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1. Getting Started

1.1 Introduction to EasyMatch

EasyMatch is a software application designed to match records between two sets of
data. This software can be used to match the records in any two documents (CSV files or
spreadsheets) or databases.

The software is designed to provide you with a quick and easy way to match large
numbers of records from multiple sources. The software also provides the functionality

to manually match the records in addition to the automatic matching.

Typical uses for EasyMatch are:

General Ledger reconciliations, including:
o Bankreconciliations
o Pending report/GRIR reconciliations
o Unpresented checks
o Method of Payment reconciliations
e Match purchase orders to deliveries
e Match products received to supplier invoices
¢ Match payable invoices to supplier statements
e Match stock deliveries to inventory systems
e Match customer payments to debtors
e Match payroll data, including:
o Duplicate pays
o Duplicate employees
o Ghost employees
e Match emails to mailing lists
e Duplicate data removal

1.2 Installing EasyMatch

The pre-requisites to install EasyMatch are:
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e Microsoft .NET Framework version 4
e SQlite - relational database management system

These are also a part of the EasyMatch installation process. If you have not installed
Microsoft .NET Framework version 4 and SQLite prior to installing EasyMatch, these will
be installed during the installation.

To install the EasyMatch application:

1. Download the EasyMatch.exe file to your computer.
2. Double-click the EasyMatch.exe file.

The EasyMatch installation wizard is displayed.

3. Click Next on the Welcome to the EasyMatch Setup Wizard window.
4. Click the checkbox next to | accept the terms of the agreement option and
click Next, as shown in Figure 1.2.1.

Figure 1.2.1: Accepting the Terms of the Agreement
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/| Read the EasyMatch Licence Terms

To continue you must read and accept the terms of this agreement. If you do not want to
accept the EasyMatch Licence Terms, close this window to cancel the installation.

Please read the following terms and conditions carefully before using this A'
SOFTWARE PRODUCT. Your wse, distribution or installation of this copy of
"Matching Software” indicates vour acceptance of this License.

SOFTWARE PRODUCT here means Software, image files, all accompanying files,
data and materials received with wour order of "Matching Software".

If vyou do not agree to any of the terms of this License, then do not install,
distribute or use the SOFTWARE PRODUCT. If wvou have purchased a single copy
from Youbewdy Pty Ltd or an authorized distributar, reseller ar any retail
channel, you may return it unused, within thirty (30) davs after purchase, fora
refund of vour payment less any incidental charges.

Warranty covers defects in the software, which prevents successfully installing

L = L R IR Y MR TR RTR f T Y SRR A R Y

[ 1accept the terms of this agreement.

5. Click Install Now in the Choose the installation you want window.

6. Click Browse to change the location where EasyMatch will be installed and
click Next.

7. Click Install in the Begin installation of EasyMatch window.

The EasyMatch installation will display a progress bar indicating the progress of
the installation.

8. Click Close when the installation is complete.
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1.3 Matching with EasyMatch

EasyMatch uses deterministic matching to match records. Deterministic matching uses a
combination of algorithms and business rules to determine when two or more records
match.

Specifying how EasyMatch will match your data revolves around matching rules. In a
matching rule you specify which columns or fields EasyMatch will match on, and the
type of match you want. The two types of matches in EasyMatch are:

a. One to One match: For each record in the first table, one matching record is sought
in the second table. If the sought record meets the criteria of the current matching
rule, both records are matched together.

¢ Many to Many match: For each record in the first table, many matching records are

sought in both tables. If all records meet the criteria of the current matching rule,
they are all matched together.

1.4 Running EasyMatch for the First Time

When you open EasyMatch for the first time after its installation, a license file and serial
key should be entered to unlock the application. To do so:

1. Open the application from Start > All Programs > EasyMatch.
The License pop-up window is displayed, as shown in Figure 1.4.1 .

Figure 1.4.1: License Pop-up Window
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& EasyMatch =B =%
File Import Data Matching Reporting Help

DEY EE DREMME

& Licence

File:|

Description

A valid licence key file needs to be imported befare you run the program. A licence
key has afile extension of LIC. You will have received this file along with the serial
key by emai after purchase of the software.

[ selectal ] [ Desekctan | [ sekctan | [ Desslctal

Filter Matching

[] Show all records

First Table | by | | [ Fiter ]
Variance

Second Table [ vl by | |[ Remove Filter ] | D.DD| [ Manual Match ]

2. Browse through the computer and provide the path to the license file that you
received when you purchased the software and click Import .

If the license file is correct, the Serial Key pop-up window is displayed.

3. Enter the serial key that you received via email in the Serial Key field and click
OK.

1.5 EasyMatch User Interface

EasyMatch provides two methods of navigation. The first method is provided by the
menu bar on the top-most section of the application window. The second method of
navigation is provided by the tool bar icons below the menu bar. The main matching
window where the records are matched also provides filtering, selecting, and matching
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options. The following Figure 1.5.1 depicts the user interface of the EasyMatch
application.

