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Getting Started

This Guide

matchlIT consists of several optional modules, which are totally
integrated into one package. Depending on the modules that have
been purchased (or are evaluating), options are enabled or disabled i.e.
grayed out. The menu structure also depends on what modules are
activated. This Getting Started Guide focuses mainly on the use of
matchIT for dedupe, merge/purge, salutations, casing and address
enhancement. If any of these functions are not relevant to you, please
ignore any instructions relating to the corresponding options.

The screenshots in the guide are taken using the US sample data — if
you are using the Rest of World regional installation, you will see the
sample data for that installation. The literals on the screen sometimes
use different terminology e.g. Surname for Lastname.

Installation

To install matchlT, if installation does not start automatically, please run
the SETUP program on the CD and follow the instructions given.

Note matchIT needs at least 256MB of RAM (memory) in order to run
reliably and 100MB of free hard disk space for even small data
files.

If you do not have an Activation floppy disk, you will need to contact
your supplier for an activation code before you can use matchiTto
process anything other than the supplied example data. You can do
this from the matchIT Evaluation screen as described in the next
section.

If you are installing under Windows 2000 or XP, you must have
administrator rights to install matchIT and/or the matchIT activation
code.

If some of the dialog boxes are not fully visible after you have installed
matchIT, make sure your screen resolution is set to at least 1024 x768.
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Evaluation System Limitations

The standard evaluation system is configured as matchiT Campaign and
is limited to 30 days and files of up to 5,000 records. Until activated, the
matchIT Evaluation screen is displayed whenever matchiT is started.
Simply follow the instructions on screen to activate matchiT at this
stage, then Cancel and restart matchiT to use the activated version. To
use match/T without activating it, just click on the Run button.

Note: Prior to activation, you will only be able to run matchiIT on the
example data supplied.
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matchlT vb User Interface

While all of matchIT's processes can be accessed from the menu bar,
the most common selections have been integrated into matchIT’s User
Interface. Following is a description of each icon.

The matchlT Toolbar

'; '} Open an Existing matchIT File
o Import Data

E Find Matches

E Generate Output

The File Selector Button

View Text File

ODBC Connection

Find Overlap

matchIT Options

E] There is frequent reference to this button in this guide.
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matchlT Wizard Pane

The Wizard Pane gives you immediate access to any of matchiTss file
wizards. Included in the Pane is a quick link to the matchIT Job Script
window. matchiTs file wizards have the ability to lead you through the
entire data cleansing process. The file wizards allow inexperienced
users to work through the data cleansing processes with ease, while still
maintaining the advanced data cleansing functionality that has made
matchIT an industry leader.

A description of each icon follows:

Single File Import and dedupe a single file.

Two File Work through various 2 file processes.

Import, dedupe and merge two or more
files simultaneously.

Multiple File

Automation Access matchIT's pre-programmed job
scripts or allow you to create your own.
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Exercise 1

Single File Deduplication

This section of the guide takes you through the process of deduplicating
a single file. matchITworks on a copy of your data, which is in DBF
format. To create a DBF copy, data will nee to be imported into
matchlT.

Importing Data

The easiest and quickest way of importing data
into matchIT is by using the Setup Wizard. The f‘.’ Single il
wizard can be initiated from the single file
button in the Wizard Pane.

The wizard builds a database inside matchIT, into which data is copied.

To begin with, you will be asked which file you would like to import
from. The Setup Wizard initially defaults to looking in the
matchIT\Import directory, but a different drive or directory can be
selected. The Setup Wizard helps to import any of the common text file
types as well as native Access, Excel and ODBC data sources.

If a file is not displayed, you can select A// Files from the drop down.
(*.*). Alternatively, you can select DBF Tables, Access Databases or
Excel Worksheets from the Files of Type drop down list, the appropriate
files are then displayed. To use ODBC, an ODBC connection must be
setup first.

To let you follow through a worked example, we have included a file
called EXAMPLEI.TXT in this directory. This is a file of test data, using
fictional data made up for the purpose of demonstrating matchIT. This
section of the guide assumes that you will be using that file. You can, of
course, use your own data instead; this guide will be most relevant to
data that contains similar information to the example data, but you
should be able to interpret these instructions as appropriate.

First, select the Single File button on the left hand side of the matchiT
user interface. Then use the file selector button to open the file
selector window.
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Either highlight EXAMPLE.TXT and click the Open button, or double
click the file. Then select Continue.

Single File Wizard Operation

First, the Setup Wizard will determine the type of data in each field.
Here there are two choices:

This is the default option. The wizard will
automatically attempt to determine the data type.
(See Automatic Import Wizard)

Switch bo Automatic Wizard l

Choose this option to manually specify what the
various data items represent. This is usually
appropriate if a data file is in a Fixed-Width format,
unusual in its layout/content, or if the Setup Wizard
has already failed to determine the data type. (See
the Manual Import Wizard section in the Going
Further with matchIT guide.)

Switch to Manual Wizard ]

Automatic Import Wizard

The Field Layout window is displayed, immediately following the
selection of an import file. You should always check that the Setup
Wizard has correctly identified the contents of each name or address
field, using the scroll bars to view more fields and records (the Continue
button is not enabled initially, as the field names must be reviewed
first).

@& matchIT Setup Wizard ‘Z‘@E
ile Information

The contents of this field will be ignared by

matchIT
ens AMATCHITY S IMPORTLEXAMPLELTXT
File format:  £OMMA Fieldcount: 8
FULLNAME COMPANT ADDRESS1 ~
NOBELES Q; Sh DE GV HANGAR C-5

MR C STEINER
HMIGUEL ROBOLLEDO

WURN MANUFACTURINC INCORPORATED
LOPATA S.4. DE C.V.

