Owverlap

Wirite Cwverlap For scores == [ El

Cancel Conkinue

You will then see window tha allows you to either output the" Over lapping Recar ds'
or to accessthe" Quadity Assurance Wizard'. Select the" Overlapping Recor ds'
option and you will seea new window that will allow you to specify your new files
layouit.

Select Gener ate Output, onceyour options have been specified, to begin the operation.
You will now be prompted for afile name and location.




M erge/RPurge

o matchIT will select this new File asthe current Main File and asummary screen will be
displayed so you can go on to produce output or return to the main menu (the Done
button).
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Job Scripts Location

Run a Job
Script

1 NISSECTION IS only goplicadie IT you nave Iralcnl | H1 0.

To access the job script options, you can go to the Jobg'Setup menu, and then choosethe menu
option matchIT Jobs, followed by Run/Amend Job Script:

JobsjSetup

Opkions. ..
Save/Restore Setup. .,

Job Script... Runfamend Job Scripk
rultiple File Jab., .. » Report Generated Job

Report Entered Job
Mames and Wards, ..

nrecognized Words., .,
Unrecognized Eorenames, ..
Matching Matrices »
Matching Setup k

Altematively, you can choose the Automation Wizard icon fromthe Wizard Pane.

You can also run any job by specifying ajob name as a parameter of the matchl T programicon.

Job Scripts Overview

The Run/Amend Job Script option allows you to specify, run, clone and amend standard jobs
consisting of multiple Import, Find Matches, Delete Matches, Find Overlap, and M erge/ Rurge
steps. This option also allows you to specify an unlimited number of files to merge, witha
pecking order, and any number of suppression files to compare the merged file with. You can
also run FoxPro programfiles (either compiled FXP files or simple series of interpreted
commands in PRGfiles) as part of thescript, for example to copy afile, replacedata fields etc.

Job scripts arevery flexible and powerful automation tools for matchl T processing. Job scripts
dont let you cut corners —they just allow you to repeat things essily. You still have to dothe
same amount of work specifying file names, Mach Keys, deletion scores etc. — but with job
scripts, once that is done, you can use tha script again any number of timesto repea processing
without having to specify it again. If you arenot already fully familiar with the workings of
matchIT, westrongly suggest that you become familiar with the normal menu-driven Import and
Maching functions beforeyou try and set up ajob script. Onceyou have donethis, the Multiple
File Wizard isthe essiest way to set up a multiple file job script and is also essier to use thanthe
M erge/ Rurge menu options.
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Job scripts may look complicated, but if you read and understand the information given here,
setting them up and using them should be quite straightforward.

Job Maintenance

Selecting the Run/Amend Job Script option will bring up the Job Maintenance Screen, fromwhich
you will be able to creae, delete or run job scripts:

& Job Maintenance

re
b '-r‘ Choose a Job to Run or Modify, or create a New Job

e

CASE s Mew Job

Job Reference:

Job Descripkion: | Fun proper casing on selected Figlds in a file b Modify Job

Main File: | by | Delete Job

H R

The main fields on this screen are Job Reference, Job Description, and Main File, which are
explained below:

Job Reference

The job reference is your identifier by which you define the job. matchIT also uses the job
reference as aunique identifier for the job, therefore you cannot have two job references the same.

Job Description

The job description is an optional descriptive field to enable you to moreclearly describethe job
in question.

Main File

This field specifies theMain File for the job. TheMain File is the first DBF file in your list of
files, and it is the one which the other files are merged into (or the one Suppress files purge from).
This isthe file that will contain the results of any merge/purge processing when the job is
conmplete.

You can choose any job by choosing from one of these three popups. If you choosea job, the
other fields will be autometically updaed to reflect your change.
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Running and Resuming a Job Script

Below the main panel listing the available jobs arethree buttons: Start Job, Resume Job and
Cancel. Select Cancel to retum to the main menu without running ajob. Any changesyou have
made to the job scripts will be remembered. Select Run to actually start the selected job script.

Select Resume Job if you havehad to interrupt a job script whilst it was running, and now want
to resume fromwhereyou left off. Choose the step fromwhich you wish to resume — it will
default to the step which was last run, which is obtained from the Performance log (which you can
view viathe View menu, Performance Daa, All Runs). Notethat "step” does not mean line
nurrber of the job script; asingle line may include, for example, one Import step, three Find

M aches, two Find Overlaps, one M erge Files and one Purge Records.

Now we have explained how to actually choose and run ajob script, we'll explain howto create
themin thefirst place.

Creating a Job Script

Totheright of the main panel arethebuttons associated with editing the job scripts. To create a
NEW job script, click onthe New Job button.

You will now see asmall window asking you for a new reference. Type in something here which
will be the name of the job script. Wesuggest that you call it something descriptive. The only
limitation on this name is that it must be aname you have not used before (i.e. it must beunique).

You will now seethe Job Editor Screen, which is described below.
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Modifying a Job Script

At the Job Maintenance screen, you can choose to edit an existing job script (instead of creaing a
new one which is described aove). To do this, first choosethe job you want to modify fromthe
list of jobs available, then click on the M odify button on the right hand panel.

Whether you have chosen to modify a job, or create anew one, the next screen you will seeis the

Job Editor:
& matchIT Job, Editor
o Job Reference : TEST
mirel
i/ Description :
fource File Main File: Priority Options Match Keys  Owerlap Keys  Flag Score &
M 1 Az lz Azlz Azlz an
v
&3 >
In the grid above, enter new values to change Priority or Flag Score, or double click to change any other column settings.
Right click anywhere in the grid to add files to the job, remove files or for other options.
Job Dptions
[IMerae Databases? [Jrun anather job sFter this one?

Explanation of Job Editor Layout

The main concept behind the job editor is that it is designed to represent alist of files to be
processed. Each line will correspond to the processing doneon one file. The processing is
generally done in left-to-right, top-to-bottom order (like reading abook). Processing may include
importing asource file (into apredefined Main File layout), followed by internally deduping it,
followed by finding its overlap with the master file (the oneat the top of the list), and the purging
of duplicate records fromthe file, or merging the records into the mester file.

Therefore, the columns correspond to these processes — first you havethe Sour ce Name, which
will be the file name of the source text file, followed by the Main DBF, which will be theMain
File layout that thedaa is imported into. This is followed by the Priority column, which
indicaed the files relevant priority inthe list (low numbers =high priority). Next, we have the
colurm for import & matching configuration, Options, and then columns for internal
deduplication (Match Keys) and then finding overlap between two files (Overlap Keys). Finally,
we have a colunn for the Flag Score to be used for processing.

In terns of file order, the first file is the Master file. This isthe file that each find overlap isdone
against. Also, if files are merged, they will be merged into this file.

The files that follow this will be Mer ge/Purge files. Each of these files can be imported and
intemally deduped according to how you set up that line of the job, and then will be compared
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with the mester file. (Note: they will NOT be compared to each other). These files will then be
purged of the overlapping records, or merged into the mester file.

Following this comes Suppr ession files. These files can be imported, deduped and compared to
the master in the same way as the Merge/Purge files. However, these files are special in that they
contain exclusion recor ds. That is, when the overlap is complete, the records will be removed
fromthe mester file, nat the secondary file (which is the case if you select Purge Records fromthe
M erge/Purge menu). Files such asthe M PS (Mailing Preference Service) file are suppression
files.

You can also add bespoke programfiles to the job scripts at any point. These files are not
imported or processad in any way, but contain FoxPro programcode. They can be used to insert
special programming steps and options into the job scripts which would not normally be possible.
A good understanding of the FoxPro programming language is normally required to create and
usethese kinds of files.

Therefore, a common job script could look like this:

& matchIT Job Editor @

o Job Reference : EXAMPLE SCRIPT
wipel
i" v Description : Just an example script
[Source File Mazin File: Priority Options Match Keys  Overlap Keys  Flag Score A
EXAMPLET THT EXAMPLET .DBF 1 Chanie Chanie Mane a0
d |PROPER CASE PRG ExAMPLET.DEF 2 Az s Mone Mane MONE
EXOMPLEZ THT EXAMPLEZ.DBEF SUPPRESES  |Change Mone Chanie a0
v
|3 b3
In the grid above, enter new values to change Priority or Flag Score, or double click to change any other column settings.
Right click anywhere in the grid to add files to the job, remove files or for other options.
Job Dptions
[IMerge Databases? [JRun another job after this one?

The following sections will explain the columns and settings aove in more detail.

Adding and Removing Files (Rows)

To add or remove a merge file or asuppression file, you must right-dick the mouse in the file
listing part of the window, to see the menu. If you are removing a row that already exists, you
must select that row by left-dicking on it first. Note that when you start editing anew job script,
matchIT will autometically add a row for you.

To add a merge/purge file, click on the Add Row option. This will add anew blank row & the
bottom of the list. Similarly, you can add a Add Suppr ession Row with the equivalent option.

Note that when suppression files areadded, they are always added to the bottom of the whole list,
whilst merge/purge files will be added to the end of the merge/purge list only (i.e. before
suppression files).

If you want to remove the currently selected row, click on Dd ete Row.
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With this menu, you can also Rename Job (click on it and it will ask you for the new name —the
same naming conventions goply as when you create anew job script). Furthermore, you can also
Clone Job (copy thecurrent job). When you do this, matchl T will again ask you for the new job
script name. Notethat when the copying of the job has been done, the job you will be editing will
bethe new job.

Explanation of Columns

Source Name

This column specifies the file name of theoriginal datia— the databefore you have done anything
to it. This isthe file which will be imported into matchiT.

If you double-click on an entry in this column, you will see the following screen:

& Choose Source File or Program

r
ﬁiv: Choose the Source File which you want to Import

/

Source file name:

CHPROGRAM FILESSMATCHITYENMPORTAEXAMPLET. T T

[ Choose source File ] [ Edit source File ] [ Clear file enkry ]

Cancel Caontinue

You can either type directly into the field to changethe file name, oryou can click on the Choose
source file button to choose another one. Click on Edit source file to view (and pethgps change)
the data file.

Special Cases
There aretwo special uses for this screen that the user should be aware of:

¢ If you choose afile with extension .FXP (a Visual FoxPro conpiled executable file) or
.PRG (atext file which contains a FoxPro program— see later for moredetails), then this
file will not be treated as an import file, but as an executabl e programfile. This means
that matchlT will not process thedatain the file, but will attempt to run it instead. In this
case, al theother columns inthe row are irrelevant, and will be ignored by matchlT.
Note that compiled Visual FoxPro programs must be compiled using the same version of
Visual FoxPro asyour version of matchl T — you can ascertain this via the Help menu,
About matchlIT.

o If you have an import format other than EXT or Regenerate Keys (see Setup below), and
the source file name is blank, then matchlT will not do any import processing on the file.
matchIT will assume the file has already been imported, and will not try to do so again.
In the case of the EXT format, the source file should always be empty. (This format
means do the gener atek eys step only —don't add records fromasource file previous to
this). For more information on this format, plesse consult the Import Options section.
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Main File

This column corresponds to the Main File that will contain the data after it has been imported. To
chooseafile for this, just double-click on the field, and matchI T will ask you for a file name.

Note that the file must exist beforethe job script is run —the job script cannot automatically
creaeMain File layouts. The File can of course be empty. Whenthe job is run, any datain this
file will be over-written by the data in the source file.

Priority

The priority of afile correspondsto its place in the processing order. The lower this number, the
more important afileis. The file with the highest priority (usually 1), will be at thetop of the list.
This file will be the M aster File, with which all other files are compared, and into which files can
be merged.

Priorities are automatically assigned when you add merge or suppression files, in the order tha
they were added to the job. You can change any of these priorities by typing into an appropriate
nurrber into this field. This field supports decimal numbers if necessary.

For suppression files, these will have the priority set to " SUPPRESS'. You can make a merge file
a suppression file by typing in the word SUPPRESS into this field. Similarly, youcan turna
suppression file into a merge file by typing anumber into this field.

Suppression files do not have priorities amongst themselves, as they only act to remove records
fromthe mester file (when arecord is removed fromthe mester file, it doesn't metter if
suppression file A or suppression file B removed it — the result is the same).

If you blank out the priority field, this will be treated as priority zero by machlT. If you have two

files with the same priority, the order they will be processed in will be the order that they were
added (i.e. theoneyou added to the job first will be processed first).

Options

The Options column is where most of the matchl T processing options areset. These include
options such as operation parameters and Import Options — please consult the matchl T Options
section for more information on the options available.

Double-clicking on arow in the Options column will giveyou a choice of three options:

& Job Step Configuration Options E|

Select: Change to choose input options

e As Is to use the same options as
1.'.-:; o the previous file in this job

4 Default for the options in use
before you started to edit this job

Setup Option: v

Cance|




Job Scripts

Change

Select Changeto viewthe standard matchl T Options screen (with a couple of tabs that do not
relateto job script processing removed). From here, you can change processing options as
required.