Figure 1.5.1: EasyMatch User Interface

Z EasyMatch - Demo

Match Mo Match Mo

Select All Dieselect All Select All Deselect Al

Filter Matching
[ Show all records

First Table ‘ v| by | [ Fiter ] Aito-Match
Sariance
Second Table | by Remove Fiter 000 nianual Match
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2. Managing Projects

2.1 Creating a New Project

To create a new project:

1. Click the File menu and then click New Project. The Create Project window is
displayed, as shown in Figure 2.1.1 .

Figure 2.1.1: New Project Window

e Import  Dats  Matching  Reporting Help

WEARRE GG

Create new project

Project Mame
[

Project Description (Max 800 characters)

[CreaiePrUjed} [ Close J

Select All Deselect Al Select Al Deselect Al
Filter Matching

Shaw all records

First Table by |:| Fiter Sutta-Match
“ariance
Second Tahle by l:l Remave Filter Manual Match

2. Enter the name of the project in the Project Name field.
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3. Enter the description of the project in the Project Description field.
4. Click Create Project. A new project is created.

2.2 Opening an Existing Project

To open an existing project:

1. Click the File menu and then click Open Project. The Projects window is
displayed, as shown in Figure 2.2.1 .

Figure 2.2.1: Projects Window

£ EasyMatch
 Fle :‘Is:_\gnré Data  Matching  Reporting  Help

=R e R,

@ Projects

PROJECT NAME DESCRIPTION

July July Fi

] [ Mew J[ Browse ] [ Edit J [ Delete J [ Close ]

Select Al Deselect Al Select All Deselect Al
Filter Matching
Show all records

First Takle o[ Fiter Auto-hatch

“Wariance

Secand Table by I:l Remove Fiter Manual Match

2. Select the project you want to open and click Open.
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You can also browse to a project file to open a project from the local computer.
To open a project file from the local computer:

3.

Click Browse on the Projects window. The Browse Project window is
displayed.

Enter the project name in the Project Name field.

Browse the project database file from the Project File field. The project
database file should be the one with a .db extension.

Click Open.

2.3 Deleting a Project

To delete an existing project:

1.

2.

Click the File menu and then click Open Project. The Projects window
is displayed.
Select the project you want to delete and click Delete.

Note: You cannot delete a project that is currently in use by the
application. If you try to delete a project that is in use by the application,
a pop-up window alerts you that you are trying to delete a project in use.
Open another project and try again.

2.4 Modifying Existing Project Details

To modify the details of an existing project:

1.

Click the File menu and then click Open Project. The Projects window is
displayed.

Select the project you want toedit and click Edit. The Update
Project window is displayed.

Modify the project name and/or project description.

Click Update. A pop-up message is displayed indicating that the project
details are modified.
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5. Click OK and then click Close.
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3. Importing Data

3.1 Importing Data into Either of the Tables

To import data into either of the tables:

1. Click the Import menu and then click Import First Set or Import Second Set
depending on the table to which you want to import data. The Import Data
window is displayed. This window has two sections which include the
Import options and the Table description section, as shown in Figure 3.1.1 .

Figure 3.1.1: Import Data Window
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% Import Data {1st Table)

Import Type Table description

D ata Impart Type Field Mame Field Type Import

| Comma-Separated Walues [C5V) w Statement D ate DateTime “

Mumb W v
First row as header Beeount Rl
Bal Murmber v

Database/Provider Details Tupe Teut o

File path Descl Text b

|E:\Matching SoftwarehTesting B ank | I_ ] Ammaunt Mumber v
M5 Sccess Workgioup Desc2 Text L
M5 Accezs Encruption Pazzward Walue Date DateTime N

wiorkgroup Cat Mame Teut w

User name

Pazsword

Table Mame

=

Impart Data ] ’

Cloge ]

3.2 Import Data File Types

You can import the following data types into the table:
1. Comma-Separated Values (CSV)

2. Excel Files
3. Microsoft Access Database
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Note: If you are importing data into an EasyMatch table that already contains data, the
previously imported data will be overwritten. Also, if you are importing data into an
EasyMatch table that already contains matched data, the import will fail — You will need
to unmatch all records before overwriting the data with a new import.

Note: You will need to ensure that you have the appropriate ODBC drivers for imports.
These will typically be installed on your computer by default but you may need to
troubleshoot if problems arise.

To import CSV data:

a. Select Comma-Separated Values (CSV) from the Data Import Type
dropdown menu.

b. Uncheck the First row as header checkbox if you do not want the first row of
the imported data to be the header. This checkbox is ticked by default.

c. Click the Browse button next to the File Path field.

d. Browse to the CSV file. The path of the CSV file is shown in the File Path field.
Click Connect. The Table description section of the Import Data window
displays the column headers of the CSV file you want to import, as shown in

Figure 3.2.1.

Figure 3.2.1: The Import Data Window Displays the Column Headers of the CSV File
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%Y Import Data (1st Table)

Import Type Table description

D ata Impart Type Field Marne Field Type Impart

| Comma-5 eparated Yalues [C5Y) L Statemnent Date DateTime w

MHumber W v
First row as header Boon.
Bal Murnber v

Database Provider Details Tupe Text w

File: path Descl Teut w

|E:'\Matching Softwareh T estingB ank | [ J e Firba ey
M5 Access Workgroup Descd Text bt
M5 &ccezz Encrophion Pazsword Walue Date DateT ime it

Wgrkgrgup Cat Mame Text W

IJzer name

Passwaord

T able Marme

£ i | ¥

Import Data J [ Cloze J

To import Excel spreadsheet data:

1. Select Excel File from the Data Import Type dropdown menu.

2. Uncheck the First row as header checkbox if you do not want the first row of
the imported data to be the header. This checkbox is checked by default.