DOST OFFIE EOX 3
TERMINAL DE AWLE

MR E SIMMONS

V00D AT HOLDING CORP

2314 HORTHEAST 4

DR M CUNDEZEN

107 FOSTER HALL

MR BRUCE AHRENS 1D

DACIFIC ENTERPRISES

SULTE 2300

GATL FRRNCART

KROEN-PLOUGH CORP

MATT RASDAR

AVIATION SERVICES; UMLIMITED

ONE LEDA FARMS
14824 EOUE ROAD

TODD FRIEDRICH THIEL SHERIFFS DEPT
MR W DAYTON PALMER ATR CHARTERS; INC SUTTE 106
MR K SIFFLE FEIDER COMPANIES INC

36430 BENSON &VE

POST OFFICE

BOX

MICHAEL OREILLY

ANDERSEN & LaME InC

TACK GRIFFITHS

2300 MARIE VICTO

TIM HORTONS DONUT LTD

2600 SERAULT

ROBERT DECOSTER

Box 507

LARRY WEVENBERG

HOFFHANNS
MCHAHON FURNITURE

2237 COLEY AVEND

AIR MECH

PO EOX 37

BOBERT HANSEN

STATEWEST AIRLINES INC

4303 EAST MCDOWE

TOAN MUELLER

ATRWEST HELICOPTERS; TNCORPORATED

500 NORTH LINE L

VAUCHN WILKINEON

EUROPEAN AIRCRAFT CO

CHARLES ZEMLOW

[E100 CORPORATION

231¢ BAYNAID EOU
500 ROBERT JEMIS

G UNDERHEIM JR

TEC

MR DANIEL MCCOIMACK
<

THE REFFER MANACEMENT COMPANY

P. 0. BOX 260
8200 EAST INDEPE Y

>

Field Information
Field name:

FULLNAME

Field wickh: a0 n

[_add | [(Rename | [ meser

l

Cancel

Swikch to Manual Wizard

Help
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If the Setup Wizard has not understood what is in a column, right click
on the field name (i.e. the column heading) and then select Rename
Field. The appropriate field name can then be chosen from the drop
down list. For all the name and address fields in a data set, you should
use the names that are shown in the field name drop-down list.
matchiT refers to these field names as part of it's processing, so all the
address lines should simply be labeled ADDRESS LINE — matchIT will
number them, and compare across all the address lines when checking
for duplication.

If a data file, with a unique reference number for each record in the file,
is being used — you can right click on the column heading for this field
and label it Unique_Ref — this will enable you to export reference
numbers for matching pairs to a file. Enabling the ability to remove
duplicate records from the source database. The data in the field must
be genuinely unique within the input file, or an error message will be
displayed after import.

If there are data items in the source file that are not relevant to
deduplication or mailing, you can enter your own field name by clicking
on the Rename Fieldbutton. First, check that the top dropdown list
(Change field labeled) shows the field name that needs to change. You
can then type the appropriate field name in the Enter New Field Name
box.

For Comma or Tab Delimited input files, the Setup Wizard uses a
default width of 40 characters, which it increases if it thinks necessary.
However, this value can be changed if the actual maximum width of that
field is greater or significantly less than 40. In EXAMPLE1.TXT, you can
change the width of TELEPHONE to 20 or 25 characters, or leave it at 40
characters if saving disk space is not an issue. The Setup Wizard uses a
sample size from the input file, which is the first 1,000 records (by
default). To see the longest string of data in a field, scroll to the bottom
of the record list to view a "record" highlighted in pink, which shows the
longest example of each field in the file sample.

If the input file is a fixed width text file, the Split Field or Combine
Fields buttons can be used to correct the Setup Wizard (if it has not
been able to work out where one field ends and the next begins). When
splitting fields, click in the data window at the point where the field
should end, before selecting the Split Field button (by right-clicking on
the field header). Then use the Rename Field button to correct the
field header.
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The Add Field button can be used to create extra fields which matchIT
can populate later on e.g. if the input name is of the form “Mr ] Smith” or
“John Smith” all in one field, you can add fields for Title/Prefix,
Firstnames and Lastname, which matchIT will populate automatically on
Import with the appropriate components of the name — matchIT will
rename these fields as Prefix, Forenames and Surname.

Once the field names given to your data have been reviewed, select
Continue. The next dialog box displayed allows you to tell the Setup
Wizard what to do with the data, after it has been imported.

Finding Duplicates

The Processing Options window allows you to tell the Setup Wizard
what needs to be done to the data after importation.

& matchIT Setup Wizard - Processing Options

{

J Select matching level :

I !‘:}" (%) Contact §| () Business - :j O Address
[¥] Create match keys?

[(Use Zip+4 Address Yalidation?

["1Enable sutomatic suppression?

Create salutations?

Correctly case name and address?

Import this file to :
C\PROGRAM FILES\MATCHITYS1\DATABASEZUSTOMER \\WORKFILE.DBF
.

Select options as follows:

e matchIT needs to Create match keys if you are going to
find duplicates, so this option will be selected by default,
but you can deselect it if you do not want to dedupe this
file or compare it with another file.

e matchlT Pro allows you to create salutations and a contact
field for the output, so tick the Create Salutations option.
NB: matchIT builds salutations as a by-product of
generating match keys, so you can’t choose to just
generate salutations.
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matchlIT Pro also allows you to "proper case" the name
and address i.e. convert data intelligently to upper and
lower case, so tick the Correctly case name and address
option.