As Is

This option has two slightly different meanings, depending on whether it is chosen for the Master
File or any other file.

If Aslsis chosen for the Master File, this means that the metchl T options chosen will be the same
as thecurrent configuration. (Check this viathe Jobs/ Setup menu, Options before starting the job
script).

If Aslsis chosen for any file other than the first one on the list, the job script processing will take
the matchl T configuration fromwhatever was set up intheprevious line inthescript. (That is, it
remains unchanged).

Default

Whenever this option is chosen, the job script processing will take the configuration fromthe
current setup of matchlT. (Notethat this has the sameeffect as As|sfor thefirst filein the list).

Notes

Onepitfall for theunwary in job script configurations is the generati on of unique reference
nunbers. As has been stated elsewhere, it isvital tha within asinglefile, all unique reference
nurrbers remain unique. This is simple within only one file, but when you are cross matching and
merging two or more files together, then maintenance of the reference number becomes more
complicaed.

One way to resolvethis problemis to assign a new unique reference starting number for each file
that is being imported. You can do this by setting the Optionscolunn to Change for every file
that is being imported, and by manually setting the starting reference number in the matchiT
options for each file. Alternatively, if you set the job script up using the M ultiple File Wizard, it
will ensure tha the unique references are really unique across all the records in all the files inthe
job— atherwise it will regeneraethem starting from 1.

Anocther feature of the job script processing tha can be used is the Input Format option. As
mentioned above, if you set thisto anything except EXT, and have a blank Source File name, then
no import processing will bedone. This can be very useful for quicker processing of filesthat
havealready been imported. Furthermore, if you do not want to add new records into afile, but
just want to regenerate the matchlT fields, you can set the Input Format to EXT.

Match Keys

Mach Keys are used for the internal deduplication step of matchlT. As with normal use of
matchIT, you should specify aset of Match Keys in order to carry out the deduplication. This
corresponds to the Find Matches menu option.

In asimilar way to the Setup colurmn, double-clicking on this field will showyou an options
screen:
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& Internal Deduplication Options

Select: Change to choose match keys

As Is to use the same match keys

:,;rr; as the previous file in this job
o Mone for no internal matching

Matching option: | (R nei-—

hs I=
Mane

This option works in an equivalent way to the Change option in the Setup column. Choosethis
option and click on Continue to go to the M ach Keys screen where you can edit the M ach Keys
that will be used in the find matches step in the job.

Change

As s

Again, this works in asimilar way tothe As Is fromthe Setup colunn. Selecting it means that the
Mach Keys used for this file will be the same as for the previous file in the list.

Note that this option does not gpply to the first file in the list.

None

If you select this, then no internal Find M a ches steps will take place. Use this for files that have
already been deduped by metchl T, or files which do not need to be cleaned.

Setting the options In this column will only cause matches to be searched for. It you want to
actually deletethe maiches as well, you must set the Deletion Scoreto a non-zero value.

Overlap Keys

This seis the keys tha will be used to find overlap between the mester file, and the current file.
This works almost exactly the same way astheM ach Keys option works.

The only real difference isthat the first file can only havethis set to None, as it can't find overlap
with itself.

As for theMach Keys, this will only sear ch for the overlap, it will not actually process the
results —so if you want to mergethe file with the master file or purge records fromthis file, set the
deletion score colurmn to the appropriate score value.

Deletion Score

This determines the score & which apotential match is considered to beatrue match. It isused in
two ways. Firstly, for internal deduplication, this is the threshold score for deleting records.
Secondly, when a Find Overlap is carried out, this is thethreshold for purging records (usually in
preparation for merging theminto the master file).
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With the master file, this score only refers to the deletion threshold for internal duplicaes.
If you do not wish records to be deleted, set this value to zero (0) or"NONE".

Other Job Script Options

Merge Databases

If you check this option, each file after the first one will be merged with the first file. Records that
have bean found to overlgp with the mester file (via the Find Overlap steps) will not be added to
the master file.

If you set this option off, then the overlgoping records in the " merge files" will be purged
according to the deletion score in each file, but the file will not be added to the master file. Note
that if the deletion score is set to zero or NONE, then records will not be purged either.

Note that the Multiple FileWizard is an exception for use of this option, as it always merges the
files into the master file irrespective of whether this option is set on.

Run Another Job At End?

Sometimes, you may wish to link more than one job together. This is especially the case when
running small programfiles, or when you want to merge files into multiple mester files. In all
cases, thefirst job will be totally complete before any part of the next job is started.

To enablethis option, click on the check box. You will be presented with a job script picker
screen like this:

& Job Maintenance

re
wirel Choose a Job to Run or Modify, or create a New Job

v

Job Description: Run proper casing on selected fields in a file b Modify Job

To run ancther job at the end of the current job, just choosethe new job fromthe list available.
Once you have chosen the job you want, click on the Continue button to confirmthe choice.

If you don't want to run ajob at the end, click onthe Clear button. This will tell the job script
processing NOT to run a job at the end of the current one.

Click Cancel if you are happy with the current stete of this option, and don't wish to change it.
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Running a Job Script automatically when you start matchIT

You can run ajob script autometically when matchI T starts by modifying the properties of the
matchIT icon so tha after the Target you add /R: followed by the job script name eg.

" C:\Pragram Files\matchl Tvb\matchit.exe" /R:jobname

where jobname is the reference of the job script. To quit matchl T autometically a theend of the
job script, you haveto run aprogram at the end of the job that simply contains these commands:

ON SHUTDOWN
QUIT

124



Multiple File Wizard

Preparation for using the Multiple File Wizard

The Multiple FileWizar d enables you to easily set up a multiple file merge or merge/purge job.
Before using the Multiple FileWizard, it savestime if you set the File Locaions for the Daabase
and Import directories to those containing the files for the job (fromthe Jobs/ Setup menu,

Options.)
Thereisa Pleasenotethat all the files in the job are merged into asingle mester file, which the
limtof 2Gh Multiple File Wizard creates, containing all of the fields and all of the records fromany file
(2,247 Mb) within the job. Thereis alimit of 2Gb (2,147 Mb) on the size of the resultant mester file,
onthe 9zeof which in practice could be aout 5 million records —the actual number of records depends
any Main onthe record length i.e. the number and width of fields in the resultant mester file layout.
File. If you want to process more records than this, it will usually be because there are some

very large suppression files involved. Inthis case, you should usethe M ultiple File Wizard
for the mailing files and any small suppression files, then use Find Overlgp between the
large suppression files and the resultant mester file. This also reduces the processing time
significantly, because matchl T does not need to process match keys for all of the records
within the large suppression files —obviously the Multiple FileWizard does not report
intemal matches within any suppression file, but it will take significantly exratimeif very
large suppression files are built into the mester file. If you want to use Find Overlgp for
such ajob but still include the suppression files in metrix reports fromthe job, plesse
consult your support provider for job scripts that achieve this result.

Multiple File Wizard: Step 1

Select the Multiple File Wizar d option fromthe matchl T Wizard Pane or from Jobs/ Setup,
Multiple File Job menu. You will be asked for a Job Reference, and a Job Name for the resultant
reporting. After you have entered these details, select Continue.
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Multiple File Wizard: Step 2
Then you will get the options to configurethe first file:

@& Multiple File Wizard - Step 2

yiot Please select a Source File for each file involved in
J the multiple file job, then select Setup Wizard.

If you have already created a Main File layout
corresponding to this source file, you can select
this Main File instead of Setup Wizard.

If you have previously imported the file, you can
just select the Main File which you have already
imported, without selecting a Source File.

[
Source File: ET:'I,... VMPORT\EXAMPLEL. TXT

F

=

rulkiple Files with same file lavout, or |- : .
which have already been imported: g '_{ Setup Wizard: J_{

Main File: | Th... \CUSTOMERAEXAMPLEL .DEF 'i E
File reference: File description:
| EXAMPLE1 | | Examplel

This is a: (%) Merge File, priority: i % or a: () Suppression File

Qpkions Mo, of files in job:

Delete file Mexk file ==
|

For each file, performthe following steps:

o Select thesourcefile that you would like to use. If the file has already bean imported
into matchlT, there is no need to specify asourcefile.

o If thesourcefile has been imported into matchlI T specify tha DBF as theMain File. If
you have a"shell" DBF to import your source file into, specify that DBF as the Main
File. If you do not have a DBF, you can usethe Setup Wizard button to creaea " shell”
DBF for importing. When using the Setup Wizard option the DBF that is created will
automatically beset astheMain File.

[T you have severd files with the same "exact" layout, you can utilize the "Multiple Files with
same file layout.." button. From the next window, you can specify either several source files or
several DBF's tha have already been imported. You can also specify the priorities and
Suppression files fromthis window.

e Select Options and set the Input Format to the format of the source file e.g. SDF for fixed
width files with Carriage Return, COMMA for comma delimited.
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It the file already has list codes and priorities in, these will be disregarded. [T they are labeled
LISTC and LISTP, they will be replaced by the list code and priority you enter on this screen.

e You can aso changeany of theother Input Options eg. Proper Case Incoming Data,
Addressing.

o If thefileis asuppression file, select the Suppression Fileradial. If itis not a
Suppression File, make sure the priorities are as you want: 1 is the highest priority i.e. the
file for which you most want to kegp records where they metch records on ancther file.

If you enter the highest priority file first and then in order of priority, the priority
defaults to the right value.

After you have selected all the files, select Continue.

Multiple File Wizard: Step 3

You will then seethe window below:

& Multiple File Wizard - Step 3

it Mow choose a Main File name for a new {(Master) File -
5 matchIT will create a layout For this automatically, to

j ensure that all data from the individual files is loaded
in to the Master File.

Master file layout:

[
| CHAPROGRAM FILESSMATCHITYEADATABASENCUSTOMERNMAAS |

&
[ Cpkions, .. ] [ Makch Kews... ] Flag matches | gp =
for scores == | %

|

Click on the file selector button =/ and enter aname and path forthe Master file. matchIT will
creae amerged table layout with all the fields fromall of the individual files, with the maximum
field width fromeach file. All input files (including suppression files) are merged into the M aster
File. Each fileis autometically given alist code reference (in the LIST Cfield) so splitting out the
non-duplicate records from each original file is possible after the job. You are prompted to
remove the Suppression records a the end of the jab.

Then choosethe M ach Keysthat you want to use, as for Find Maches. You must also enter a
deletion score so that the job will autometically delete the matching records (s in Delete
Maches).
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Multiple File Wizard: Step 4

Finally, you will see the screen below:

& Multiple File Wizard - Step 4

.’1 Finally, set the reporting options.

Produce the matrix and summary repaorks

Y

Mailing cost: 20 % T

Production cosk; 20 [ t

If you want the matrix and summary reports produced, check the option shown and enter the costs.

You will then be prompted as to whether you want to run the job immediately. Whether
you do or nat, you can amend and run the generaed job & any stage fromthe
Rurn/Amend Job Script option on the matchl T Jobs menu or fromthe Automation button
in matchl T's Wizard Pane—your job is saved under the Job Reference name you input
in step 1. This is described in the Job M aintenance help topic.

You can changethe generated job script later to change file names and file setup options, but you
must not change processing priorities or add files, because there is currently no way to specify the
list code and list priority for the matrix report in the Run/A mend Job Script window.

You can print the Data and M aching summaries and the matching reports fromthe Input and
M aching menus as normal, with the Master File selected. If you change your mind about the
Deletion Scoreyou used, you can undelete records using Database Utilities (matchl T's program
folder), Verify Maches to determine the new deletion threshold, Delete Matches and finally
Produce M arix reports fromthe Jobs/Setup, matchl T Jobs menu.

It when using Verify Matches you want to interactively decide on true and false metches in a
"grey ared’, you can flag any pair as a False Mach, or increase the score of any pair so that it is

included in autometic deletion. You must NOT delete metches interactively in Verify Maches if
you want the Matrix Reportstotally.

If you do not removethe suppression records fromthe M aster file when prompted, or you
undelete them, you can removethemlater using the Delete Suppression Records option fromthe
Jobs/Setup, Multiple File Job menu.
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Produce Matrix Reports

The 'Produce M arix Reports' enables you to output the matrix and summary report for a multiple
file dedupe job a adifferent time fromrunning the job script, or generates these reports froma
single file dedupe job that has been configured to be compaible with a multiple file job. Note, if
you generate reports from afile rather than a job script, then the long descriptions of the
congtituent files in the job will not gopear on the summary report. Instead the report will say
'Mailing File 1, 'Mailing File 2, and 'Suppression File 1', ‘Suppression File 2, etc. This s the
only difference inthe reporting.