3. Click the Browse button next to the File Path field.

4. Browse to the Excel file. The path of the Excel file is shown in the File Path
field.

5. Click Connect. The Table description section of the Import Data window
displays the column headers of the Excel file you want to import.
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6. Select the sheet in the Excel file from which you want to export the data, in
the Sheet Name dropdown menu.

To import Microsoft® Access Database data:

a. Select Microsoft Access Database from the Data Import Type dropdown
menu.

b. Browse to the MS Access database from the computer. The path of the MS
Access database is shown in the File Path field.

c. If the Access database has a workgroup file with username and password,
check the checkbox next to the MS Access Workgroup field. This activates
the User name and Password fields.

d. Enter the user name in the User name field.

Enter the password in the Password field.

f. If the database has an encryption password, check the checkbox next to the

MS Access Encryption Password field. This activates the Encryption

Password field.

Enter the encryption password in the Encryption Password field.

Click Connect.

i. Select the table you wish to import from the Table Name dropdown menu.

> @

Note: You can use either the workgroup file username and password or the
encryption password to successfully import an Access Database into the
EasyMatch application, you cannot use both. This is a limitation of the current
version of EasyMatch.

3.3 Setting Column Names and Data Types

The Table description section displays the column headers' details in three distinct
columns. The Field Name column displays the name of the column. The Field Type
column displays the type of data (Text, Number, or Date/Time) in the respective column.
The Import column allows you to either import or not import the column.

Note: If you have unchecked the First row as header checkbox earlier, the Field Name
values will default to Fieldl, Field2, etc.

If you want to modify the Field Name column, Field Type column, or the Import

column, do so by changing the values. If you choose to uncheck some field names from
importing, those columns will not be imported.
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When data is imported, the columns you have chosen for import are displayed in the
first table of the main matching window. The EasyMatch application also adds two new
columns as the first two columns in the table. The first column is labeled as ID and it
contains ID numbers from 1 to n where n is the number of rows in the CSV file. The
second column is labeled as Match No. This column contains the match number. Each
record in a unique match receives a match number which identifies all records in a
match. Unmatched records have a value of 0 in this column, as shown in Figure 3.3.1.

Figure 3.3.2: Data Imported and Displayed in the First table

<’ EasyMatch - August

Bl Impot Data Matching  Reporting  Help
AELD I 2 2 56
[n} Match Mo STATEMEMT ACCOUNT BAl el Match Mo
1 0 |01/M06:2011 14554137 T
2 0 | 040652011 14554137
3 0 | 0406520711 14554137
4 0 | 04062011 14554137
g 0 |05Mm6:2011 14554137
[ 0 | 06MG6:2011 14554137
T 0 |07mes2011 14554137
G 0 |053Mm6:2011 14554137
g 0| 12m6:2011 14554137
10 0| 12m06:2011 14554137
1 0| 12m6:2011 14554137
12 0 12062011 14554137
13 0| 13062011 14554137
14 0 1406/2011 14554137
15 0| 15062011 14554137
16 0| 18062011 14554137
17 0| 18062011 14554137
18 0| 180652011 14554137
19 0| 190652011 14554137
20 0 | 20/0652011 14554137
21 0| 210652011 14554137
22 0| 220652011 14554137
23 0 | 250652011 14554137
24 0 | 250652011 14554137
25 0 | 250652011 14554137
26 0 | 260652011 14554137 o
< i | 3
[ seectan | [ pessiectan | Select Al Deszalect Al
Filter Matching
[ Show all recards
First Table |STATEMENT DATE | by | [ [ Fiter | _ Auto-Match
Wariance
Second Table v | by Remave Filter 0.00 Marual Match
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4. Deduping/Cleaning Records

4.1 Deleting Duplicate Records

To delete duplicate records in a table:

1. Click the Data menu and then click Dedupe. The Dedupe Record window is
displayed.

2. Select the table from which you wish to remove duplicate records, from the
Dedupe Table dropdown menu. The table you have selected will be
populated in the Dedupe Record window.

3. Click Find Duplicates. EasyMatch then finds and displays only duplicate
records. It also displays the number of duplicate records in the table.

In the following Figure 4.1.1 , the table has found 41 duplicate records. One copy
of each record will be kept by default, and this is denoted by a tick in the Ignore
column. Any record that is flagged to be ignored will remain; any record not
flagged will be deleted .

Figure 4.1.1: Deduped Records

Lo} Dedupe Record

i 0

Dedupe Table

[Tatle 1 ]

Records

lgnore g;?:EME“T ACCOUNT BAI TYPE DESC1 AMOUNT DESC2 VALUE DA s

4! 180672011 14554157 | 169 | CR DET LCH INCOMING F.. 30 |GBA POS 19/06/2011
D .‘WNBQUM [ 14554137 [ 169 :CR DET LCH INCOMING F.. [ 50 .CEJI PO .19.‘UEQU11
.19.'08.?2011 . 14554137 . 169 .CR DET LCH INCOMING F.. . 25 .CE.“. P05 .19.'06.?2011
|l 19062011 . 14554137 1649 .CR DET LCH INCOMING .. . 25 |CGBA POS .19!0822011
.19!051’2011 . 14354137 . 1649 .CR DET LCH INCOMING F.. . 20 .CE.“. P05 .19!051’2011
[Fl 19062011 14554137 169 | 2R DET LCH INCOMING F.. 20 |CBA POS 19082011
¥ .19!0822011 . 14554137 . 169 .CR DET LCH INCOMING F.. . 20 .CE.“. P0G .19!0822011
2040672011 . 14554137 1649 .CR DET LCH INCOMING F.. . &0 |CBA POS :20.’051"2011
D .ZD.‘UEQDM [ 14554137 | 169 :CR DET LCH INCOMING F. [ il .CEJI POS :ZIMJE.QIJﬂ
[F 2040672011 14554137 169 |CR DET LCH INCOMING R.. 80 |CBA POS 2000872011
.201'0622011 . 145354137 . 1649 .CR DET LCH INCOMING R, . 30 .CE.“. P0G .201'0822011
| 2040672011 . 14554137 1649 .CR DET LGH INCOMING F.. . 30 |CBA POS | 200672011
.ZZMEQDM | 14554137 | 169 .CR DET LCH INCOMING F. [ 30.01 .CEJI POS ;22.4]5.@]11 o