You should decide on which level of deduplication your
data needs, using the Select matching level section.
Because this data has a COMPANY field, matchIT assumes
this is business data, so the options are: dedupe down to
one record per Contact, one record per Business, or one
record per Address. With consumer data the options are:
dedupe down to one record per Individual, one record per
Family, or one record per Household. Leave this setting
as ‘Contact’ for this exercise.

Options allows you to change the many options that
matchlT utilizes, such as the default salutation, whether to
automatically exclude records that have suspect data in
them (e.g. if someone has entered "New address needed"
in the address lines) and a host of lower level options.

The file selector button will let you overwrite the default
file name and destination. Please enter a name of
WORKFILE: this new file will be saved in DBF format.

For this example file, after the options have been set, select Continue.
When you become more familiar with matchiT, you can specify different
matching criteria from the default settings — see Going Further with

matchlT.

Now matchiT will start processing. This involves:

Importing the original data
Generating the key fields for finding duplicates

Enhancing the data as requested e.g. salutations, casing,
relocating Zip/Postcode and country data to fixed fields

Locating the duplicates within the file

Generating first level reporting.

This stage should be very quick on the first example file. Processing
time is dependent upon file size, hardware and software configurations.
matchiTs performance is benchmarked at a rate of several million
records per hour.
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Note There are many quick and simple things that you can do to
speed things up. Some of them apply just to specific areas, such
as finding matches — if you want to know more about tuning
specific areas of matchiT, please contact
Support.US@helpIT.com.

The central feedback window will keep you informed of progress and
once your file has been processed the Data Summary will be displayed,
as shown below. This report shows the quality and nature of the records
in the file, before duplicates are removed — more information about the
use of this report is given on page 23. You can click on any part of the
report to zoom in or out, or use the scroll bars to see the different
sections of the report.

MelpiT systerns inc

#ihelpiT

Data Summary

Female

nnnnnn

On the print preview toolbar, click:
to print the report on the default printer and close it, or
to close page preview without printing.

Immediately following the Data Summary, the Internal Matching
Summary is displayed. This shows how many duplicates matchIT found
within the file, and what score range those matches fall into.

As a default, matchiIT uses the keys below to flag matches for
comparison:

e phonetic lastname key + Zip

e phonetic lastname key together with first initial + phonetic
street key

e street number + phonetic address key (city and street).
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Note You can use these defaults with confidence when finding

duplicates in nearly all normal US data. In cases where you are
dealing with complicated or badly structured data, matchiIT has

the flexibility to find all duplicates, no matter how difficult the
data may be to process — but for this you may need matchiT

training, plus time to experiment.

The matching ‘score’ is derived when a match key has identified a pair

of records that it thinks might be duplicates. It looks at all of the
relevant fields in the two records, and accumulates a score based on
how close the match is between the records. You can modify and set
your own matching ‘weights’, but (when using the defaults) the higher

the matching score, the more similar the two records are. You can print
or close this report in the same way as the Data Summary.

Viewing Matches

The next screen displayed is the Matching Results dialog:

@ Matching Results

Number | Duplicates® | Matchingkey Taken
E 16 Phonetic: Last Mame Hey + First 5 characters of Zip 00:00:00
7 3 Phonetic Last Mame Key & Initial + Phonetic Key of Street 00:00:01
g 4 Phonetic Address Key (TowniCity & Street) + Building or apartment number 00:00:01

* This shows number of potential duplicates

Cancel | Wiew Matches | [ Verify Matches ] ’ Flag Matches ]

To look at the duplicates matchiT has found, choose Verify Matches.

The first pair of duplicates is displayed, shown side by side:

& Matching Pair, Score: BO

ADDRESSEE
UNIGLE_REF
COMPANY
ADDRESS1
ADDRESS2
ADDRESE3
ADDRESS4
P
TELEPHOKE
PREMISE
CONTACT
SALUTATION

| First Record

|Charles Zemiow
aoooozo

B100 Corporation

500 Rohert Jemizon Rd
Troy

Michigan

48084
A00

Mr Charles Zemlow

Dear Mr Zemlow

Matching Score:

[Secondhecod |
.ChuCkZEmIDe | ADDRESSEE
0000070 | LNIGLIE_REF
| B 100 Inc | COMPANY
| 600 Robert Jemizon Road | ADDRESS1
Tray |  ADDRESS2
.l.\l1| ADDRESE3
M | ADDRESS4
| 48007-2601 | Ip

| TELEPHOME
500 | PREMISE
.MrChuckZemloe | CONTACT
| Dear Mr Zemloe SALUTATION

a0 3

b b next score

§ O
¥ =

False Match

Change Fields. ..

Mark Place

Resume Place

Getting started wi
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This screen allows you to display each pair of potential duplicates in
turn. Below each pair the matching score is shown. The matches are
shown with the least likely dupes (lowest match scores) first, as you may
only want to review the lower scoring pairs.

You can decide interactively which of the pair to retain, cut and paste
between records, or simply verify whether the duplicates are
candidates for flagging. Clearly, you don’t have to wade through all the
pairs of duplicates in this way, but Verify Matches is a good way of
establishing the correct threshold above which it is safe to globally flag
the duplicate records.

Some of the fields in the pairs of records are color-coded - this is to
highlight where matchITthinks the main differences lie between the two
records. Those that are marked in red show fields which are clearly
different in content, and those highlighted in yellow show where one
field's contents are contained within the corresponding field in the
other record.

The first pair displayed has a score of 80. This is because pairs of
records that have scored less than 80 are not thought by matchITto be
duplicates. NB: The match score is not a percentage, but a grade to
help separate out true matches from false. If there is a ‘gray area’ for the
duplicates that have been found in a given file, with the default
Matching Weights those duplicates will normally be in a score band of
80-85. Jack Whitson and Mr ] Watson, both at the same address and Zip
would be shown as a match scoring 80, when they could be different
people. However, this gives you the chance to go for marketing
‘overkill’ and flag one of these records, rather than risk sending
someone two communications, one of which is wrongly addressed.