Choose 'Produce M arix Reports' fromthe M ultiple File Job sub-menu of the Jobs/ Setup menu.

You will then see ascreen, which gives you the choiceof choosing which job script you want to
produce the matrix reports for, or which singlefile. If no multiple file job scripts have been set up
(that is, using the M ultiple File Wizard), then the first option will be disabled, and you will only
beableto choose afile. Oncethe job script or file has been chosen, and the OK button selected,
you will then see another screen, which gives you reporting options. You can choose to
regenerae the reports here, which you will need to do if you have generated reports for another
jobor file in the meantime, or nead to changethe mailing and production costs. However, if you
havegenerated the reports for this job or file previously, and you are hgppy with the mailing and
production costs, then you don't need to regenerate the reports. Clicking the 'Continue’ button will
then allow you to choose an output formet for the metrix report and the summary report.

& Generate matrix re port

Output Generate matrix report to:

.......................

{:} Prinker:
I File:
{JPDF
L

Cance| Conkinue
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Producing Output

Inmalcni I Liteyou Can only LUput 10 Hie.

You can choose fromFile, Label and Page options: File creates afile on disk to send elsewhere
for printing, Label prints mailing labels and Letter/Page/Report prints letters or envelopes
acoording to alayout that you establish via the Qutput Layouts option. The information that you

enter is mostly similar for all threeaptions.

Main Options

& Produce Qutput: Options for File

Output File Layout Mew,

tf Lawvout name: |LlseaIIFieIds

Output file Details

Destination file name: |expl:|rt'l.result.txt

Ly

Main Options ‘

Cukput Format:

Data Options

[Juse sequential numberingz:

[Jshuffle Up address Lines?

[Jinclude Aagged recards?

Filters and Ordering

COMMA b

e ]

l Addressing

Sampling Options

1/

Mumber of records: (&) Al

() Selection: l:l

Recaord at which to start output :

[ Juse index arder? |

[ Juse filker? |

Cancel

enerate Oukpuk ]
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Layout name

This will either show " Useall fields" or a predefined output layout, which you can change by
clicking onthe=! button. You can edit the output layout selected — see Changing Output Layouts
on page 133.

Defaults:
File Layout defaults to " Use all fields".

Label Layout defaultsto ADDRESS.LBX, which is astandard layout which should be suitable
for most mailing labels, in terms of content. To changethe label dimensions and the number
across or down the page, usethe Label Wizard via the Edit, Output Layouts menu.

Page Layout defaults to MAILSHOT.FRX, which you will most likely need to amend.

Destination File Name
The name of theoutput file.

Output Format

This shows the current output format, which can be changed for output to file by using thedrop-
down list. Theoptions herearebasically the same as for Input Format except for:

o Paradoxformat (which is not available for output)

e Access (which you can only output by using an ODBC connection, although you can
output as a DBF file which you can then read easily in A ccess, including field labels)

o Excel (which is limited to Excel 5 format and thus 65,000 records, unless you use an
ODBC connection).

For ODBC format, the Connection File Name must be apre-existing connection file (see™ ODBC
M anager” on page 39). You will be prompted for afile name.

Destination
If the output is labels or letters, it can be previewed on the screen or printed directly.
If you are outputting to file, this option cannot be changed.

Sequential Numbering
e Sequentid numbering: check this option to generae sequence numbers in the output.

o Recordat whichtostart printing: enterthe number of the record fromwhich you want
to start the output.

e Andnumber it: entertheseguence number you want to output, inthe first record output
(only available once sequential numbering is selected).

e Number of records: Ether choose "all" (thedefault) or enter the nurrber of records you
want to output.
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Shuffle Up Address Lines?

Check this option to close up the address lines to eliminate any blank lines in the output. matchIT
will prompt you to say whether you want to close up the zip code field as well.

Use Campaign History Options?
Check this option to use Campaign History functions (only if you have matchlT Campaign).

Include Flagged Records
Include records that have been flagged, as duplicate or otherwise, in your output file.

Sampling Options

You can print asample of the records by checking thebox and entering anumber. eg. 1in 1000
sampling will output every 1000th record in the file. See also " Quality Assurance’ on page 138.

Filters and Ordering

You can creae Filters and/or Indexes for any of your Output Files. For example, you may have a
filter of COUNTRY="US' and an index of SURNAM E+FORENAMES. This would output all
records with a Country valueof " US', the resultant file would then be sorted by Sumame then
Forename.

Campaign History Options
These options are only available in maichlT Campaign.

Campaign ID

This is stored in the MAILING D field for each record, if this field is defined in the Main File
Layout. Mailshat letters inthe delivered MAILSHOT.FRX termplate also take their standard text
fromthetext record for this campaign.

Date

This isthe dateprinted on Mailshot Ietters and thedae stored in theMAIL_DATE field for each
record, if this field is defined in the Main File Layout. This feature is availableonly in matchl T
Campaign.

Use Reference File

If you have afile of unique reference numbers which you want to mail, one reference nunber per
line, then you can specify the name of the file and metchl T will extract those records fromthe
Main File and output just thase records. This feature is availableonly in matchIT Campaign.
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Changing Output Layouts

1 NIS SECTIoN IS "ot goplicabie 1T you have matcni 1 LTTe.

Selecting a Layout to Modify

The " Qutput Layouts' option fromthe Edit menu allows you to modify file, label or
letter/pagereport layouts. You can create new formats by saving modified ones under anew
name, or by selecting New when asked for alayout to modify.

Select which typeof layout you wish to modify and then select the layout name.

File
The list of fields for outpuit to file can be modified and saved for futureuse. The top linein the
dialog shows the file name and path of the current layout: click on the'- button to choose other

output layout files (* .OPL). Choose the Edit button to change the output layout. You can also
select this option fromthe Edit menu, Output Layouts.

You will then seethe File Layout Designer:

& File Layout Designer. - D:APROGEAM FILESYMATCHITY SYDATABASEAE | AYOUT.DBE

Axailable Fields: Dutput File Structure:
[rm— 5 B T T B
| COMPARNY | [conTAacT [conTacT
| ADDRESS1 fdd == || |saLuTamiol saLuTATION
| ADDRESS2 || [comPany [Company
| ADDRESS3 Add Expression | | |aDDRESS1 [ADDRESS
| ADDRESS4 | | [soDRESS2 [ADDRESSZ
| ZIP ADDRESS2 [ADDRESSE
| TELEPHOME | | [~DDREz24 [ADDRESS4
| MAME IBRER ZIP
| WAMEL |
|MAMEZ
| MAMES << Remove |
|SEx
NAMEZFOLUND <<Remove All |
|NAME_KEY ; ¥

[ Save Layouk l [Sage Layout 8=, ., ]

This allows you to specify which fields (and field expressions if you wish) will be output to your
file. The field picker shows you all the fields which are available in the currently selected file in
the left hand pane, and all the fields which have been selected for output in the right hand pane.
You can click on the Renove All button in the middle to remove all the fields selected.

You must select the fields fromthe left hand pane in theorder that you want them output. You can
scroll down the available fields list to see more fields and doubleclick any field name to move it
totheright hand pane. You can also add or insert Field Expressions into the layout e.g.
PADL(ALLTRIM(SEQ_NUM), 7,'0) to output asequence nuber padded out with leading
zeroes (you must output the normal sequence number via the check box as well, becausethis is the
SEQ_NUM field).

Click Save Layout As when you have finished editing your layout(s).
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Label

Mailing Labels are address labels, the layout of which can be modified via the Label option of this
menu. New Lébel layouts can be created using the Label Wizard option.

The Label Wizard

134

In afew stepsyou can create asimple label which can beused or further modified:

Select Edit -> Output Layouts -> Label Wizard . If you do not have aMain File open,
choose onenow.

matchIT asks apreliminary question about your printer, as it does not support Dot Matrix
and line printers.

Next, the Label Dimensions window is displayed:

B8 L abel Wizard - Label Dimensions

Irmlﬁm— Se| 10 Sg[Moma || ChargeFont |

Labd hormontal spacng. | [ 0100 Pasgir Haacier Hogit: -:][u];g

Labal ‘Wi

2500)=

Lz=bel Heigit:

[ Tsmg
] Lt Margn | IJ.I[EIE: Page Foole: Heghl: [IIIIJH:
I Huriber of labels acioes page: [ = " AT SRRV S 5 s

Confire I Cancel |

Enter information aout label dimensions, margins, and number of labels across the page.
You can also select Change Font to changethe font used and whether the dimensions are

in inches or cattimeters.

Click " Continue' to move to the next stege.

Now you can select the fields you would like on your label. Check the options required
and changethe spinner a the bottomto reflect how many address lines are to beused (up
to a maximum of the number in your file).

! Label S¥izard - Chidide Failide

Flaase chooss fislds to nclude in wour abs

[™ UsaZip coda?
™ Uze gerrabd Cortbact fieki? I~ Uz Depastroed?
[# Lize Job Tide? ¥ Use Counimy?
[ e Commpany Mame? [ Seqaenlisl Musbeing?
[ Uge Postorode? [+ B Breaes on Labeds?

[ Uze Mot Selecton Code?
Fumbies of acbdres: lires: ho use: iﬂ

Caals Label Cwerl |
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o (lick "Create Label" when finished and saveyour new label.

e You will then be shown your new label in the Label Designer window for further editing.
This activates anew set of menus. To display thetoolbars, you must select these options
fromthe View menu. Context-sensitive help is displayed in the bottomleft-hand comer
of thescreen.

¢ You can movethe fields around by selecting the box containing the field, then drag it to
another plece.

e You can add new fields by firstly viewing the Report Controls Toolbar (View menu),
then clicking on the il button.

¢ Whenyou now hover the mouse over the label it forms a crosshair. Click and drag abox
to anywhere where there is space.

o An expression builder will pop up. Type the field nameyou wish to include on the label.

e You can preview the layout without leaving the design view, by selecting Preview from
the View menu.

Defaults

Labels should show thediredt or residue selection code of their destination, as well asthe name
and address. The default label layout for both thesetypes of label is ADDRESS.LBX, which is a
standard content that should be suitable for most meiling labels, including a person’s name, job
title, company, 5 address lines plus state and zip. Any fields which are not defined in your Main
File are not printed.

Letter/Page/Report

matchIT's reports as well as your own letter layouts can be edited to include any fields or wording
you need. They all usethesame report designer as the Label Editor, described above.

Defaults

MAILSHOT.FRX in the Report sub-directory provides a model for printing " mail-merge” type
letters. CLIENT.FRX in thesamedirectory isamodel for a checklist of customer names and
addresses.

There are standard reports provided for printing residential and business records in pairs or seis,
namely RESPAIRS, RESSETS, BIZPAIRS and BIZSETS. These formats show the person's name
in the format in which it was imported, zip, 4 lines of address and (if present) thetelephone
nunber. The business formats also show the name of the business after the person’s name. If you
warnt to show more or less data, vary the order of the fields or the field widths, you will need to
creaenew report format that you can base on the closest standard report by modifying the
standard report and saving it under anew name.

In order to view or change the printing format of any of the reports, or to create new formats, or to
change thetype of printer, select the Qutput Layouts option of the Edit menu.
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Text

With this option, you can create and modify freeformtext for aletter essily, but thistext can only
beprinted in a consistent typeface, not bold, italics etc for individual words or phrases. You can
also enter a campaign |D and date, to bestored in fields labeled MAILING _ID and MAIL_DATE
in the Customer records — this feaure is availableonly in matchlT Campaign. If they arenot
defined in your Main File Layout, the informeation is not recorded.

Changing the Printer Setup
Use the Windows Print Manager to control printer selection and setup.

Changing Report Layouts

The Format and Report menus allow many different operations. These include:
o defining new fields and deleting existing fields
o changing field lengths and positions
e changing, moving, adding or deleting headings.

You can cut and paste field definitions from one report to another. You can also moveor cut and
paste groups of fields.

ont change the field expressions | an > in the matching
reports, or move them from their position at the beginning of each line (except tha you may
position them after the Match Score field). If you do, you maey find tha daa from the wrong

client records is printed in the report. You can correct this problem, if it arises, by using the
Report menu option " Send To Front”.

PRINT format output

Please see the Online help for more information.

Output Flagged Records

This isan option fromthe Output menu. It is used to create a File consisting of all the flagged
records fromyour Main File.