4 | *

Duplicate Rovs : 41 [zelect rows to Unmatch Fecord)
Find Duplicates ” Unmatch Record ] [ Delete Duplicates ] [ Reset ] [ LClose
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4. Click Delete Duplicates to delete the records that are not ticked in the Ignore
column.

5. Click OK on the Confirmation window.

6. Click OK on the Information window. The duplicate records are now deleted
from the table.

7. Click Close .

Note: You can not delete a matched record. In order to delete a duplicate record
that is matched, first unmatch the record and try again.

4.2 Cleaning Data

To clean data in a table:

1. Click the Data menu and then click Clean Data. The Data Cleaning window is
displayed.

2. Select the table in which you want to clean the records from the Select Table
dropdown menu. The table you have selected will be populated in the Data
Cleaning window.

3. Select the column which you want to clean from the Table Fields (Column)
dropdown menu.

4. Select the cleaning operation you want to perform on the column from the
Operation dropdown menu, as shown in Figure 4.2.1 .

Figure 4.2.1: Selecting the Cleaning Operation

Copyright © 2010-2012 Youbewdy Pty Ltd Page 21



EasyMatch User Manual - Version 1.0

0 Data Cleaning
Select Table
| Table 1 v]
Records
(1] EL?EEME“T ACCOUNT BAI TYPE DESC1 AMOUNHT DESC2 VALUE DA 2
-M 163 | CRDET LCH INCOMING R... 11 X w
2 | D46/2011 14554157 168 | CRDET BCH INCOMING F... 106857 | AMEX 04A06/2011
3| 04406/2011 143541357 169 | GRDET AGH INGOI‘U‘iING F... 120106.09 | AMEX 040672011
4 . 04062011 . 14554157 . 168 .CR DET ..“.CH IMCORIMNG F... . 157149.04 ..“.MEX .UWG.QUﬂ
5 .05.'08.’2011 . 14554157 . 168 .CRDET ..“.CH IMCORIMNG F... . 109244 .95 ..“.MEX .05.'06.’2011
B .UB.'OB.QU11 . 14554157 | 168 .CRDET ..“.CH IMCORMIMNG F... . BET05.23 ..“.MEX .UB.'OG.QU11
T | 0762011 14554157 168 | CRIDET LCH INCOhl'iING F.. 11184525 | BWEX 0762011
8 .US.'OB.QU11 . 14554157 . 168 .CRDET ..“.CH IMCORIMNG F... . 125975.55 ..“.MEX .US.'OG.QU11
b ] .12.'08.’2011 . 14554157 . 168 .CRDET ..“.CH IMCORIMNG F... . 9504555 ..“.MEX .12.'06.’2011
10 .12.'08.’2011 . 14554157 . 168 .CRDET ..“.CH IMCORMIMNG F... . 10704436 ..“.MEX .12.'06.’2011
11 | 1240642011 14554157 169 | CRDET ACH INCOhu'iING F... 12912839 | AMEX 1240642011
12 .12.'08.’2011 . 14554157 . 168 .CRDET ..“.CH IMCORIMNG F... . 165034.8 ..“.MEX .12.'06.’2011
13 .13.'08.’2011 . 14554157 . 168 .CRDET ..“.CH IMCORIMNG F... . 9949613 ..“.MEX .13.'06.’2011
14 . 1480672011 . 143541357 . 169 .CRDET ..“.CH INCOMING F... . TH062 59 ..“.ME}( .14."05.?2011 b
< | ¥
Table Fields [Calumn] Operation
[amounT ~|  [Fipsign |
Hegative to Pasitive
Positive to Megative
Frocess ] [ LCloze ]

The EasyMatch application allows you to perform the following cleaning operations
depending on the type of the field you have chosen in the Table Fields (Column)
dropdown menu. The following Table 4.2.1 illustrates the cleaning operations.

Table 4.2.1: Cleaning Operations

Field Type Cleaning Operation Description

Text Upper Case Converts all text in the column to upper case.
Lower Case Converts all text in the column to lower case.
Proper Case Converts all text in the column to sentence case.
Numbers Negative to Positive Negative numbers will be changed to positive. Positive

numbers are unchanged.
Positive to Negative Positive numbers will be changed to negative. Negative
numbers are unchanged.

Flip Sign Positive numbers are changed to negative. Negative numbers
are changed to positive.
Date NA When the Field tupe is a date, no cleaning operation can be
performed.

5. Click Process. The cleaning operation is performed and the column in the
table will change according to the cleaning operation performed.
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5. Match Rules

5.1 Creating a Match Rule

To create a new match rule:

1. Click the Matching menu and then click Matching Rules. The Rule
Manager window is displayed, as shown in Figure 5.1.1 .