If any pair shown is not a true match, select the False

Match button to unflag the match.

[{ x] [x }] Use these buttons to flag (i.e. exclude from output)
either the left or right matching record. The flagged

record is then grayed out and the icon changes from a

cross to a tick, which allows you to change your mind.

@ @ Use the forward and backward arrow buttons to scroll
through the pairs of duplicates. There is also a Next
Score button, to help you decide on the threshold
score from which to flag duplicates globally.
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If you right click on either record, you will see additional options for
copying or combining data from the two records. Select Done when you
have looked at the duplicates from each of the score bands — you can
mark the place (i.e. the last pair viewed), so that you can return to a
given pair later if you wish.

Now select View Matches from the Matching Results dialog box. The
following dialog is displayed:

(B View Matches Options

Report format | Business “ Destination | preyview ~
Reporkt grouping | Pajrs v | Lows score m =
all keys?  Run number High score 130 %
[ create matches file? Score sample size 06 Sort by score?

This dialog is used to indicate which matches you want to print (or
preview) and in what order. Change the Report grouping to Sets from
the default Pairs, but leave the Report Format as Business with
Destination set to Preview. Click on Continue.

A report is displayed listing all matching records, showing the unique
references, name, address etc. You can zoom out, scroll, print or close
this report in the same way as the earlier reports.

Note You can customize any of matchiTs reports via the Edit, Output
Layouts menu e.g. to show additional data items, or to change
the formatting of the report. Please see Going Further with
matchlIT for more information.

Flagging Matches

Once back at the Matching Results dialog, select Flag Matches from the
options at the bottom of the window. You are prompted to specify a
score, equal to or above which it is safe to flag duplicates - so leaving
the minimum score at 80 will flag all duplicates found. Once your
flagging score is set, select the Flagbutton. A dialog will then be
displayed showing the results of the flagging step.

The records flagged will be excluded from any deduped file output, but
will be included when you want to export information about matching
records. You can always undo the results of the Flagging Step by
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unflagging “flagged” records either individually via Verify Matches or
globally via Database Utilities.

With a bit more experience using match/Tyou will see how it is possible
to flag all the closest duplicates automatically, and come back to deal
with the less obvious ones interactively — perhaps after getting advice
on how to decide which of a given pair to flag, from the client or
department whose data it is you are processing. You can also use the
Intelligent Data Merge option, which will ensure that any data present
in the record being flagged, but missing from the record being kept, is
copied over. This option is subject to rules that you can specify in the
Jobs/Setup, Matching Setup menu.

File Output

& Results for duplicate flagging step:

At this stage in the exercise, we have ,
imported our data, found the duplicate S vamber ot Recordsagged: 2
entries and flagged them. Now we want
to output a cleansed list. If this file is to
be used for a “live” job, you should now
select the Q/A Wizard (Quality Assurance

Dutput which category of records to file?

Wizard) button from the screen shown, to

examine summary information about the = 4

file, “drill down” to view any suspect

records, view data in different orders,

output ranges or samples of the data.

If you choose Records in Matched Sets, matchIT will export unique
reference numbers for matching pairs to a file. This will enable you to
remove duplicate records from your source database and reassign
“orphan” records, using a program external to matchIT. Choosing
Flagged Records outputs only data for the records marked as
“duplicates”.

For this exercise, choose to output the Deduped File. This displays the
Produce Output dialog which has 2 tabs, showing Main Options,
Campaign History (only enabled in matchiT Campaign). A third tab is
displayed if you have run your file through addressIT.
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@ Produce Output: Options for File

Dutput File Layout M

t i 4 Layout name: | Use all Fields E]
Output file Details
_ Destination file name:  |exportiresult.bxk E]
j/
t ] Ctpuk Format: COMMA b
Main Options
Data Options Sampling Options

Record at which to start output : [

ELAREL

Use sequential numbering? and number it @ |

[ shuffle Up Address Lines? Nurnber of records: (@) all

O selection: |
[Jsampling : onein |

Filters and Ordering

[ use index order?

[ use Filkerz
Generate Output

Output File Layout

matchiT allows you to save output layouts for future reuse. To create a
new layout, select Newin the Output File Layout section.

The resultant field picker (see below) shows you all fields that are
available in the currently selected file (WORKFILE.DBF) in the left hand
pane, and all the fields that have been selected for output in the right
hand pane.

& File Layout Designer - D:\PROGRAM FILES\MATCHITYS\DATABASEVE_LAYOUT.DBF

Available Fields: Dutput File Structure:
ADDRESSEE |~ | [ [ hame T ~
COMPRANY |»] [conTACT [CONTACT
ADDRESS1 add == || |saLUTATION SALUTATION
ADDRESSZ COMPANY [COMPANY
ADDRESS3 Add Expression ADDRESS1 [ADDRESS!

ADDRESS4 AODRESSY |ADDRESSE
ZIP ADDRESS3 [ADDRESSS
TELEFHONE [ ADDRESSY [ADDRESSS
NAME INRED zIp
MAMEL |
MNAMEZ
MAMES [T&em
SEX
MAMEZFOLMND <<Remove Al
NAME_KEY b
laTn_conF I I< . &
’ Save Layout ] ’ Save Layouk As... ]

You will notice that matchIT uses more international labels now for the
name fields i.e. FULLNAME becomes ADDRESSEE, LASTNAME
becomes SURNAME, FIRSTNAMES becomes FORENAMES and TITLE
becomes PREFIX. We could output the ADDRESSEE field from the
original data, but when we asked matchiITto generate a SALUTATION in
the Setup Wizard, we also generated a CONTACT field. Since this is a
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standardized name field that has been designed as the first line of the
addressed item, this field should be the first that you select. It is one of
the last fields in the database, so scroll down the available fields list
until you see it, and double click the field name to move it over to the
right hand pane. We will also select the SALUTATION field near the
bottom of the list, because that is appropriate for the start of a
personally addressed letter. Next select the COMPANY field, all the
address lines and the ZIP field from the top of the available list.