To create a File containing the flagged records, follow these steps:

e  Select " Qutput Flagged Records' fromthe Qutput menu. If you do not haveyour Main
File open, you will be prompted to open it.

o A window will open displaying several different output options, including an option for
output format. Onceyou have set your options e.g. supplied fields or all fields, select
Generate Output. You will then be prompted to save the flagged records file.
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matchIT will now copy the flagged records fromyour Main File into the new File you just named
and unflag themfromthis new file. When it has finished, matchIT will automatically select the
new file as theMain File.
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Quality Assurance Introduction

Westrongly recommend tha you use gopropriate Quality Assurance Checks to check all output
frommatchIT beforeyou useit in a"live' or production environment eg. before you print address
labels. matchIT is avery flexible systemwhich will handle all sorts of data, but this very
flexibility makes it impaossible for usto check out all combingations of parameters, dataand user
actions in our testing. The duty of care in checking output has to lie with you, the user.

To assist and complement your Quality Assurance Checks, matchl T provides several feaures.

These procadures will take quite some time on alarge file, but the potential for large quantities of

errors is much greater on large files, so it is advisable to take the time required to follow these
processes.

Please let your support provider know of any errors, omissions or any unexplained results, so that
we can address any problens that arise.

We will update this section of the manual as we get feedback and suggestions fromour users
about Quality Assurance methods, so for the latest version of this topic, please consult the Online
Help.

Import Results

This option, fromthe Import menu, gives you optionsto preview and print the Data Summary,
View Recor ds by Category and Non Alpha Numeric Char acters. The Data Summary is
produced automatically at the end of Import (or Find Maches if you have Wait for User after
Import switched off). You should examine this to make sure that the volumes of dataand the
naure of the datashown on the summary conformwith what you expect eg. with the last time
that you ran similar data through matchlT. The Data Summary is regenerated each time you ask
for it, so will show different values after deletion of matches than those generated immediately
after Import.

View Records by Category allows you to "home in" on meny of the caegories of record for which
entries are shown on the Data Summary and browse them on screen, print them, delete themfrom
the file and/or copy them out to aseparate file.

View Records by Category

You should also use View Recor ds by Category fromthe Import menu or the Qudity
AssuranceWizard. It alowsyouto browseall records meeting selected criteria, most of them
are categorized on the Daa Summary tha is displayed after Import. You can change records and
delete records and those changes will be retained in the DBF file — so you can make any
corrections tha you wish in this view.

You can select several categoriesto view & once. You can also choose to delete the selected
records, print themand/or to write them out to aseparate file.
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After you browse the selected records, matchl T returns you to the same screen to select more
categories if you wish. To leavethe screen, select Close.

View Data

"ViewData"' fromthe View menu allows you to browse records in different orders eg.

e browsing in Prefix or Salutation order will show groups of records, typically at the top or
bottom of the view, which have default salutations or unusual titles. Thevast mgjority of
records will be in acontiguous block i.e. MISS, MR, MRS, M S and Dear Miss, Dear Mr,
Dear Mrs and Dear Ms —you should & least spot check these, but then look in detail at
the records a thetop and bottom of the list (i.e. not Miss, Mr etc.), because here in
particularyou may find errors or unusual salutations. You will also find default
salutations that perhgps should not be default

e browsing in Address line 1 order may show undelivereble items at the top
e browsing in Company order will show blank conpanies a thetop

Each time you select to browse in order of any field for which an index was not created & theend
of Import (such as all the fields mentioned above), matchl T will create an index— this will take
guitesome time on alarge file, but not as much time as sorting out an error when it's too lateto
pre-empt it.

You can change records and delete records in View Data and these changes are retained in the
DBF file —so you can make any corrections that you wish in this view.

Sampling

On the Qutput Options screen you can select One in N sampling, or print/output a range of
recorads.

One in N sampling

Onein N sarmpling fromthe Output Options screen is available to help pre-empt problerrs with
final ("live") output. When you choose this option, an intermediate table is created containing a
selection of the records inyour Main File. For example, if you have aMain File of 100,000
records, and choose One in 1000 sampling, your test file will contain 100 records —the 1000th,
2000th, etc. fromyour Main File.

Obviously, sampling does not guarantee that there will be no errors in your data.

Other Sampling

Altematively, on the Qutput Options screen users can chooseto output a number of records, the
first 100 records fromthe File, or the 1000th through to the 1100th record.
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Preview Output

You can also preview output using matchlT's default address labels, even if you arenot printing
labels frommatchl T or printing labels at all, because this is an easy way to visually check name
and address daabefore committing it to any further processing.

Quality Assurance Wizard

The Quality Assurance Wizard will guide you through some basic Quality Assurancesteps. The
Quality AssuranceWizard is also available fromthe dialogs displayed after Delete Matches,
Mergeand Furge.

Quality Assurance Wizard — Input

(& Quality Assurance Wizard

File Information

s,
t <) | | |[ j
L 3555 Records 3555 not flagged O flagged .
Import | Oukput
Import : addressIT :
L@'!J Diaka Summary: Address Processing Summary
ti"‘:h Wiew/Edit by Category ti"‘ﬁ Address Processing Detail

YWieww Mon Alphanumeric Report

Wiewy Field wWidths Report

The Address Processing Summary shows processing statistics for the file, including the success rate 4
of zipocode verfication/cormection,

1154

Close
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Data Summary
This isasummary of your import data. It summarizes information such as:
o Potential data errors
e Dataenhancement and relocation
e Records which should perhgps be excluded fromthe output
e Salutations
o MaléeFemalesplit
e Forenames found in matchIT's namestable.

addressIT Summary

The addressIT Summary contains zip coding statistics fortheMain File, including the results of
Zip codegeneration and correction.

View Records by Category

This allows you to display all records meeting selected categories, most of them as categorized on
the Data Summary which you can view after Import.

You can select several categoriesto view a once. You can also choose to delete the selected
records, print themand/or to write them out to aseparate file.

After you browse the selected records, matchl T returns you to the same screen to select more
categories if you wish. To leavethe screen, select Close.

View Data
View Dataallows you to browse and update the selected M ain File in any order.

Click Continue to go onto thenext stage of the Quality Assurance Wizard or Finish to exit the
Quality Assurance Wizard.
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Quality Assurance Wizard — Output

& Quality Assurance Wizard

File Information

s,
t {,‘?‘f | CHAPROGRAM FILESIMATCHITYS LB\ DATABASELCUSTOMER\EXAMPLE 1. DEF | & j
j 125 Records 125 not Flagged 0 flagged

Impart Oukput

Sampling Options :

@l i_”/ Cutput bo File
(O Range from | | to | | —
]
E[ Output ko Page
O onein | | sample =
O I:I records every I:I # Dutput to Label
l_é?’} Write Flagged Recards

[

(<

Close

All
Wi th this option you can choose to output all records.

Range from
With this option you can choose to output all records or aselection of records.

One-in-N Sampling

When you choose this option, an intermediate table is created containing aselection of the records
in your Main File. For example, if you haveaMain File of 100,000 records, and choose Onein
1000 sampling, your test file will contain 100 records — the 1000th, 2000th, etc. fromyour Main
File. Obviously, sampling does not guaranteethat there will be no errors in your daa.
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Output to File/Output to Page/Output to Label

These buttons will bring you to the standard matchlT Qutput screen, fromwhich you can access
all of the output options available in your version of matchlIT, but for the selected sample of
records. Even if you never produce labels frommatchi T, using the default Address label to
preview asample of names and addresses gives a clearer picture than a Browseview of what
those names and addresses will ook like if and when they are eventually printed from another
piece of software. You can even print asampleof "labels"' on plain paperto QA themmore
easily and perhagps file them

Write Flagged Records

matchIT will now copy the flagged records fromyour Main File into the new File you just named
and unflag themfromthis new file. When it has finished, matchIT will automatically select the
new file as theMain File.

View Data

View Dataallows you to browse and update the selected M ain File in any order.
Click Close to ext the Quality Assurance Wizard.
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Address Quality

There aretwo levels of address quality reported; the Pre-Clean quality is reported prior to any
cleaning or reformatting —the idea behind this is to gradethe quality of a users databefore
cleansing occurs so tha the uplift can be compared.

The quality score will be assigned only if thereis afield labeled QUAL_ADDR (char 2) in the
Main File Layout. This field can be added in the Setup Wizard.

A separate flag denotes if the record is foreign (non-US).

We will provide aquality score for address on ascale of 0-9, with quality scores being assigned
by &s follows:

o 0=sdf i.e. garbagestrings identifiable by pattern recognition
e O=empty

o 1=empty address key

e 3=no city detected and no zip codeentered

e 4=nostree detected

e 5=no city detected and zip code entered

e 9=Maxmumscore (one point for each region and country entered / one point for
premise detected / two points for each of address, town and zip code entered)

The quality scores are assessed in the order shown and as soon as aquality condition is met, that
score is assigned and the scoring process ends.

Parameterized whether to score points for country, region or premise using flags in Params.dbf as
follows:

e QS REGON - 0disables scoring for County

o QS PREMISE- Odisables scoring for Premise

e QS COUNTRY - 0disables scoring for Country
QS _BLANKPC — O restricts addresses without postcodes to ascoreof 1.
With the settings above, the scores in thetable below should be retumed, Pre-Clean:
Quality Description

7 address line 1,
town, county, zip
code populaed.

6 address line 1,
town, Zip code
populaed.

5 address line 1, zip
code populaed.
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Quality Description

4 Town, Zip code
populated

0 empty address and
Zip code

1 none of the
conditions aove

Name Quality

The quality score will be assigned only if thereis afield QUAL_INDIV (char 2) in theMain File
Layout. Theuser can add this field in the Setup Wizard.

We will provide aquality score for name on ascale of 0-9 (with O being the poorest quality), with
quality scores being assigned as follows:

0=Empty

0= sdf i.e. repeated patterns dencting garbage
0= Empty name key

1=John

2=Smith

3=JSmith

4 =Mr Smith

5=Mr JSmith

6 = Joh Smith (Unrecognized first name or error in first name, no prefix)
7 =John Smith

8=John R Smith

9= Mr John Smith

10= Mr John R Smith

The quality scores are assessad in the order shown and as soon as aquality condition is met, that
score is assigned and the scoring process ends.

To generalize the examples aove, the scores in the table below should be returned, after any
nameparsing, casing or salutaion generaion:
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Quality Description

10 Surname, inpt title,
forename and middle
initial(s) all populated

9 Surname, input title,
forename all populaed, no
middle initial

8 Surname and forename and
middle initial populated but
no input title

7 Surname and forename
recognized in Names.dat
populated but no input title

6 Surname, and forename
unrecognized in Names.da,
populated

5 Surname, title and initials

populated, no forename or
length of forenameis 1
character

4 Surname and title
populaed, no forename or
initials

3 Surname and initial(s)
populated but no titleor
forename

2 Surname populaed but no
title, initials or forename

1 Empty sumame

Email Quality
The quality score will be assigned only if thereis afield QUAL_EMAIL (char 2) in theMain File

Layout. Theuser can add this field in the Setup Wizard.

We will provide aquality score for email on ascale of 0-9 (with 0 being the poorest quality), with
quality scores being assigned as follows:

o O0=Empty

e 0=Nonsense

e 9=Usemame, domain, and recognized top-level domain (TLD) found
o 2=Top leveldomain (TLD) not recognized
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Introduction to Campaign Processing

The Campaign module of matchl T allows you to select records for mailing campaigns and keep
track of who was selected for each campaign. Each time you produceaM ailshot or outpt file,
matchIT will autometically update your Campaign History table with details of the current
campaign. Later on,you can examine this history teble.

To maintain Campaign History autometically, you will need to add the fields
MAILING_ID(width 10) and MAIL_DAT E(Date type) to your Main File Layout. The Setup
Wizard will normelly add these fields automatically, but you can add themmanually by
specifying themat the end of the Setup Wizard or via Main File Layout option inthe Tools menu.

You will also need a History table. Whenever you update mailing history, matchIT will askyou
for aHistory table. You can creaea new History teble a any time by entering a new name when
asked. We recommend that you use separae folders for each campaign tha you are tracking, so
that the history tables for each campaign are kept separae.

The Campaign Process

There are 5 main steps involved in the campaign process in matchli T:

e Firstly, import and deduplicate your data in the normal way for matchlT. Basically,you
should create thetable which (or part of which) will be used in the output step.

e  Secondly, run aquery if you want to select asubset of the records on the table for outpui.
You may also use aseparate file of reference numbers (such as one generated by
analysis software) to filter the output.

e Thenext step isto creaethe actual output. You may need to create a Campaign record
to record the Campaign Identifier and date. When theoutput is created, the actual
updating of the history file usually takes place.

e Some users producing multiple mailshots or output files from different selections of the
master file may find it more efficient to create all the output first, and then update the
mailing history file afterwards. In this case, an additional step (Updating the history file)
will be needed.