Figure 5.1.1: Rule Manager

2" Rule Ma nager

Rules

Rule Mame Fule Type -

. b arual Match One to One -

[ Mew ] [ Edit J [ Delete ] [ Cloze J

2. Click New. The Create Match Rule window is displayed, as shown in Figure
5.1.2.

Figure 5.1.2: Create Match Rule Window
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t‘ Create Match Rule

Rule Mame

Flease select Columiz, Match Type, Tolerance and Field Type for matching Recaords

Table 1 Table 2 Match Type Talerance

[Select row to delete]

Match Rule Type
(=) One to One
(3 Many to Many
) Bath

(oo ) (oo

3. Enter the name of the rule in the Rule Name field.
4. Select the column in the first table that should be a part of the rule from the
Table 1 dropdown menu, as shown in Figure 5.1.3 .

Figure 5.1.3: Create a Match Rule
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z‘ Create Match Rule

Fule Mame

|F|u|e'|

Pleaze select Columns, Match Type, Tolerance and Field Type for matching Records

Tolerance

Table 1 Table 2 tatch Type

STATEMENT DATE
ACCOUNT
Bl

TYPE

DESCT
AMOUNT
DESCZ
YALUE DATE

[Select row to delste]

Match Rule Type
(%) Oneto One
3 Marwy to Many
() Both

T

Note: In this figure, you will notice that the Amount field in Table 1 will be
chosen as part of the match rule.

5. Select the column in the second table that should be a part of the rule from
the Table 2 dropdown menu.

6. Select the type of match you want to perform from the Match Type
dropdown menu. The following Table 5.1.1 provides a description of the
different match types.

Table 5.1.1: Match Types

Match Type | Description

EQUAL The values in both must match exactly.
WITHIN The values in both fields must match +/- the
tolerance provided. This match type can be
used only with date/time or numeric fields.
CONTRA The sum of the field values comes to 0 +/- the
tolerance. This match type can only be used
with numeric values.

7. If you have selected WITHIN or CONTRA as the Match Type, enter a tolerance
value in the Tolerance field.
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Note: You must ensure that you select fields of the same type (text, number or
date/time) to create a match rule. For example, you cannot select a Text field in
Table 1 and Number field in Table 2 to create the match rule.

Once a rule is added successfully, a new row is added below the rule you have
just created. You can add as many fields to the match rule as you like using Step
4 to Step 8.

8. Select the type of rule in the Match Rule Type section. The following
Table 5.1.2 provides a description of the rule types.

Table 5.1.2: Matching Rule Types

Type of Rule | Description

One to One For each record in the first table, one matching
record is sought in the second table. If the
sought record meets the criteria in the
matching algorithm, both records are matched
together.

Many to Many For each record in the first table, many
matching records are sought in both tables. If
all records meet the criteria in the matching
algorithm, they are all matched together.

Both For each record in the first table, match One to
One first and, if no match is found, match Many
to Many.

9. Click Save. The new rule is created and this rule will be used to match the
records in table 1 and table 2 during the matching process.

Note: You can create as many match rules as required to get the most accurate
match. EasyMatch will try each match rule in sequence to try to match your data.
You can control the order EasyMatch tries each match rule by reordering the
match rules in the Rule Manager .

Note: The topmost match rule in the Rule Manager is the Manual Match rule.
This is a special rule used to control the Manual Match process and is ignored
when the Auto-Match function is performed. You cannot reorder or delete the
Manual Match rule; it always remains at the top of the Rule Manager.
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5.2 Editing a Match Rule

To edit a match rule:

1. Click the Matching menu and then click Matching Rules. The Rule
Manager window is displayed.

2. Select the rule you want to edit and click Edit. The Match Rule window is
displayed.

3. Select the rule you want to edit and make the modifications.

4. Click Update.

5.3 The Manual Match Rule

The first rule in the Rule Manager is the Manual Match rule. This rule governs how
records are matched manually, and it cannot be reordered or deleted.

You edit the Manual Match Rule the same way you do any other rule, except that you
cannot change the name.

The rule will be checked when you perform a manual match, and if the records you have
selected to match do not meet the criteria of the rule, an error message will be
displayed.

Map columns with the Contra Match Type in the Manual Match Rule and EasyMatch will

use the values in those columns to calculate the variance when you select records to be
matched.
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5.4 Deleting a Match Rule

To delete a match rule:
1. Click the Matching menu and then click Matching Rules . The Rule
Manager window is displayed.

2. Select the rule you want to delete and click Delete.
3. Click Yes on the Confirmation window. The rule is now deleted.

6. Matching Process

6.1 Auto-matching Records

To perform an auto-match of the records in the tables:

1. Click Auto-match after you have created appropriate Auto-Match rules in
the Rule Manager and populated both tables with relevant records.

EasyMatch will start matching the records in both the tables depending on the
rules you have set in the Rule Manager. You will be able to see a progress bar

indicating the progress of the matching as shown in Figure 6.1.1 .