Choose the Save Layoutbutton and name it WORKFILE.OPL. Click
Done to return to the Main Options dialog.

Although matchiT defaults to saving the file in its T
original format, we can change the output file format Rk ~
here. Drop down the Output Format list if you want to XL

select a different format from COMMA - this is a comma [
delimited file without a header record, the same as the e =

input file. If you want a header record to be inserted in
the output file, to label each field, select CSVnear the bottom
of the drop down list. Other common options are Tab
delimited, SDF (fixed width text), DBF and Excel (which is
limited to 65,000 records). Microsoft Word can link to a comma
delimited file as a data source for mail merge, so COMMA or
CSVis a good choice for our exercise.

Next, click on the file selector button to the right of the Destination File
Name to choose a different destination directory and name, if you wish
and select Generate Output.

matchIT now generates the output file and (when finished) displays a
message box that shows how many records have been output.

Conclusion

Now you have finished the whole process! Of course, this is a simple
example, but matchiT is extremely flexible and sophisticated if you
need it to be. As you become more experienced, you can fine tune
matchITto find all the duplicates in any data, no matter how badly
structured or keyed. You can also find the common entries in multiple
files (introduced in Exercise 2), automate frequent or complex jobs
using the Job Script function of matchIT Pro and output address labels
or mail merge pages direct to the printer.
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Exercise 2

Multiple File Deduplication

What you have done so far is to dedupe one file. matchIT can also be
used to find the common (overlapping) records across two databases,
using the Merge/Purge functionality that is available in all versions
except matchIT Lite.

The ability to find records common to two lists is a powerful function. It
allows you to:

e  Purge existing customers from bought-in mailing lists

e  Merge databases from regional offices with a head office
file, without creating duplication

e  Transfer Data from matching records in one file to records
in the other file

e  Write Overlapping Records to output records that exist in
both files to a third file.

All these options are available from the Merge/Purge menu. You can
perform the Merge/Purge step on two databases of different structures
e.g. one database may have the name all in one field, and the other
split into title, first names and last name, as in this example.

If you have more than two files that you would like to Merge/Purge you
can use the Multiple File Wizard (available in matchIT Pro and matchIT
Campaign from the matchiT Wizard Pane). Alternatively, matchiT has
the ability to work through files simultaneously in a process similar to
that of Exercise 1. The Two File Wizard process is explained in the
following sections.

Starting the Two File Wizard

Select the Two File Wizard button on the left.

This will open a similar window to the single file process used in
Exercise 1, but now you will select a second file and the process you
would like to perform. Unlike EXAMPLE1.TXT, EXAMPLE2.TXT is in
fixed width format, but the Setup Wizard will be able to recognize this.
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For this exercise, we will Find the overlap with your Suppression File.
Select that option from the Processing Type drop down. Next, open
EXAMPLEI.TXT as your Work File. Then set your Suppression File to
EXAMPLE2.TXT (EXAMPLE2 has no internal matches). Select Continue
once you have chosen a process and the necessary files.

@ matchIT Im port Manager EI

4
T
J Select files to import into matchIT:  (CSingleFile &) Two File

Select Processing Type :

| Find the overlap with vour Suppression File w

Work File :

D:PROGRAM FILESIMATCHITYS IMPORTIEXAMPLEL, TXT E]
Swwap Files

Suppression File :

| D \PROGRAM FILES\MATCHITYS IMPORTYEXAMPLEZ. TXT

The next window displayed is the field-labeling window for
EXAMPLE.TXT, you may recognize this window as it is the same
window used in Exercise 1. Make sure all fields are labeled correctly,
and then select the Continue button.

& matchIT Suppression Wizard - Work File Options

j Select matching level :
123 4 [¥] g Y
Q}' () Cantack §| () Business :___:) O Address

[use Zip+4 address Yalidation?
[]Enable autamatic suppression?
Create salutations?

Correctly case name and address?

Import this file to :
CHPROGRAM FILES|MATCHITYS 1YDATABASEVWCUSTOMER \ WORKFILE.DBF
(oe ] [ ow ]

Depending on what you want to do with this file, you could select to
generate salutations and/or case the data. You should select the
matching level required i.e. whether you wish to dedupe to one record
per Contact, Business or Address. For this exercise, we are going to
purge the records from EXAMPLE1.TXT that also exist in
EXAMPLE2.TXT, so EXAMPLE2.TXT is a suppression or “stop” file. Tick
the Create salutations option, the Correctly case name & address
option, and set matchITto a matching level of Contact. To make it clear
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which file is which, name this matchIT database WORKFILE.DBF by
selecting the file selector button. Then select Continue.

When matchiThas finished importing the data it stops at a Data
Summary Report for EXAMPLE1.TXT. Once you close this report, you
will be presented with an Intemal Matching Summary report. These
reports should look familiar, as they are the same reports you received
in Exercise 1.

The Matching Results for your work file will be the next window
displayed, see below. This is also the same window that was displayed
in Exercise 1. From here you can select to View Matches, Verify Matches,
or Flag Matches. For this Exercise, we are going to elect to Flag Matches
for records scoring equal to or greater than 80.