¢ Viewing Campaign History allows you to see when each record inthe Main File was
selected, for which campaigns.
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Campaign Options

The Campaign Options can be acoessed through the Output screen's Campaign Options teb or by
running a Query with Use Campaign History Options switched on.

Campaign ID — Bther select one fromthe list or add anew ID by clicking the Add
button. Campaign 1Ds can be deleted by clicking on the Remove button.

Date — Enter thedaethe mailshot is to be sent.

Use Refer ence File — Switch this option on to use an extemal list of referencesto filter
the output/query. The list of references should be in a comma-separated A SCl1 file
format (basically, one reference per line). The reference length should be the same as the
length of UNIQUE_REF in your Main File. For each reference that matches to a
UNIQUE_REF in the Main File, one record will be output. Click on the Choose Anather
button to select the reference file. matchl T will remember the file name thenext time.

Campaign File Splitting Options

The " Slit file for a Campaign” option is located under the Campaign Processing section of the
Output menu.

\ Campaign File Splitting Options |z|

Campaign File Split

CH\PROGRAM FILES\MATCHITYS 1 IMPOR T AMPLE . DEF File Selected To Split

() split by expression

Mumber of output files to create

CHPROGRAM FILESYMATCHITYS 1 IMPORT E] Output Files Directory

The above window allows you to control what file to output and what field/expression to split on.
You can also specify how many outpuit fields you would like created, and where they need to be

stored.
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Campaign History

Creating and Updating Campaign History

To create or updatea Campaign History table, all you nead to do is Run a Query or go through the
steps to produce output with Qutput to File or Printer. In either case, you must switch Use
Campaign History Options on and set those options accordingly (See Campaign Options). It
should be noted tha if you produce an output as a print preview, this will NOT cause Campaign
History to be updated. Also,you must have the fields MAILING _ID and MAIL_DATE in your
Main File totrigger matchlT's Campaign History function.

When you produce a mailshot, either by running a Query or by Generating Output, matchl T will
ask you if you would like to update a Campaign History file.

If you answer 'Yes'to this question, you will then need to choose a History tableto be updaed. If
you have not already created a history for this Main File, just type in the name of the new history
teblein thefileselector. matchl T will automatically creaea new History table if it does not exist.

If you answer 'No' to the above question, updates can always be made later.

Viewing Campaign History

Toview Campaign History, choose the View Campaign History menu option fromthe Output
menu. matchlIT will now ask you for a History table. You should chooseyour Campaign History
teble for thisMain File.
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Query Overview

Queries provide the facility to search achosentable for all records whose contents have
characteristics that you specify. You can define standard queries that you can repesat later or
modify.

Queries are manipulaed through the Query M anager.

Query Manager

Using the Query Manager, you can create a query or run an existing query.

& Query Manager

Query Marme: | |

Filker l Fields User-Defined Clauses

Enfer simple condibions ar wre Exprassian Suldar Ffor camaley condiions.

Field: Mok Operator: Yalue: Casing: Buid
ADDRESSEE w | | w | | = w || | | w | E xpression...

Filter Conditions:

W

[EiEWSQL] [gear.ﬁ.ll] ’MEWQLIEW] [ Eun ] [ Cpen ] [ Save ] [ Finish ]

Query Name

The name of thecurrent Query will be displayed if you have either Saved the Query or Opened an
existing Query.
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Filter

Filter Conditions are used to limit the records tha will be included in the Results Table. For
example, afilter of COUNTRY#'US would output any records that did not havea Country value
equal to"US'.

Fields
The Fields page is used to select the fields that will be included in the Results Table.

Order By
On the Order By page, select the fields by which you want the Results File ordered.

User-Defined Clauses
Additional SQL Select clauses can be added in the User-Defined Clauses page.

Use Campaign History Options

Check this to use Campaign History Options. Your Main File must contain the fields
MAIL_DATEand MAILING_ID. Thisoption cannot be used with a Query containing a GROUP
BY clause inthe User-Defined Clauses. When you run aquery with this option switched on, you
will be brought to the Campaign Options screen.

View SQL
To adit the SQL Select statement directly, click on the View SQL button.

Clear All

Click on the Clear All button to remove all of the filter conditions, field selections and clauses you
have entered.

New Query
Clicking onthe New Query button will closethe existing Query without saving changes.

Run

After either creating anew Query or Opening apreviously saved Query, click on the Run button.

Altematively, select Run Query fromthe Query menu and select apreviously saved Query. You
will be prompted to name the Results File. This is the file in which the results of your Query will
bestored.
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Open
To open apre-existing Query, click on the Cpen button.

Save

To save the current Query, click on the Save button. You will be prompted to name a Query File.
Oncesaved, a Query can be openead in the Query Manager or run by selecting Run Query from
the Query Menu.

Query Manager — Filter

& Query Manager

Quety Mame: | |

Filter l Fields Order By User-Defined Clauses
Enter smple conaitions or wee Sxpresson Suider for compiex conditions.

Field: Mak: Operataor: Yalue: Casing: Buid
ADDRESSEE v|| v|| = v” || v| E spression...

Filter Conditions:

client_db.std_code ='020 7

KEIHX
client_db std_code ='020 &' B

b

I

[EiewSQLI [gearﬁ\ll] ’ﬂeruerv] ’ Run ] [ Cpen I [ Save ] ’ Einish ]

To enter asimple condition, choose the Field and Operator, enter a Value and choose a Casing
option (if desired), then click on the Add button. To build a more complex condition, click on the
Build Expression button.

Field

This drop-down list contains all of the fields that exist in theMain File. Choosethe field for
which you want to create a condition.

Not
Select Not to negate the condition.
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Operator
Choose an operator for the condition.

Value

Enter the value for which you are testing. When the Empty Operator is chosen, Value will be
unavailable.

Casing

The Casing option selected will be gpplied to both the Field and Value you have selected. If you
have chosen Upper, then the Uppercase of the field will be compared with the Uppercase of the
valueyou haveentered. When the Empty, Length > and Length < Operaors are chosen, Casing
will be unavailable.

Build BExpression

Click this button to access the Expression Builder. This will allow you to build more complex
filter conditions.

Filter Conditions

This window displays the filter conditions that will be gpplied to the query.

Add

Click the Add button to add a condition to the Filter Conditions window. The Filter Condition
added will be based on the values of Fields, Operaor, Value and Casing.

Delete
Click on Delete to remove the currently selected condition fromthe Filter Conditions window.

And/Or

To create multiple condition in your Query, click on the And/Or buttons to add the gppropriate
connector to the Filter Expressions window.

Up/Down
Click on the Up/Down buttons to rearrangethe filter conditions in the Filter Expressions window.

Reset
The reset button will remove all of the Filter Conditions you have entered.
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Query Manager — Fields

& Query Manager

Cuery Mame: | ‘

Filker Fields Order By User-Defined Clauses

Available Fields: Selected Fields:

Addressee Company *~

oh_title Addressi
Othert Address2
Address3
Addressd

Marme
Matmnet
Marme2
marme3

Sex
MNameZfound
Marme_key
Coy_name
Coy_key

FEEIE

[EiewSQL] [gear.ﬁ.lll ’uerueryl [ Run l [ Qpen ] [ Jave l [ Einish ]

Available Fields

This window will display the fields that exist in theMain File. To transfer afield fromthis
window to the Selected Fields window either click on the single right arrow button or double click
onthefield nameitself. Clicking on thedouble right arrow button will move all fields fromthe
Available Fields window to the Selected Fields window.

Selected Felds

This window will display the fields that will be included in the Results Table. To remove afield
fromthis window either click on thesingle left arrow button or doubleclick onthe field name
itself. The field will then be moved back to the Available Fields window. Clicking on the double
right arrow button will move all fields fromthe Selected Fields window to the Available Fields
window.

NOTE: Tf no fields appear in the Selected Fields window, all fields that exist in the currently
selected table will be included in the Results Table.
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Query Manager — Order By

& Query Manager

CQuery Marme: | ‘

Filker l Fields Order By User-Defined Clauses

Eields in Results Table: CQrder By Selected Fields:

Addressd
Address3
Addressd

FPostcode

(%) Ascending
() Descending

|4
|4

[EiewSQL] [gearml] lmerueryl [ Run ] [ Open ] [ Save ] [ Finish ]

Fields in Results Table

This window will display all of the fields you have selected to appear in the Results File. To
transfer afield fromthis window to the Order By Selected Fields window choose Ascending or
Descending, then either click on the Add Button or double click on the field name itself.

Order By Selected Fields

The Results Table will be ordered by the fields listed in this window. To remove afield fromthis
window, either click on the Remove button or double click on the field name itself.
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Query Manager — User-Defined Clauses

& Query Manager

Query Mame: | ‘
Filter ] Fields Order By User-Defined Clauses
Enfar additional SOL clauses, faparated by spaces anfl ar anfar
tham ditects info fhe 508 wincow uaing &ne s 508 dutfon.
GROUP BY Compay, *
b
[ Wigw SOL ] [ Clear all l ’uew Query l [ Run l [ Cpen ] [ Save l [ Einish ]

Any additional SQL Select clauses you wish to usecan be entered in the User-Defined Clauses

window. Alternatively,you can edit the SQL Select statement directly using the View SQL
button.

Clear
Click on the Clear button to removeall User-Defined Clauses you have entered.

Count Values

Select Count Values fromthe Query menu to create asimplequery to count the occurrences of the
values contained in afield (or field expression) of your Main File. You can Runthis query from
the Count Values screen or Savethe query, which can then be opened in the Query Manager.
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Run Query

Select Run Query fromthe Query menu to run a previously saved Query. If theMain fileand the
Query comply with the Campaign requirements, you will be asked if you want to Use Campaign
History Options. If you answer Yes, you will be brought to the Campaign Options screen. If you
answer No, or upon exiting the Campaign Options screen, you will be prompted for a Results File
name. This will be the name of the file containing the results of your Query.
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If you know some FoxPro (matchl T uses Visual FoxPro) or dBase (known as " xBA SE')
programming, you can use the System Commands utility to key in simple xBA SE commands.
The System Commands facility is not intended to replace any requirement for a full FoxPro
license rather than the run-time one included with matchlIT, and your support provider does not
provide telephone support, Online Help or documentation for program commands other than the
examples below.

As all files are closed when you select the System Commands option fromthe Tools menu, you
will have to first use the database you want, or select it after keying any command that requires a
daabase.

Some FoxPro commands that you might find useful are (typethe command in the box then click
" Process Command"):

To open adaabase file for use by other commands:

USE ?

(then select the database)

To set the order of adatabase:

SET CRDER TO UN QUE_REF (if the index exists)

| NDEX ON ADDRESS1 TO THMWP (if the index doesn't exist)
To browse (view) adatabase:

BROASE

(This allows various fecilities to reposition on a different record, seek a key ec. through
the Browse menu)

Todelge all records from a database fromthe current record onwards:
DELETE REST
In this example, REST is ascope clause - scope clauses can be added to all the

commands below. Other examples of scope clauses are ALL, NEXT 100, NEXT 9999
etc.

To recall logically deleted records from a database for a condition:
RECALL FCR condition

To delete all records from a database which have blank addressee AND company fields,
ORDblank address lines 1, 2and 3:

DELETE ALL FCR ( EMPTY( ADDRESSEE) AND EMPTY( COMPANY)) OR
( EMPTY( ADDRESS1) AND EMPTY(ADDRESS2) AND EMPTY(ADDRESS3))

In this example, FOR specifies a condition clause - you can combine condition clauses
with AND and CR and use brackets to control the way in which the conditions are

combined. Note the additional brackets in this example, surrounding the first condition
(tothe left of the CR) and the second condition (to the right of the CR)

Toinitialize afield called LI STSQURCEto avalue' ABC' if it is blank, for agiven
range of unique reference numbers:
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REPLACE ALL LI STSOURCE WTH ' ABC FOR EMPTY( LI STSOURCE) AND
BETWEEN| UNI QUE_REF, ' 0001000, ' 0099999 )

To copy records for various list sources to another file and then deletethemfromthe first
file:

COPY TO drive:path\filename FOR INLI ST(LISTSQURCE, ' ABC ,

' XYZ', '123 etc.)

DELETE FCR | NLI ST(LI STSOURCE, 'ABC, 'XYZ , '123' etc.)

To create acopy of thefilein asorted order:

SORT TO drive:pah\filename ON fieldnamel, fieldname2, fieldname3 etc. FOR
condition
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Configuring Centralized Files

It is recommended that matchIT be installed to the Centralized File Server (CFS) to provide essy
access to the configuration of the Centralized Files. The CFS can be any Windows based hardware
cgpable of running the matchI T Suite.

Install matchlIT to the CFS or select an existing matchI T client as the CFS. Ensureall Suppression
options are configured correctly and function normally.