Figure 6.1.1: Auto-match Progress Bar
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ID STATEMENT ACCOUMNT Bal TYPE 1o} DATE PAYEE CODE CHE NO# AMOUNT

1 |BM2011 14663549 475 DB DET /5102011 505280 353730

2 &z0M 14663598 475 DB DET 2 [5i72011 505354 355746 23
3 |61z01 14660539 475 DB DET 3 |BA2011 503118 353750 i
4 67201 14663599 475 DB DET 4 |6/13/2011 506250 353753 4t
5 | &M/z01 14663599 475 DB DET 5 [221/201 502813 353761

& 642011 14663549 475 DB DET 6 |B/A42011 503210 353763 14"
7 | 6H201 14669599 475 DB DET 7 |38i2011 S0f441 353764 173
8 642011 14668549 475 DB DET 8 [32120M 505912 353765 2
9 | B2011 14663599 475 DB DET 39 |5/52011 509006 353769 0%
10 |64/2011 14663599 475 DB DET 10 | 4i3i2011 507857 3E3771 i
11 |6412011 14663599 475 DB DET 12 |326/2011 507012 353772 12
12 |B/52011 14668599 475 DB DET 13 |5i14/2011 502650 353773 2t
13 |6562011 14668549 475 DB DET 14 |5/5/2011 500446 3537 [
14 |6/52011 14663598 475 DB DET 15 |4i21/2011 504193 353777

15 |6/5/2011 14660599 475 DB DET 16 | 4/26/2011 503406 353778 i
16 6512011 14663599 475 DB DET 17 | 52772011 504318 353761 i
17 852011 14669599 475 DB DET 18 | 3i25/2011 501352 353784

13 |BE2011 14663549 475 DB DET 19 | 424/20M 501365 353766 19"
18 |6/E2011 14665599 475 DB DET 20 | 3112011 500659 353787 12¢
20 |662011 14660599 475 DB DET 21 |4/502011 503854 353790

21 |BB2011 14568599 475 DB DET 22 | 202812011 507231 353792 45
22 |B&2011 14663590 475 DB DET 23 | 342312011 505331 353794 10c
23 B0 14669599 475 DE DET 24 | 22712011 506303 353795 2632
24 |B720M 14668599 475 DB DET 25 |3i22/2011 501847 353796 25¢
25 | 672011 14668549 475 DB DET 26 | 401312011 505004 353797

26 |B/82011 14669590 475 DB DET 27 | 51412011 508595 353798 %

[ oo
- Progress Bar
|CCETTIT | 56

2. You will see a pop-up window indicating that the auto-match process is
complete. Click OK .

You will now see the records which did not meet the matching criteria defined by
the matching rules, as shown in Figure 6.1.2 .

Figure 6.1.2: Records That did not Match the Matching Criteria
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File  Import Data  Matching  Repaorting  Help

DEd RO ERKIED

ID STATEMENT ACCOUMT Bal TYPE 1o} DATE FAYEE CODE CHO MO# AMOUNT
11 | 4i8i2011 S07as7 383771 7338
48 | 572011 501042 353621 &0
87 | 32112011 S00773 353897 4183.3
88 | 31972011 502181 353902 17929
89 3232011 507188 353004 1388.1
a0 | 6/14/2011 506295 353909 4210.§
a1 |&182011 505343 353919 2558.0
a2 | 410/2011 500150 3531 754
93 642011 507505 353924 6031
94 622011 507505 353924 6031
95 | 5/28/2011 502359 353926 11458
96 | 410/2011 500339 353934 1316.9
a7 | 5172011 507604 353936 13251
95 | B27/2011 S03466 353939 955.0
99 | B15/2011 504080 353042 4714.9
100 | 772011 501350 353943 514
101 |519/2011 SO3E69 353951 4207 .1
102 | 41272011 504691 353955 6897
103 | 652011 S05475 353962 4248 4
104 |5/13/2011 501318 353970 5216
105 |BM2011 SO7078 353972 1838.3

< i >

Select Al Deselect Al [ selectan | [ Desslectal

Filter Matching
[] Show all recards

FirstTadle  [STATEMENTDATE v by | | [ riter ] Auto-Mistch
Wariance

Second Table |DATE v‘ by | | Remave Fitter U.UEI| [ Manual Match

3. If you wish to view both matched and unmatched records, click the checkbox
next to Show All Records .

All the matched records in both the tables will be displayed now. You will also
notice that the matching process allocates a match number to the matched
records. Match No. is a new column that EasyMatch inserts in both tables, as
shown in Figure 6.1.3 . Notice in the following figure that the last columns in
both tables are Match No columns with match numbers assigned for each
matched record. For example, in this case we used a One to One rule to match
the "DESC2" column in table 1 to "CHQ NO#" column in table 2. Since the value
in the "DESC2" column in the sixth record in table 1 matched with the value of
the "CHQ NO#" column in the second row in table 2, both are assigned the
same match number, i.e. 6. Also notice the match number 9 highlighted in the
following figure.

Figure 6.1.3: Match Numbers
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EasyMatch - Now

Eile  Import Data  Matching Reporting  Help
D 5 RS 8 B A 8d L]