@ matchIT Suppression Wizard - Work File Matching Results

un Matching K Time
Number | Duplicates® EMDIESY Taken

21 16 MAMET + LEFTCZIP,S) 00:00:00

22 3 MAME_KEY+ZUBSTRIADD_KEY 541 00:00:00

23 4 ADD_KEY+PREMISE 00:00:01

* This shows number of potential duplicates

Cancel ] ‘ View Matches | [ Verify Matches ] [ Flag Makches ]

After EXAMPLE1.TXT has been imported and deduped, matchIT will
begin to work with EXAMPLE2.TXT (the suppression file). matchIT will
prompt you to begin the import of EXAMPLE2.TXT. Since this is a
suppression file matchITwill not flag any duplicates within the file.
Select Continue to begin importing EXAMPLE2. TXT. EXAMPLE2.TXT
will go through a similar process as EXAMPLE1.TXT, excluding internal
deduplication. Save this imported file as STOPFILE.DBF and click
Continue.

Now we are going to purge names from WORKFILE.DBF that already
exist in STOPFILE.DBF. This is to ensure that we remove existing
customers from the WORKFILE.DBF file that we just deduped.
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Find Suppressions

@ matchIT two file wizard

To purge the STOPFILE records that also exist | /7 s
in the WORKFILE, select Find Suppressions.

DAPROGRAM FILE S\MATCHITYS\DATABASE| CLISTOMER)WORKFILE DB

Suppression File Successfully Imported

DAPROGRAM FILES|MATCHITYS|DATABASE|CLIST OMER|STORFILE DB

Fd sppressons

The File Overlap Summary screen is then displayed:

£ihelpix

Flle Overlap Summary
eoer

This report shows the matching keys that found overlap, the score
breakdown and the total number of overlapping records.

View/Verify Overlap

After you close the Overlap Summary, the Matching Results window will
be displayed. However, the Matching Results dialog now has different
options from when you were deduping the single file:

@ Matc hing Results

Number | Duplicateg® | Matchingkey Taken
21 12 Phonetic Last Mame Key + First S characters of Zip 00:00:01
22 L] Phonetic Last Mame Key & Initial + Phonetic Key of Street 00:00:01
23 1 Phonetic &ddress Key (TowndCity & Street) + Building or spartment number 00:00:01

* This shows number of potential duplicates

Cancel ]| Wiew Overlap |’ Werify Overlap Remove Suppressions
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View Overlap and Verify Overlap work in a similar way to View Matches
and Verify Matches. Select Verify Overlap to see the matching pairs
from the two databases:

& Overlapping Pair, Score; 90

Record in Main Database Record in Second Database

UnIGUE_REF | DOOOOOS John Shamrowicz ADDRESSEE
PREFIX Ifr 0000032 UNIQUE_REF

-
-
=
]
i
@
Q
g
]

X
A
¥ =

Y
-

FORENAMES | Jahn Furnas Electric Company COMPANY
SURMAME Shamrowiz 1000 Mekel Street ADDRESS1
COMPANY | Furnas Electtic Cormpany Marwich ADDRESE2
ADDRESS1 1000 McKee Street e Yark ADDRESS3

False Match
ADDRESE2 Maonwich ADDRESS4
ADDRESS3 | Mew York 13815 P Change Fields...
Ip 13815 TELEPHOME
PREMISE 1000 1000 PREMISE
CONTACT hir John Shamrowiz Mr John Shamrawicz CONTACT WEIEREES

salUTATION ||Dear Mr Shamrowiz Dear Mr Shamrowicz SALLITATION U Place

=}
a
5
@

Matching Score: a8 3

Note how the databases different structure is reflected in the layout of
the screen. If there are more fields to see, you can use the central scroll
bar to allow you to view the other fields. Choose Done to return to the
Matching Results dialog, once you have looked through the overlapping
records.

Remove Suppressions

Having found the common entries between these two files, you can now
select Remove Suppressions. You will then be prompted to Flag
records that scored above a user-determined threshold, 80 is matchITs
default (40 for Address level matching). The Results window will open
after the records have been flagged. From here you can utilize the
Quality Assurance Wizard, output a Cleaned File, or output Flagged
Records. Select Cleaned File to generate a clean file, one with no
internal duplicates or overlapping records.

Note If at any stage you depart from the prompts for the usual options
that the automatic dialogs display, you can select those options
as required from the menus e.g. Output to File from the Output
menu.

Generating a Clean List

You can now generate a cleanoutput file, one with no internal duplicates
or overlapping records. After selecting the Cleaned File button, you will
now see matchiTs Produce Output window. From this window you can
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determine the file layout, format and destination as you previously did
in Exercise 1. After the file has been generated, you will see a window
displaying the number of records output.
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Quality Assurance Wizard

In the dialogs presented automatically after the Importation of Records,
or the Deletion of Matches, you will see an option to utilize matchiIT's
Quality Assurance Wizard. The Quality Assurance Wizard is also
available from the Output menu. Selecting this option results in the
ability to display the Data Summary, View Records by Category and
View Data within the DBF.