If you choose to use an existing matchi T client as the CFS make sure it is NOT using the
Centralized files as its default Suppression data. Copy the data to anew folder eg.
C\CSuppression or CA\CDAT, where Cindicates Centralized.

Centralized Suppression files

On the machine selected as the Centralized File Server (CFS):
1. Install/copy your suppression filesto e.g. CA\CSUPPRESSION

2. Copy the file SUPPLOCS.DBF (fromthe \matchl TV51 directory) to the CFS dir eg.
C\CSUPPRESSION\SUPPLOCS.DBF

3. Share this folder (allow all users, read only access) to enable acoess fromthe network via
mapped drive or neéwork share

On the matchI T clients (M1C):

1. Install/copy your suppression files to alocal disk and set suppression file locations on
the local copy of matchlT as usual (menu SUPPRESSION>SUPPRESSION OPTIONS>
STANDARD SUPPRESSION OPTIONS). Fromwithin matchl T (using the menu
VIEW>VIEW TABLE and change 'Files of type' to 'All files"), open MATCHIT.INI and
under the CSUPPLOCSfield, enter the network path to your CFS where the
SUPPLOCS.DBF file resides eg. \CFS\SUPPRESSION , then close MATCHIT.INI.

Open SUPPLOCS.DBF on the CFS e.g. \CFS\CSUPPRESSION\SUPPLOCS.DBF.

Edit the path for all files frome.g.
C\CSUPPRESSION\DISCONNECT\DECEA SED.DBF to reflect the network path eg.
\\CFS\CSUPPRESSION\DISCONNECT\DECEA SED.DBF

When matchlIT is started onthe M 1C a check is done comparing the local suppression files (as
specified in the local SUPPLOCS.DBF) to the centralized suppression files. If the local file is
older, the user is prompted to update the local copy. If they reply yes, ALL out of date M ICfiles
are updated with CFSfiles. If they reply no, awarning is displayed stating that no local
suppression files will be refreshed. Dueto the size of the Suppression files, copying the entire set
may take up to 10 minutes degpending on network speed/traffic.
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Centralized DAT files

On the machine selected as the Centralized File Server (CES):
1. Copy matchlT DAT files to C\CDAT

2. Sharethis folder (allow all users, read only access) to enable acoess fromthe network via
mapped drive or nework share

On the matchI T client (M1C):

Fromwithin matchlT (using the menu VIEW>VIEW TABLE and change 'Files of type' to All
files'), open MATCHIT.INI and under the CDATLOCSfield, enter the network path to your CFS
wherethe CDAT files residee.g. \CFS\CDAT, then close MATCHIT.INI.

When matchlIT is started, ALL files in the CDAT location with file extension DAT and also

Business noise words.DBF and mail_exclusions.dbf will be copied invarigbly to the local DAT
locaion in PARAM S.DBF.

The DAT location may also be viewed/edited in matchI T via menu:
JOB/SETUP>OPTIONS>FILE LOCATIONS, DAT FILESPATH

NOTE The matchIT DAT Ilocaion must be within the matchlT directory 'C:\Program
Files\matchI TV51' for update to take place. This restriction enables a user to use a non-standard
local set of DAT files for a specific job (via matchlT Options, File Locations). Qustomized DAT
files stored outside of the matchl T directory will not be updated.
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Functions of Database Utilities

You can run Datebase Utilities fromthe matchIT Program Group, or run FIXDB.EXE in the
matchIT directory. This utility can beused for many different things, for example:

o modify layouts of matchIT's parameter tebles

o search for corrupt tables or indexes in the matchI T directory tree
e  rebuild corrupt indexes

e  correct a corrupt database heeder

o permanently delete "logically deleted’ records

o recall "logically deleted" records

e wipe awholetable permanently of all records

e view and report on any database (table)

e change adelimiter in an ASCII text file

o append to any table from DBF and text files

o export fromany teble to DBF and text files

o regenerate matchlT's UNIQUE_REF so it isunique

o blankout aspecific field in adaaase

e eliminateblank address lines by shuffling up later lines

o limit field widths to the maximum size of thedaa withinthem
e generate an Addressee field from Prefix, Forenames and Surname.

Only the most commonly used options are described below; the remainder are described in the
Online Help.

Use the normal matchlT menus in preference to Database Utilities whenever possible as Daabase
Utilities does not performthe usual safety checks that matchl T does.

File Menu Options

Choose Database: to open adifferent database (table) fromtha selected previously

Convert Text File: while matchIT can cope with most standard deta formeats, occasionally you
may have to deal with anon-standard datafile. If you want to import a delimited file which has
no Carriage Return Line Feed (CRLF) at the end of each record, matchl T has to convert it before
Import. This option will convert such afile into comma delimited format (CSV). You will need
to know how many fields there are in your data file and what the delimiting character is. Follow
the on-screen prompts. You will then be asked for afilename for the newly created file.
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Append: appends records into a DBF file from another DBF file, comma or tab delimited file, or
an SDF (fixed length) file. This can be useful when you want to create a DBF quickly without
matching, perhaps to do some reformeatting before asking matchIT to process it. The field names
and file layout must bethe same before appending.

Export Database: exports afile to a choice of formats, with a new file name.
Quit Database Uilities: to reum to Windows.

Database Menu Options

All of these options ask you to select adatabase if oneisnot in use.

Modify Structure
This option allows you to change the structure of any database (change the fields in atable).

Undelete

If you select the Undelete option, all logically flagged records are recalled to the database, eg.
fromwhen you flagged matches.

Pack
Permanently deletes records fromthetable.

Zap
Permanently deletes all records (not just logically deleted ones).

Fix Header

This corrects a DBF file header wherethe number of records in the header is wrong, eg. if you
ran out if disk spaceduring an Import

Recreate Index

A DBF file cannot beused if it has a corrupt CDX index atteched to it. This option will remove
the index and then create anew one. It is theequivalent of deleting the CDX file through
Windows Bxplorer and then using Reindex to index the DBF.

Reindex
Recreaes indexes for a DBF file (including matchIT's files, not just your Main Files).
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Browse Last/Reset Browse

These options allow you to changedaa, recall deleted records eic. In Database Utilities, unlike in
View Table in matchlT, deleted records arevisible but are denoted by athick black line in the left
margin. The Reset Browse option also makes the Browse window display revert to the default
configuration, allowing you to set up a new view if you have aproblemwith the current view.

Count Records

This option allows you to count the records in the database fromthe record that you are positioned
on (for example, after Browsing) to the end of the file. If you have just opened thefile, this will
bethe total number of records in thetable.

Field Menu Options

Generate Unique Refs

Creates new unique references inthe file, starting at the number you enter. This ensuresthe
reference numbers areunique, for example if you have been having problens with matching.
After selecting this option, you will need to redo any matching performed on the File.

Check Unique Refs

Checks all the reference numbers (in afield called UNIQUE_REF) are actually unique. If they
are not, use generae unique references to recreaethem (see above).

Shuffle Up Address Lines

If there aregaps in your address lines, either because of the original database layout or because
matchlT has extracted, say, company names and zip codes, you can remove them using this
option. It will move all address linesto the top' by filling Address1 first, then Address2, etc.

Change Fields to Fit

Changes the width of all character fields inthe Main File to the maximum width of thedatain
each field. This does not change or empty any of matchl T's key data fields.

Generate Addressee

Creates a freeformname field from Prefix, Forenames and Sumame — use this when the contents
of Prefix, Forenames and Sumame are not reliably the components of an individual's name eg.
Prefix="Thé', Forenames ="M anaging" and Surname =" Director".
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Report Menu Options

List Structure
This option allows you to list (i.e. print out) the structure of any databese.

Check Files

This facility goes through the matchI T directory and all its sub-directories, attempting to open all
of thedatabase it finds. If there is an error opening adaabases, this is reported to the screen,
along with the name of the database, and the reason for the error. This can beextremely useful
when there has been a hard disk crash, for instance, and adatabase (or index) has become
corrupted. This option will be able to track it down straight away .
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Error Log

When an error occurs in matchl T, it is recorded in alog, along with some useful diagnostic
information. You can examine the Error Log fromthe View menu. matchl T positions on the last
error to occur —scroll up to seeprevious entries. Close this screen by pressing Esc or clicking the
X in the top right comer. matchI T will then ask if you wish to print any of the entries — it will
start with the last one.

When calling the support line, you may be asked to look up the program and line number recorded
in this log. Also, not all errors are displayed in a message box on the screen — often the cause of
the problemoccurred earlier in operaion. You should always scroll back in the error log, looking
for the first record with the gppropriate date and time.

Print Diagnostic Information

& Save/Print Diagnostic Information

Send Diagnostic Information to File? [ Print Diagnostic Information?

Save to Direckory: CPROGRAM FILESYMATCHITYS\DATABASE, CUSTOMER) TEMPY, E]
Show main table struckurey? Show matchIT Options?
Sample main table records? []5how matchIT Weights?
[] show Installation Lag? [] show Mame Matching Matrix?
[] shows Import Log? Show Perfarmance Log?
[]5how Matching Log? []5haw matching reference tables?
[]show Overlap Log? [] show Cutput Opions?
[]show Errar Log?

Fromthe Tools menu, this option allows you to essily send diagnostic information to a printer or
file. If yousend the report to file, it is advisable to send themto aclean directory — it may get a
bit confusing otherwise. This allows you to simply seeyour current matching setup, the layout of
your Main File, sample records and/or the logs matchlIT produces. For example, these can help
you work out why a matching run did not produce the expected results.  These reports are:

e Main File Structure— the layout of the selected Main File

o Sample of Records— a dump of the first 100 and last 20 records in the selected M ain
File
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o Installation Log —the date and time the installation started, and the files tha were copied
or replaced.

e Import Log —areocord of the last import. If an import was aborted for whatever reason,
the last record number will be shown —otherwise it will contain the number of records in
the database.

e Maching Log and Overlap Log— The number of records in the database and the number
of comparisons made while matching.

e Error Log — the contents of the M IERROR.DBF.

o matchlT Options— the contents of the PA RAM S.DBF.

o matchlT Weights— the contents of the WEIGHTS.DBF.

o Name Matching M arix— the contents of the NAM EPARM .DBF.
e Performance Log — the contents of the PERFORM .DBF.

o Maching Reference Teble —the contents of the MATCHES.M DF.
e  Output Options

Solving Problems

Error Messages

matchIT deals with errors by referring to adaabase of FoxPro error codes (MIACTION.DBF). it
then takes the action indicated by the entry, in the database for that error. Full information about
the error is recorded in the M |ERROR database, this information can be vital for your support
provider oryour own PC support people to diagnose the problem. Each record in the MIERROR
datebase is very large, so if the MIERROR.DBF grows to more than 100 records it is
automatically cut back to the last 50 errors logged. Thethird database involved is
MIPERSON.DBF. This contains two records; the first record contains the title, name and
extension number of the on-site person responsible for supporting matchI T: you may change the
details here by browsing the datebase and overkeying the information. The second contains
details pertaining to your support provider, for reporting problems which may not be able to be
resolved on-site.

If theerror which occurs does not have a corresponding entry in MIA CTION.DBF, thedefault
error 99999 s used. You canupdaeor add entries to MIA CTION.DBF, to specify different
treatment of the error. However, this should only be done on the advice of your support provider.

Accordingly, alist of error messages, their meaning and the action you should take is not printed
here: inthe event of an error, the relevant information will be displayed.

When the error display says "We'll carry on fromwhere wecan”, matchl T waits a few seconds for
aresponse, then carries on with thenext step of theprogram. If you want to abort the process and
return to the menu, press Escape.

Problems Caused by Power Failure Etc.

Power failure or hardware/system software" glitches' causing datacorruption are a common
source of problems. This is usually during Import or Matching, as they are the longest duration
processes. Any datebase the systemis writing to at the time could be corrupted, giving the
message
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"NOT A TABLE'

when it isnext used. Thenext line will contain the name of the database causing the problemeg.
MATCHES.DBF in the example in the previous section. If so, restore this file (which may bein
one of the sub-directories of matchIT) frombackup.

If you arenot sure which file is corrupt, or have some problemstarting matchl T, you can usethe
Check Files (on page 165) option in Daabase Utilities to find out which file(s) report problems.

You can selectively reinstall the versions of any files originally delivered: to do this, runthe
SETUP programon the installation CD (as for the initial installation) but add /X to the SETUP
command eg. run

D:SETUP/X

You will see alist of the installation files displayed on the screen. They are listed alphabetically
by typei.e. all the DBF files are grouped together and all the FRX files aretogether etc. You need
to select the file(s) you want to restore, and thedirectory you want to restore themto.