AMOUNT DESC2 WalLIE DATE Match Mo N PAYEE CODE CHE MO# AMOUNT Match Mo fe]
E. 54875 353774 | G011 1 505250 EITI0 356 12
E. e 353777 |B2011 2 505384 35346 _. 236990 g
E. 13391 353787 G011 3 503118 IS 3Er 0.05 ]
3 126175 A5ATET | B0 4 506250 | 3753 45295 | 13
E.. 258095 363796 |B12011 5 13 | 353751 a| 14
E _z36R3a0 353745 | G011 o | 03270 53763 141083 24
E. 77821 I5ITE4 | G201 7 506441 53764 177921 | 7
E. 1020 45 AEI7E0 | G201 sl 505812 3765 241| 18
E. 14505 353772 | G201 af L 509006 53760 02045 | g
E. 26002 F5ITTI | BAHZ0TT 10 57 I 73382 12
3 45451 353782 |Babian 11 11 S07EST 73382 | 0
E. 06 353730 | BE2011 12 507012 3772 15| a
E.. 45295 353753 |BEE0T1 13 502630 ;I3 26002 | 10
E. 3 353761 |BE2011 14 500446 IR 648,75 1
E. 48078 353778 |BER0T] 15 504193 EITIT a8 2
3 e 353TE | BSE0T1 16 08405 53778 gaarg| 15
E. 100152 53794 |BEZ0TT 17 54318 53T 13391| 3
E 234 21 A5ATES | BN 16 s01352 353784 = 16
E. 73362 35377 B0 12 501365 353786 1314.15 | 0
E. 191415 AEITEE | BE0T] 20 500859 3787 126175 | 4
E. e 353790 | BE2011 3 503534 353790 s A
E. 26338 21 53705 | BER0TT 22 507231 3792 45451 11
3 23085 353600 | REI20T1 75 505331 EIT04 052 17
E. 41089 353763 | BA011 24 506803 35375 2rza821 | 22
E.. 44158 353802 | G701 5 501847 I a5e085 | 5
E. 27813 353795 |BE2011 26| 505004 353787 10| 45|
< B3 T
[ selectan | [ Deselect al [ selctan | [ Deselect Al
Filter Matching
Show all recards
First Table STATEMENT DATE % hy ]

iz B Wariance

Second Table | DATE v by ]

6.2 Manually Matching Records

To perform a manual match of the records in the tables:

1. Select the two records on which you want to perform a manual match and
click Manual Match.

The two records which you have chosen for the manual match process will be
assigned the same match number. You will also notice that these records will not
be shown in tables once manual match is performed, as by default EasyMatch
shows only unmatched records .
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Manual match can usually be usually performed after an auto-match process to
minimize the involvement in matching all records manually. Manually matching
records after the auto-match process can help you match any of the records
that were not matched during the auto-match process.

2. If you wish to view both matched and unmatched records, click the checkbox
next to Show All Records.

All records (both matched and unmatched) in both the tables will be displayed
now. By default, only unmatched records are displayed.

6.3 Filtering Records in a Table

To filter the records in the table:

1. Select the field that you want to filter in the first or second table by choosing
the field from the appropriate dropdown menu.

2. Enter the filtering criteron in the adjacent field.

3. Click Filter. You will see that the records in the field you have chosen for
filtering will be filtered according to the filtering criterion.

You can choose to remove the filter on the field by clicking the Remove Filter
button.

6.4 Selecting/Unselecting All Records

To quickly and conveniently select and unselect all records in a table:

1. Click the Select All button beneath either table to select all records.
2. Click the Unselect All button beneath either table to unselect all records.

Note: When used in conjunction with the manual match rule, the variance box,

and the filters, you can quickly match records manually and perform analysis on
the data using the Select/Unselect All buttons.
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6.5 Unmatching Records

To unmatch a record after matching:

1. Select the record you wish to unmatch. You only need to select one record in
a match, even though there are two or more.

2. Click the Matching menu and then click Unmatch .

3. Click Yes on the Confirmation pop-up window.

4. Click OK on the Information pop-up window.

All records in the match are now unmatched and returned to the state when
they were first imported. You may also notice that the match numbers are now
set to "0", as shown in Figure 6.5.1 .

Figure 6.5.1: Matched Records After Unmatching
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File  Import Data  Matching Reparting  Help
Q=4 FEID EE WL
AMOUNT DESC2 WALLE DATE Match Mo e FAYEE CODE CHE MO# AMOUNT M atch Mo -~

E.. £45.75 353774 |Bit2011 | 0 505200 3370 3% 0
= R=i:] 353777 B20M i o 505364 353746 236930 | 0
E: -1339.1 353761 | 62011 o 503178 353750 §0.05 | [t}
E -1261.75 353787 62011 i o 506250 353753 452.05 I 0
E.. -2580.95 393796 62011 a 502313 353761 33 | 0
i -236890 353746 |Bi42011 i a 503210 353763 141069 [ 0
E -7 353764 | 62011 o 506441 353764 177821 | 0
st -1020.45 393769 642011 i o 505912 353765 234.21 | 0
E.. -14585 393772 642011 o 503006 355769 102045 | 0
Es -260.02 35ITTI | G201 i o 507857 353771 73362 [ 0
E 454 51 353792 62011 o 507857 38371 73362 | 0
Ese -396 393730 652011 i a 507012 353772 14585 | 0
E: 45295 353753 | 652011 o 502630 353VTI 260.02 | [t}
E 33 353761 | 652011 i o S00446 353774 B48.7% | 0
E.. 4a59.79 393778 652011 o S04193 353777 [is) | 0
E.. a0 393784 | BS2011 i o S05406 353775 939.79 | 0
E: -1001.52 353784 |6/502011 o 504315 353781 13391 | [t}
E 23421 353765 662011 i i} 501352 353784 an | 0
E.. 73362 393771 |BB2011 a 501365 353786 1914.15 | 0
i -1914.15 353786 |6E2011 i a 500859 353787 1261.75 [ 0
E -85 353790 | 652011 i 503884 353790 g8 | 0
st -26335 .21 393795 662011 i o 07231 353792 454.51 | 0
E.. 22085 393800 | EE2011 o 505331 355754 1001.52 | 0
Es -1410.69 353763 | 62011 i o 506303 353795 26336.21 [ ]
E 44158 A536802 |AA201 1] 501847 353796 258005 | 0
B 2753 393795 6452011 i 0 |8 505004 353787 110 | 0 [
< > < E
[ selectan | [ Desslectai Select al | [ Deselect &l

Filter Matching

Show all records

FirstTable  |STATEMENTDATE | by i

- — Wariance
Second Table DATE v by |

Note: Sometimes you won’t always get it right. It might take a while to refine
your match rules to get the most accurate match without matching the wrong
records. You might also manually match the wrong records accidentally. The
Unmatch feature can be used to “undo” a match when necessary.