Select the Data Summary to view the same report as was generated in
Exercise 1, but this time for the WORKFILE.DBF in Exercise 2. Scroll
down or to the next page to look at the information further into the
report. This section of the report summarizes information about:

° Data Extraction

e  Potential Data Errors, on records which should perhaps be
excluded from the output

e  Main Input Options

Ddid SuImimmary

Data Extraction

Company Names s,

Job Titles N, :
Premise Mumbers sa|  Tran || p—1=1
aties s | o] :

States e, | ]
Countries s | @]

o 10 20 30 40 50 50

Possible Data Errors

Exrluded Records 1.33%

Potentid Address Truncation 0.00%

0.00%

EBlank Address 1

ola|la|a |~

Blank Address Keys 0.00%

Blank Individud Mame Keys 66T%

Main Input Options

Input form st Comma
Next ref 1
Detautt salutation Dear Customer
Exdract postonde Extract
Corert postoodd format es
Full name contact wes

Hationality us
Postoode verificatian (P 4F ) Mo

NE: I you have changed these settings since the job wes run, the cumrent settings are displaved shove

To "drill down", view various categories of records reported on the
summary, close the report preview and select View/Edit by Category
from the main Quality Assurance Wizard dialog.
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i Import Details

Zip/Postcode

[Extracted Zip

[1Blank Zip/Postcode

El Foreign

Data extraction

[CJExtracted Company

0 Extracted House/
Building Mumber

Prefix/Title/Salutations
[l Generated PrefixTitle
[l <hanged Prefix/Title
[ 5upplied Prefix/Title
[Ira PrefixTitle

[ Joint Salutation

Quality Assurance review: select one or more categories of data below.

‘You can then view the records in those categories, output them o another DEF File, view/create a
report andfor delete the selected recards From the Main File.

Potential data problems
[CJExcluded recards
[C1First name conkradicts Prefix
[ Potential address truncation
[CBlank address line 1
[l Blank individual name keys

[C1First name of either gender

X

[ Junusual Salukation

[ addresses with )
populated lines or less
DOutput Options
(3 Browse on screen
() Oukput bo file:
O Print ko repork:

O Create PDF:

The window displayed allows you to view all records meeting the
selected criteria — most of them are categorized on the Data Summary.

You can select several categories to view at once. You can also choose
to delete the selected records from this file before output, print them
and/or write them out to a separate file. For this exercise (with
WORKEFILE.DBF open), tick Default Salutation and select Browse on
screen. Select Continue, then Continue again on the next dialog to view
any records for which matchIT could not derive a proper salutation e.g.
records with no contact name, no prefixes with unisex first names and
inconsistent first name and title i.e. Mr Stella Black.

+ matchlT Options

i| Matching

The Default Salutation shown is Dear Customer,
but you can change this from the Jobs/Setup
menu, Options, Input tab, or from More options at
the end of the Setup Wizard. e

Dperational

+ | Input farmat

1 % | ezt reference number

Dear Customer Default salutation

After you view the selected records, matchIT
returns you to the View Records by Category screen to select more
categories if you wish. To leave this screen, select Close.
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Next, select the View Data button (in the upper right) from the main
Quality Assurance Wizard dialog. This displays the Browse Customer
Database dialog. You can view match/T databases in order of any field,
click on Order Records then click on Continue. On the next dialog, scroll
to the bottom of the field list and double click on Salutation as the field
on which to order the new view.

.
JUSEAE??/:ITU“EE 1 JOSE ACEVEDD o NUBELESD,SADEE;’“DEM 3 In the data Wlndow Showny

MA BRUCE AHREMS MMD

MR BRUCE AHRENS MMD

PACIFIC ENTERPHISES

DOUGLAS BARTLETT

DOUGLAS BARTLETT

C/0 ATLANTIC AEROD INC

MIKE BASLER
ROBERT DECOSTER
BILL DEIGHTON JR

| |MIKE BASLER

ARANSAS HIGHWAY DEFARTMENT

| |ROBERT DECOSTER

HOFFMANNE

" [|BILLDEIGHTON JR

PaC

TODD FRIEDRICH

T0DD FRIEDRICH

THIEL SHERIFFS DEFT

JACK GRIFFITHS

JACK GRIFFITHS

TIMHORTONS DONUT LTD

MARK GUNDERSON

MARK GUNDERSOM

WFH AANNDVER

MR H HANNOVER

ID5 FINANCIAL SERVICE INC

FOBERAT HANSEN

ROBERT HANSEN

STATEWEST AIRLINES INC.

scroll towards the right.
matchiT has added several
fields after the last field
from the original data —

WATT KASPAR MATT KASFAR AVIATION SERVICES, UNLIMITED

R DANIEL MCCORMACK, MR DANIEL MCCORMACK THE KEFFER MANAGEMENT COMPANTY .

WF D H MILTON MR O H MILTON MCDONNELL DOUGLAS HELICOFTER, LOMPAHY these are the phonet]c and
R 2 NORTON R ENORTON PACIFIC ENTERPFISES
AN DAL A O LAUGALIN THE KEFFER COMPANY

ICHAEL OREILLY.

ICHAEL OREILLY DERSEN & LAMB INC

other key fields used by
i fomnii s LOFATLE A P2 Y matchITto search for

GENE SCHMIDT TIMHORTONS

]
ANNY PLOTZ At
MR PHILLIP POKLASMY

MIGUEL ROBOLLEDO

| |[GENE SCHMIDT

EARL SIMMONDS [{EARL SiMMONDS WwOOD-AIF HOLDING CORFORATION t h At th d y
EITH SIPPAL -IKE\THSIPPAL FEIDER COMPANEES INC matcnes. €en ’ ou
EILGTAND |NEIL STAND WA, CORPORATION OF ALBEFTA
[IRT STFINFR V|(Ikun1 STRINFR ol R M TFACTTRING . v can see the generated
< »

Contact and Salutation
fields. matchIThas derived the Contact field from the supplied name
and worked out the correct Salutation. By viewing the data in order of a
field, you are more likely to see unusual and perhaps suspect values of
that field near the top of the data, which is a very useful Quality
Assurance technique.

If you scroll down the list, and compare what's in these fields against the
input name fields, you will see how matchIT deals with complex and
uncommon name structures, even when an input file has the contact
name within one field.