If the problem occurred during the Import run, the most likely database to be corrupted is the
selected Main File. If you have modified the layout, there will be an earlier backup filein the
DA TABA SE directory with the same name but with a file extension of BAK instead of DBF:
rename it (in Windows BExplorer) as * .DBF; if there is no such file, copy theMain File from
backup.

If the problem occurred during matching, the most likely databases to be corrupted are
MATCHES.M DF, M ERGES.M DF in the Main File directory, PERFORM .DBF in the
DATABA SE directory, or MATCHES2.DBF and/or SETS.DBF in the MATCHIT or REPORT
directories (although any other database could have been corrupted, depending on the operaion
being performed). Copy files as necessary from backup, orthe matchIT install disk. matchIT
databases also require index files with an extension of CDX. Insome circumstances, databases
can be okay but indexfiles corrupted. If a CDX is missing (or corrupt) matchIT will report the
error.

"INDEX DOESNOT MATCH DATABASEFILE RECREATE INDEX"
and/or
"DATABASEISNOT ORDERED"

Indexfiles can be recreated by using the Database Utilities Recreae Index option. Database
Utilities can be entered by selecting the gppropriate icon inthe matchl T program Group in
Windows, or by selecting the Database Utilities option fromthe matchl T Tools menu.

If you cant load matchIT at all, try entering Database Utilities (fromthe programgroup). Then
choose Check Files, fromthe Report menu.

When you have recovered all the corrupted files, you will need to start the run again fromthe
beginning of the step a which the problem occurred.

Matching Problems

Overview of Matching Problems

When reporting matches or overlgp between files, matchl T looks up the full details for each
record involved by using its unique reference number as stored in the M aches or Merges
daabase.

When investigating problens with matching, before doing anything else, browsetheMain File
and check that the imported data looks okay, including the derived fields such as NAME, NAM EL
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etc. The Key fields are fairly obscure, but they should not in general beblank. If they are, or if
e.g. the NAME2 field is blank, it could be because you have not allocated the right field namesto
the data (or the Intelligent Setup Wizard has not correctly identified the fields). You should check
in particular that the right names have been used for people's names — usually ADDRESSEE for a
name keyed all in one field and PREFIX, FORENAMES (or INITIALS), SURNAM E when they
aresplit up.

Too Few Matches or Scores Too Low
Possible causes of these problens are:
e the Minimum Score to Report is too high
o theWeights are poor, or areplaced on un-normalized fields such as Addressee

o the primary Mach Keysyou have used have caused matchl T not to look a some
potential duplicaes e.g. you have used NAME _KEY + ZIPin onestep, instead of ZIPin
onestep and NAME _KEY or NAME KEY + LEFT(ZIP,5) in another step, or you have
used an un-normalized field as aprimary match key, such as A ddressee

e you may haveMatch on Locaion set on in"Maching Setup” (on page 97) when you
dont wanttouseit. If you want to consider matches based on eg. contact and company
names irrespective of location (address and zip code), you should uncheck this box.

¢ althoughyou did morethan one Find pass through the data, with different keys, you said
"Yes' to "Isthis anew Analysis" on the second pass, when you should have said " No."

If you still cant resolve the problem, find two records which should be reported as duplicates and
contact your support teamor your support provider.

Too Many Matches or Scores too High

Some of the checks aboveare worth looking at, in case the problemis the reverse of that
described aove. You may also benefit fromusing primary Match Keysthat do not allow some of
the false matches to be reported (e.g. where records are being reported because they match on
name and have ablank zip code, but the addresses aredifferent, use LEFT(ZIP,5) + NAMEL
starting at zip codes beginning with ‘A’, insteed of NAMEL + LEFT(ZIP,5).

If you aredealing with foreign data (not froman English-speaking country), you may nesd to add
common words to the Names and Words tableto stop matchlT from paying any or too much
attention to themwhen comparing records eg. add Weg as an Addr ess word for Holland and the
Scandinavian countries.

If this does not solve the problem, see the section below.

Totally False Matches Being Reported
Possible causes of this are:

(a) Unique References are not Unique

If when you mergetwo daabases and then View Matches or View Overlap, records aredisplayed
with no similarities whatsoever, it is possible tha the records do not have unique entries in the
UNIQUE_REFfield. You can checkthe unique references by using Database Utilities, Check
Unique Refs. If this field wes not allocated by matchIT on Import, rename your input field as
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some other name (URN will do) and define anew field for UNIQUE_REF and matchI T will
alocae references tha areunique.

When you import two databases for merging, be sure to start the next reference number in the
second datebase higher than the last record number in the first databese eg. if the unique

reference nunber of the last record in the first database is 5000, the next record number of the
second daabase needs to be greater than 5000.

If you have merged databases together and forgotten to give them unique references when
originally importing them, you can use the Daabase Utilities option Generate Unigue Refs to
regenerae them. You must then Find M atches or Find Overlap again to find the matches for the
new reference numbers.

If this happened in a Job Script, make surethat you set the Next Reference Number in the Options
(Input Options) for each step, so that each database has a unique range of references, or usethe
Multiple File Wizard which ensures uniqueness.

(b) Inappropriate Report

Altemately, theproblem could be dueto having selected the wrong report. When choosing a
report, make sureyou select one appropriateto the options you have defined. If using one of
matchlIT's predefined reports, asets report, for example, must contain the word 'SETS in its name.
Similarly, a pairs report must contain 'PAIRS and an overlap report, MERGE. Also, if you have
found matches to business level, check you have chosen Business in the Report Format drop down
list (View M atches dialog).

If you areusing a report that you have modified, the report may be corrupt. It is worthwhile
checking whether you have the same problem using the standard Business or Residential report,
as delivered.

(c) Indexing Problems

Otherwise, it could be caused by an indexing problem. Check this by selecting Browse Imported
Records fromthe Import menu and ordering it on UNIQUE REF. If the unique reference numbers
are not progressive the Indexis corrupt. Solvethis by using the Database Utility option, Reindex
to reindexthe Main File(s).

(d) Find matches before you view them

matchIT may display completely false matches, with no similarities whatsoever if you select View
Maches before you Find Matches. The reason isthat matchl T retains information fromthe last
matching runs tha took place for aMain File in tha directory.
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Frequently Asked Questions

The Freguently Asked Questions option is located in metchl T's Help menu. This option will link
the user directly to our main FA Q page a www.helplT.com. The FA Q page is updaed regularly.

Technical Support

matchlIT has a 30 day warranty and telephone support included inthe license fee. After that,
maintenance, enhancements to the functions y ou have purchased and telephone support are
available, & 20% of the purchaseprice peryear.

If you areunable to find theanswers you need in the Online Help or on our web site (especially in
the " Frequently Asked Questions" area) or the documentation provided, please contact our support
desk.
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Further Information

Getting Started Guide

The matchlT Getting Sarted Guide is supplied to help new users become familiar with matchIT's
main functions. We recommend tha all new users work through this guideto gain familiarity
with the metchl T environment and basic use of the system. If you don't have ahard copy, you can
print the Getting Sarted Guide asit is available in Adobe Acrobat PDF format fromthe matchl T
Help menu —you can obtain the Acrobat Reader software from A dobe's web site,
www.adobe.com.

Online Help

Moredetail on some topics is given in the Online Help, to provide further information about
advancead useof matchl T and the many parameters which can be manipulated. This is
recommended for users who are familiar with matchl T and wish to learn about its advanced
features, as well as for referencing when you want to configure matchlT for aspecific task.

Additional Modules/Licenses

matchlT can be easily expanded to accommodate different requirements. Some of these
additional features you may have already noticed from sections of this manual. To find the level
of matchlI T installed, choose aout matchlT fromthe Help menu.

Additional user licenses are also available, a a reduced rate for each additional license.

For further information or to discuss your requirements, please contact your supplier (see" Contact
Us" below).
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Further Information

Contact Us
US Office
Website: www.helplT.com
Mailing address: helpIT systems inc
560 South Winchester Blvd., 5th Floor
San Jse, CA 95128, USA
Support: 408 236 7492
Main: 866 628 2448
Fax 408 236 7491
Support e-mail: Support.US@helpl T.com
Sales e-mall; Sales@helpl T.com
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Appendix

Appendix A - Field Names & Usage

The section after this lists field names by their type of usage.

Field Name Width Description | Examples Input Matching Mailsort | Notes Generated

ADDRESSL Thefird or Addressl can contain the Yes Yes Yes Youmust have Cased or
only lineof whole address e.g. with each at least one replaced by
address line separated by acomma addressline for datafrom

matchingand for | Pogal
address Address File
validation.

ADDRES22-9 The second and Optiona Optional Optional matchlT does Cased or
subsequent not expect any replaced by
lines of address dructuretothe datafrom

address, so it is Pogal
usually best to AddressFile
label al the
addresslines as

Addressl

through

AddressN

(maximum of 9

lines), even if

you know tha

e.g. thethird
addresslineis

thetown and the
fourththe

county.

ADDRESEE Free form MRG.C. MITH Optional Optional No If thisfield Cased or
personal nane . mostly contains generated
in onefield, as | Geoff Smith Esg. personal names, from Prefix,
usedin Mr G. Snith & MissS with some Forenames,
addressing Brown company names Surname
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
mail. or jobtitles,

label it
Addressee. This
field can be
generated from
Prefix,
Forenames and
Surname.

ADD_KEY 8 Thisisakey "bkymlymt" for a phonetic No Recommended [ No See"Use Fast Yes
derived by key of "The Cottage", 8 AddressKey" in
matchIT for Lime-Tree Close, Gt. the Online Help.
usein Bookham, Leaherhead,
matching, to Surrey.
pick up
matcheswhere | THECOTTAGESLIMET -
pogtoode does REECLOSEGT BOOKHA-
not mach or it MLEATHERH EADSJRREY
is non-UK for anon-phonetic key.
data. By
default, it isan
8 bytefield, of
which the first
four charadters
represent the
phonetic key of
thetown/city
and the second
four charatters
the gred.

BASE_SCORE 10 BASE _SCORE | 105 No No No A group of Generated
isthe lowest matching fromthe
mat ching score 98 recordswill have | matchlT
for amatching 130 the same Weightstable
pair or agroup BASE_SCORE.
of maching
pairs.

CARRIER 4 Enhances data C002 No No No Generated
by addingthe when the
Carrier Route Co45 "Add Route
Code to Codes
recordsrun (CRRT)"
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
through the option is
addressl T turned on
module. within the

address T
module

CASXKEY 20 A unique A3CGCM9FHJIBFBPR1 No Optional No Thisfieldis Ceneratesa
addresskey is created when the | unique key
generated for AOZZZZM3PPFEP564 "UseUSPS fromthe
each record unique address returned
when it isrun key as additional Z1P+4 coding
through matchkey" which is
addressT. The option isturned useful in
key is on withinthe enhancingthe
generated address T matching
regardless of module. keysand
therecord results
being a pass or
failure.

CCODE 10 Enhances data 053 No No No Generated
by adding when the
County Code 125 "Add County
(FIPS Code (FIPS"
informaionto option is
recordsrun turned on
through the within the
addresd T address T
module. module

CNAME 50 Enhances data DAVID SON No No No Generated
by addingthe when the
County name LUCAS "Add County
torecordsrun Name" option
through the isturned on
addressi T within the
module. addressl T

module

COMPANY A company or Optional Optional No matchIT can Cased or
business name. move some moved from

company names Addressee or
fromthe address

Addressee or an
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
addresslineto
the Company
field.

CONGDI ST 2 Enhances data 05 No No No Generated

by adding the when the
Congressional 13 "Add
Digrict to Congressional
records run Digtrict"
through the option is
address T turned on
module. within the
addresd T
module

CONTACT 40 min Thisisaform Mr SBrown No No No Generated
of theperson's fromthe
nametha is Dr JA Baker M& individual's
suitable for name
addressing
envelopes.

CORRCODE 8 Provides an ART3 No No No Thisfieldisonly Generated by
informational populatedif the matchlT
code tha BLRT record was when the
describes D successfully address T
why/what was address module is
address standardized. turned on
standardized
for arecord.

COUNTRY 30 Country USA Optiona No Optional matchlT can Cased or

. . moveor copy generated
United Kingdom countries from from address
Audtralia an addressline lines

to the Country
field.

COUNTY 30 UK County Optional No No matchIT can Cased or
moveor copy generated
valid UK from address
countiesfrom an lines

addresslineto
theTown field.