6.6 Reordering and Sorting Columns

To reorder columns and sort the data:

1. Click and hold on the column you wish to move, and drag it to the position
you wish to place it.
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2. You can also click on the column without dragging it to reorder the table in
ascending or descending order.

7. Reporting

7.1 Searching Records

To search for specific records in a table:
1. Click Reporting and then click Open Query.
The Report window is displayed, as shown in Figure 7.1.1.

Figure 7.1.1: Reporting Window
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Reporting  Help

@) Re port

Match Result

Search Table

Search Table Search Result

Showe Matches

Match record from First Table

atch record from Second Tahle

Export to C5Y

B

Fi Search FRemcve Criteria Search Results Tahlel Matches Tahle2 Mstches
it]
Second Takle |DATE w | by | | l emove Fiter J 000 e MQCH

P

2. From the Search Table dropdown menu, select the table on which you want
to perform the search operations.

You will see that three columns are now displayed below the dropdown menu.
You will use these columns to define the search criteria.

3. From the Column dropdown menu, select the column on which you want to
perform the search.

4. From the Condition dropdown menu, select the appropriate operator used
to perform the search.

5. Enter the value for which the search has to be performed, in the Value field.

You can also specify multiple search criteria by adding multiple rows one below
the other. Records must meet all criteria to be included in the result.

6. Click Search.
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The Search Result section on the right displays all records in the chosen table

that match all the search criteria, as shown in Figure 7.1.2.

Figure 7.1.2: Search Result

EasyMatch - Mov

{"' Report

Search Table
Search Tahle

Help

Table 1
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Value

AMOUNT

o -302.54

Match Result

Search Result

DESC1

AMOUNT

DESC2

WALUE DATE

Match Ho

CHEQUE PAY...

-302.54

363804

B132011

118

CHEQUE PAY...

-302.54

363867

£

B/28/2011

166

=

hiatch record from First Table

Match record from Second Table

£ i | B

Export to CSV

& L Search ][ Cloge J [Eemnvetritena] Tahlel Matches
it

Show Matches

Table2 Matches

Second Tahle |DATE v| by | | [ Remove Fiter |

0.00

T

RN E G

Note: If you are performing the search operations after performing the matching
process, you can use the Reporting feature to report on matched and unmatched

records.

Note: If you wish to display all records of a table in the query, enter ID > 0 in
your criteria. If you wish to display all matched records, enter Match No > 0 in
your criteria. If you wish to display all unmatched records, enter Match No =0 in

your criteria.

7. Select the record that you want to investigate in the matched records and

click Show Matches.
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The Match record from First Table and Match record from Second Table show
the records involved in the match of the selected record, as shown in Figure

7.1.3.

Figure 7.1.3: Records Matching the Search Results in Table 1 and Table 2

.0 asyMatch - Mow

Search Table
Search Table

Help

Match Result

Search Result

Fig |<£| i

Table 1 |
DESCA AMOUHT DESC2 VALUE DATE Match Ho
Column Condition Value
CHEQUE PAY.. -302.54 363804 | 61302011 118
AMOUNT G| = 5 -302.54
< i} T
[ Show Matches ]
Match recard from First Table '
DESCA AMOUHT DESC2 VALUE DATE Match Ho

v
L

Match recard from Second Table

DATE

PAYEE CODE

CHQ HO#

AMOUHT

Match Ho

[v] —ERPOITIO CST 5
o [ Search ] [ LCloze ] [ﬁemove Criteria] [ Search Results ] [ Table! Matches ] [ Tahle2 Matches ] ]
Second Table  |DATE | by | | |_ emove Filter J 0.00 m

Note: You can click the Remove Criteria button to remove a criteria row.

Copyright © 2010-2012 Youbewdy Pty Ltd

Page 38



EasyMatch User Manual - Version 1.0

7.2 Exporting Search Results

To export search results:

1. In the Export to CSV section, click Search Results to download all the records
from the Search Result section, in CSV format.

2. Navigate to the appropriate location on the local computer and click Save.

3. If you want to save the records in the Match Record from First Table section,
click Table 1 Matches and save the CSV file on the computer.

4. If you want to save the records in the Match Record from Second Table
section, click Table 2 Matches and save the CSV file on the computer.

The following Figure 7.2.1 shows the buttons used to export the search results.

Figure 7.2.1: Exporting Search Results

.(‘ EasyMatch - Nov

File .'1rrrpnrt Data Matching  Reporting  Help

TR

Search Table Match Result
S el Search Result
Table 1
DESC1 AMOUNT DESC2 VALUE DATE Match Ho
Column Condition Value
CHEQUE PAY.. -302.54 353804 |BM13/2011 118
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S 1 e =
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