Press Escape to close the view, and then choose the Output tab from
the main Quality Assurance Wizard dialog. The next dialog allows you
to output 1 in N samples and selections of records. Select Close to
close the Quality Assurance Wizard.
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Address & Zip code Validation

Any version of matchIT (US install) can have the US Address and Zip
code validation module, addressIT, integrated with it, using the
addressing engine supplied by Datatech. The standard evaluation
configuration does not include addressiT, but you can request an
evaluation — we will then send you a CD containing the United States
Postal Service Address File (USPS).

& matchIT Setup Wizard - Processing Options

J Select matching level :
) {1‘- (& Contact §| () Business - ) O address
| | i

Create match kews?
Use Zip+4 Address validation?
[JEnable automatic suppression?
[ create salutations?

[Jcarrectly case name and address?

More...

Import this file to :
CAPROGRAM FILESYMATCHITYS 11 DATABASE\CUSTOMER | EXAMPLE L .DBF

As with all of matchiTs operations, the data must first be imported into
a DBF file. The Single or Two File Wizards on the left pane allow you to
do this. The same rules for naming fields, as described in Single File
Wizard Operation on page 6, should be used. Once the data file has
been imported via the wizard, you need to tick the Use Zip+4 Address
Validation option in the Processing Options window, as shown above.
The Address Enhancement Wizard will then be displayed after
selecting Continue. The Address Enhancement Wizard will guide you
step by step through the key areas when preparing a file for Zip+4
Enhancement. For detailed information on address/T and the Address
Enhancement Wizard, please see the addressIT section of your User
Manual.
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Verifying the address|T Results

When you have completed the verification and removal of duplicate
records from within matchIT, you will find yourself in the Results for
duplicate flagging step window. From here, you can select the Quality
Assurance Wizard. Once in the QA Wizard, you will now find the
addressIT section available. This section will provide the tools
necessary to Q/A check some, or all of address/Ts results.

& Quality Assurance Wizard

File Information
t t"f_"/ CHPROGRAM FILES\MATCHITYS1\DATABASE) CUSTOMER\EXAMPLEL . DEF I ’;
3 \
100 Records - 2 Flagged

l__(

Irnpart Oukpuk
Import : addressIT :
t?j Daka Surmary ﬂ Address Processing Summary
l‘?;’) WiewEdit by Category Address Processing Detail

Wiew Mon Alphanumeric Report

&

wigw Field Widths Report

&

| Examing the D ata Surrnary to make sure that the volumes of data and the nature of the data shown &
oh the summary conform with pour expectations.

bl

Close

e The Address Processing Summary will allow you to either
preview, print, file or PDF the Address Enhancement
Summary that matchIT has generated.

e  When using the Address Processing Detail option to view
records, matchiIT will provide the ablility to view either
address successes or failures based on criteria selected by
you.

The Address Processing Detail option can be the most powerful quality
assurance tools for addressIT results.
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Utilizing addressIT for an Output File

& Produce Output: Options for File

Output File Layout ’New... ] [Eci... | [Use al Fields

‘[ i/ Layout narne: | CHPROGRAM FILES|IMATCHITYS 1REPCRTIMAILING _OUTPUT.OPL E]

Output file Details
Destination file name:  |c\documents and settingsisuppartideskiap)january mailer.txt'D

j’ 4
t CQukput Format: COMMA e
Main Options Addressing
— Select Records to Output : : T
gﬁ: (routput all records, (default):

Wy

Warning @ It is strongly recommended that you do nok use e el e il
this in conjunction with a reqular output Filker. o 2 : Y
()Cass pddressed Failures only
Generate CASS 3553 repork :

CHPROGRAM FILES\MATCHITYS 13 DATABASE\CUSTOMERIEXAMPLEL CASS 3553 03-31-2006090 E]

Select Address Output Configuration :

. City, State, Zip separate -

This Feature allaws you ko modify the current Oukput File Layout ko output a formatted address as
selecked above, All fields other than address and Zip will be output as specified by the Sutput File Layout.

Mote : ¥ou can not use this and choose shuffle up address lines ak the same time.,

Generate Qukput

When you reach the output stage for a file that has been run through
addressIT, the Addressing tab of the Produce Output window will now
be available for use. These new Addressing options will be available in
addition to the Main Options for outputting a file. The inclusion of these
addressing options will allow you to output subsets of your file
depending on the CASS status of a record, while providing the ability to
format the address lines and generate a 3553 CASS report for the
resultant file.

Selecting any of the options in the Addressingtab, can and will modify
the source file layout. If you would like to maintain a layout that has
been specified, you will need to set the Select Records to Output
option to Output all records and the Select Address Output
Configuration option to Do not modify the Output File Layout.
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Further Information

On-Line help is available from the F1 key. The Getting Started Guide,
Frequently Asked Questions and full User Manual are available from the
Help menu in matchIT. If you have any problems or questions, or want
to know if the results that you are receiving can be improved, you can
refer to the Frequently Asked Questions section of our website.
Alternatively, please don't hesitate to call us. With our experience, we
should be able to help you get the best out of matchiT very quickly and
we'll be only too pleased to help.

If you would like information about the core standardization and
matching components of matchliT, for plugging into your own systems,
please contact us for information about findIT.

For help and more information, please email or visit:
Sales@helpIT.com www.helpIT.com

Other contact details are as follows:

US Office UK Office

helplIT systems inc. helplT systems Itd

560 South Winchester Blvd, Stocks House

5t Floor 9 North Street

San Jose Leatherhead

CA 95128 Surrey

KT22 7AX

Tel: (866) 628-2448 +44 1372 360070
Fax: 408 236 7491 +44 1372 360081
Support: Support.US@helpIT.com Support@helpIT.com
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