177



matchlT User Manual v5.2

Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
COY_KEY 5 Match key No Optional No Thisfield Yes
field consisting widensthe
by default of choice of Mach
thephonetic Keysif youare
key of the first matching on
key wordin the both people and
business name. company names
in the same run.
COY_NAME 40 Sandardized IBM,, No Yes No Sored as Yes
form of the follows:
business name SMITH,KLINE,BEECHAM Surname, First
in upper case, MINIST RY ,DEFENCE, Forename (or
used for initial), Cther
mat ching. forenames (or
initials). Each of
these will be
separated by the
Name Delimiter.
DEL_PRI 10 DEL_PRI isset No Optional No For more Yes
tothe Deleion information, see
Priority of each Deletion
recordin a Priorities.
match set upon
deletion.
DEPART MENT Department Optional No No No special Can be cased
name processing by
matchIT other
than casing.
DPBAR 3 Enhances data 494 No No No Generated
by addingthe when the
Delivery Point 756 "Add
Barcodeto Delivery
recordsrun Point
through the Barcodes
address T (DPBQO)"
module. option is
turned on
within the
addressl T
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated

module

DPV 3 Enhances data YN No No No Delivery Point Generated by
by addingthe Validation is matchlT
Delivery Point NN now a when the
Validation DN requirement of addresd T
information CASS module is
generated by certificaion. turned on
the address T
module.

ERRORCODE 2 Provides an 8 No No No If no Generated by
informational ERRORCODE matchlT
code tha 2 was generated when the
describes why therecordishas address T
arecordfailed been address module is
the address standardized. turned on
standardization Thefieldisonly
process. populated for

failed records.

FLAG 20 Populaed No No No Each postionin Yes
during Import the FLAGfield
or Generate gecifiesa
Keysfor use different
by the Daa propeaty for tha
Summary and record —the
View Records propetiesand
By Category valuesare listed
menu options. at theend of this

section.

FOOTNOTES 8 Provides an AAN1 No No No Generated by
informational matchlT
codetha gives | AAM3 when the
the specifics of addressl T
the generaed module is
DPV field. turned on

FORENAMES Forenames (or J JR, JR, John Robert, Optiona Optional No matchlT will Cased or
Chrigtian generate generated
names) or JohnR Forenames from from
initialsin one information Addressee
field. containedin an
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
Addressee field
if present.

FORENAMES Forenamesfor Smilar to FORENAMES No Optional No matchlT will Generated

second name. generate from
Forenames2 Addressee
from the second
name contained
in an Addressee
field if present.

IMPADD1-9 The imported Optiona Optional No If running your Yes
address lines file through
tha were run addresd T,
through matchIT will re-
address label your
standardization original address
(addressI T). linesas

IMPADD1,
IMPADD?2, dc.

IMPZIP The imported Optiona Optional No If running your Yes
Zip code tha file through
was run address T,
through matchIT will re-
address label your
standardization original zip code
(addressI T). asIMPZIP.

INITIALS Initials of Wherethe name of the person Optiona Optional No If Forenames Generated
either just the isJohn R Smith: containsinitials, from
midde . . they will be Addressee or
forename(s), or Ror JRif FORENAMESis moved into the Forenames
of all the not present or empty. INITIALSfield
forenames. Rif FORENAMEScontains if present.

John.

INITIALR Initials of Asfor INITIALS Optiona Optional No Generated
either just the from
middle Addressee
forename(s), or
of althe

forenames, for
asecond name.
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
JOB TITLE A jobtitleor Optional | Optiona No matchIT can Cased or
department move somejob moved from
name. titlesor Addressee or
department address
names fromthe
Addressee or an
addresslineto
the Job Title
field.
LOT 5 Enhances data 0356A No No No Generated
by addingthe when the
Line of Travel 0108A "Add Line Of
Informaionto Travel
recordsrun Information
through the (Lom"
addresd T option is
module. turned on
within the
address T
module
MAILING_ID 10 Thisfieldwill User No No matchlT
be st tothe pecified Campaign only
campaign
identifier
enteaedin the
Output
Campaign
Options
window, for
every record
included in the
output file, or
for which a
label was
printed or letter
produced.
MAIL_DATE Date Thisfieldwill User No No matchlT
be st tothe pecified Campaign only
mailing date
entaedin the
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
Output options
window, for
every record
included in the
output file, or
for which a
label was
printed or letter
produced.

MATCH_REF Same as Whenyou Flag If records 124, 318 and 960 No Optiona No For recordstha Yes
Unique_ Matches, areinthe ssmemach s# and are not part of
Ref MATCH_REF following the normal deletion match sets, the

ispopulated rules, record 318 isdeemedto MATCH_REFis

with the be the record to keep, sttothe

UNIQUE_REF | MATCH_REF will be st to UNIQUE_REF.

of therecord 318for al 3 recordsin the .

tha isrecained | set. MATCH_REF is

from every set not populated by

of maching merurge

oo e

g‘rjgﬁg.?;te the Multiple File

Alternaively, Wizard,

Group Matches

fromthe

mat ching menu

just populates

MATCH_REF.

NAME 40 Sandardized KELLY ,JOHN,PATRICK No Yes No Sored as Yes

form of the follows:

personal nane SMITH,GC Surname, First

in upper case, TREVOR-ROPER, HUGH, Forename (or

used for initial), Cther

mat ching. forenames (or

FISCHER HANS, & initials). Each of
BRAUN,MARINA, these will be
separated by the
Name Delimiter.
NAME1 5 Sandardized, dymym No Yes No Thisisusedasa Yes
usually component of
phonetic, form D545 Match Keysfor
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
of the surname either Personal
or firg key DENHOLM (individual,
wordin the depending on the phonetic family or
company matching option chosen. contadt) or
name. Business

matching.

NAME2 5 Sandardized, Smilar to NAMEL No Yes No For personal Yes
usually matching, this
phonetic, form can be replaced
of thefirgt by an equivalent
forename, or form of the
itsinitial or the forename e.g.
second key Anthony indead
wordin the of Tony, or a
company phonetic key of
name. Anthony.

NAME2- 1 An indicator of No Yes No If the first Yes

FOUND whether the forenameinthe
first forename Input recordisin
in the Input the NAMES
recordisin the table for the sex,
NAMEStable. NAME2FOUND

will be set to
"Y". If it seems
to be
inconsstent with
the SEX or
PREFIX for tha
record, it will be
stto"X".

NAME3 1 Sandardized, No Yes No Defaultsto one
usually character wide
phoretic, form 0 it maches
of the second "middle names'
forename, or just ontheir
itsinitial or the initial.
third key word
in the company
name.

NAME_KEY 6 Match key No Optional No Thisfield makes Yes
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
field conssting the choiceof
by default of Match Keys
NAMEL1 plus smpler.
thefirst
charader of
NAME2

POST CODE 8 min Usually GU14 7BQ Optiona Optiona Yes matchlT can From address
containsafull extract (i.e. linesor from
UK postoode. WIA 1AA move) valid UK Pogal

E3 5SHD postcodes from Address File
an addressline
KT228DY to the Postcode
field.
PREFIX 10 min Personal title Mr Optiona Optional No matchlT will Cased or
generate Prefix generated
Mrs from from
Dr information Addressee
containedin an
Professor Addressee field
if present;
otherwise it will
try to deduce it
fromthe
forenamesif
present i.e. Mr
or Ms.

PREFIX2 10 min Personal title Smilar to PREFIX No Optional No matchIT will Generated
for second generate Prefix2 from
name from the second Addressee

name contained
in an Addressee
fieldif present.

PREMIE 10 min The premise 260 Optiona Optional No matchlT can Cased or
number part of moveor copy generated
the address — 2A some premise from address
thisisthe 12-14 numbersfroman | lines
building addresslineto
number, not thePramise
the gpatment field.

or unit number
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
if thereisone
QUAL 10 min A qualification B.<., ARCS BCom Optional No No matchIT will Optional
or generate
qualifications. Qualification
from
information
containedin an
Addressee or
Surname field if
present.
QUAL_ADDR 2 Address 3 Optional No No matchlT Generated
quality score assigned quality from address
° score for address information.
5 informaion. See
Address Quality
on page 144.
QUAL_ORG 2 Organization 929 Optiona No No matchlT Generated
quality score ass gned quality from
50 score for Organization
05 Organization information.
information.
QUAL_INDIV 2 Name quality 8 Optional No No matchIT Generated
score assigned quality from Name
1 score for Name information.
6 informaion. See
Name Quality on
page 145.
QUAL_EMAIL 2 Email quality 9 Optional No No matchIT Generated
score assigned quality from Email
0 score for Email information.
2 information. See
Email Quality on
page 146.
REST_PHONE 10 min Thisisthe 360070 in (01372) 360070 Optional | Optiona No Can be
local part of derived from
thetelephone theTELE-
number, PHONE field.
obtained by Itisuseful as
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
gripping out amatch key
the area code eitheronits
(8d_code), own or in
spaces, conjunction
punctuation with other
charattersand fields
charatters after
the local
number such as
extenson
numbers.

SALUTATION 40 min Thisisaform Dear Mr Brown No No No Generated
of theperson's fromthe
nametha is individual's
suitable for the name
top ofthe
letter.

ET_DUPS 5 If flagging No Optional No Thisfieldwill be Yes

numeric match sets, sttoOif the
ET_DUPS record is unique,
will containthe >0 iftherecord
number of ispart of a
duplicatesin a match set.
match st i.e
thenumber of
recordsin the
st less 1.

EX 1 The gender of M, F or blank Optional | Yes No matchIT uses Generated
thepersonal thisfieldin from PREFI X
name, if Individual or
present. matching if the FORENAME,

corresponding if not
Matching Option | provided
issat.

STATE 30 Non-UK Sate Optiona No No matchlT can Cased or
or Province. moveor copy generated

non-UK gaes from address
tha aeinits lines
look-up table

from an address
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
linetothe Sae
field.

STD_CODE 7 Thisistheaea | 01372 in(01372) 360070 Optional | Optiona No Can be
code for the derived from
telephone the
number. TELEPHONE

field

VFFIX 10 min Atitleina Esg, I Optional | Optiona No matchIT will Optional
separatefield generate Suffix
following the from
surname. informetion

containedin an
Addressee or
Surname field if
present.

SURNAME The surname, Smith, van der Valk Optiona Optional No matchlT will Cased or
typically when generate generated
thenameis Surname from from
split into information Addressee
component containedin an
parts of Prefix, Addressee field
Forenames and if present.

Surname.
TELEPHONE T elephone 01372 360070 Optional Optional No matchIT can No
number split telephone

(01372) 360 070 numbers into

01372-360070 two parts
STD_CODE for
the area code
and
REST _PHONE
for thelocal part
of thenumber.
The user can
then effectively
use
REST_PHONE
for maching.

UNIQUE_REF 15 max Thisfield must Optional Yes No If youdont have | Optiona
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Field Name Width | Description | Examples Input Matching Mailsort | Notes Generated
be a unique unique reference
key tothe numbersin the
imported Main input file,
File record and matchIT
must be of alocatesthem
charader type. sequentially.
ZIP 10 min Usually US: 60010, 60010-5238 Optional | Optiona No matchIT can From address
containsanon- | Australia 2060 moveor copy lines
UK zip or some non-UK
other postal Canada: N1PAN4 zip (podal)
code. codes from an

addresslineto
theZip field
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Pos | Flag Name Values
1 Excluson Satus X if excluson words are found,
(see Note & bottom of the blank othewise
table)
2 Company Extraced C if company namehas been extracted
3 Company Aconym Thisisset to 1,2 or 3if any part of the company
name isan acronym
4 Job Title/ Department J if jobtitle edracted,
D if department extracted
5 Verified Postcode V if pogcode was verified OK
6 Extracted Pogcode Eif postcode was extracted OK
7 Reserved
8 Generated Prefix staus P - generaed prefix,
Q - changed prefix,
S - used supplied prefix
blank - no personal name processing
9 Sl utation staus S - default salutaion generaed
G - non-default (success!) salutation generaed
blank - no salutaionfield
10 Original Initial Set tothefird letter of theinput forename field
11 Origina Initial #2 First letter of second input forename, if any
12 Second Name Sx Set to sex of second name if supplied & possible
to calculate
13 Foreign staus Fif recordisforeign
14 Pogcode vs. Town Flag X if postcode disagrees with post town
15 Key Generation Method If Phonetic AddressKey was used:
B - busness keys used,
| - personal keys used
If Fast Address Key was used:
C - business keys used,
J - pasonal keysused
16 Premise staus X if premise extraded,
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Pos | Flag Name Values

C if premise copied

17 Zip status Xif zip extracted,
C if zip copied

18 Town status X if town extracted,
C if town copied

19 County gatus X if county extracted,

C if county copied

20 Country gaus X if country extraded,
C if country copied.

There s asetting in Basic Parameters dictating how to treat exclusions. It it is set to Delete, these

records will be deleted on Import. If it is setto Mail, they will not be deleted, but will have an "X’
placed in their Flag field.
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