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Duplicate Individual data can now be easily located and merged using the Individual Data Cleanup Utility. Using custom
searching criteria, VISTA will read all Individual records and provide you with an interface to do either a per-record merge
or automatically let VISTA take care of the entire dataset for you.

For clients using VISTA’s Membership module, the utility also provides a process to cleanup duplicate Membership data.

Minimum Requirements
Below are the minimum requirements necessary to use the Individual Data Cleanup Utility.

Requirement Description
VISTA Version Version 6.02 or later

) Your user group must have rights under
Security Access . . - .
Setup & View Options->Administration

Merge Persons Process

1. From Administration, select Validate Person Data.
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2. Select which fields might contain duplicate data

3. Optionally, set the number of characters to match on.

E‘_f.- Individual Data Cleanup

First select the criteria to use to identify duplicate Person information. Click the process
button to view information about any duplicate information found.
Last run time: 12/20/2010 1:33 PM 4+——— LastRun Date

—Merge Perzon Criteria Selection

- 008

[V First Name 0 :II Maw rumber of characters to match on (zeno = match entirely)
¥ Last Name 0 jl M ax number of characters to match on [zero = match entirely)
¥ Home Phone 0 jl M ax number of characters to match on [zero = match entirely)
[T &ddress Line 1 i jl M ax number of characters to match on [zero = match entirely)
[" Zip Code ] j &= number of characters to match on [zero = match entirely)

Process |

Cleanup Membership D ata

Mr“-ﬂ"‘“ﬁ‘-«“ P .J r’"ﬂf‘\_ N 2

In the example above, the data from all 3 fields must match entirely. A selected field means “match its contents”, but this
also includes records where that field is empty; in other words, empty matches empty. You will see this when you view the
results.

TR N S—— R S L . Y W AT T
Mueiis P fon Crbeiia Selachon
[ DioB
F¥ First Hame [P =] Maxrumber of charactess to matth on 2650 = mach entisy)
¥ Last Hame [ =] Manrumber of charactess to match on [oeso = maich entiel]
¥ Home Fhons [ =] M rumbes of chasactess 1o match on 0 = mach entiely)
™ Addies Line 1 [T =] Mastrnanboes of chavacters 1o malch on [zee0 = mach e
F Znlade [5 2] M rnambes of chasactess 1o mach oe [zeeo = mach endinh)
_Puces |
Elearup Mamberthip Diata
SN T T R S SR G SR TR

In this example, a 5 character zip code match has been added. This will return only records with five or more digits, but
only if the first 5 digits are identical. This would be useful for merging records with only a five digit zip code into one record
that contains the additional four characters of the zip code.
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INDIVIDUAL DATA CLEANUP UTILITY

1. Review the groupings list and associated records.

D First Marne Last Mamne DOE Home Phone

Fermandez 5585491 Alexis Femandez 147/2003

— T £379556 aLEXIS [ERMANDES 14141500
2 BLEXIS F 33613

0 E354085 Alexis Femandez 1/1/1300

Z|ALEXIS 33643 BGEE754 Alesis Femandez 14141900
2 dleviz L 34241

Duplicate Group Listings Records in the Duplicate Group
o i ! »
Auta Merge | Court: 11416 Perzon Records Found: 4 terge Inta Selected | j-'L LClose

In this example 4 records matched using First+Last+Home Phone. Note that there is a total of 11416 records
returned (we do not display number of duplicate groups). Selecting a group on the left will bring the
associated records into view on the right.

2. Choose an action in order for the records to merge together.

Auto Merge I

terge Into Selected

Open...
kerge Into Selected

Refrezh Fa

Select this action to have VISTA automatically go through each
duplicate group and merge its associated records into the original
record. Original means the record that was created 1%, based on its
system D number.

Select a duplicate group on the left prior to selecting this action;
otherwise it will be disabled. This action will merge only the records
associated with the select group and ignore all others. Any
additional groups would need to be manually merged as well.

Additionally, if you have the need to drill into a record, you can
right-click and choose Open. Make an wanted changes, close the
record and Refresh.
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Below are several examples of how to use the selection criteria

€ Validate VISTA Data

Auto Merge | Count: 6813

Person Records Found: 33

terge Inta Selected |

Count LM ame - D Firzt Mame Lazt Mame DOE Home Phone | &«
2 1755103 Sigterkane <Emphy>
™ S 1829145 Patricia <Emphys
ok < E ripity - Py
> o 2061611 Camille <Emply>
| 2’ 2077318 Jessica <Empty>
| 2 baron 2160919 Jeantd arie <Empty:>
N 2 Abarbanel 2258473 Melizza <Empty-
i ST 5 Ezlssasa Anna <Ermply> I _"|_I

Selection was First Name only which found 39 records with no Last Names

& Validate VISTA Data

Auto Merge | Count: 11416

Perzon Recards Found: 17

LM ame D First Marme | Last Mame DOB Hormne Phe +
<Empty> 225635 <Emply:
2229972 <Emphy>
Carmnpbell
2232864 <Emphy>
2 CHANG 954 33702 2597114 <Emply>
2 Guest 2538483 <Emphys
||| 2804541 <Emphy> hd
» 1| | 3

Merge Into Selected |

l'L LClose

Selection was Last Name only which returned 17 records with no Last Name

£ Validate VISTA Data
Count HFhohe D First Marne Lazt Mame DOB Horme Phone | Addr Line =
B7743 269023 MARY 14141900 0000000000 —_—
330385 KELLY 0000000000
2 000000000
330387 MEGAM 0000000000
4 0000000000 330389 REBECCA 0000000000
3 00000RSeaTara R 330391 STEPHAMIE 0000000000
& n0nsE 330477 DD 0000000000
] 13 O IS 2l
Auto Merge | Count; 23918 Person Records Found: 177 Merge Into Selected | j-'|_ Cloze

Selection was Home Phone only which returned 177 records where phone was 000000000. While you most
likely would not merge these records, you can see how the utility can assist you with performing simple
queries of your data. This is helpful when looking for data capture inconsistencies.
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Cleanup Membership Data
Over time, your Membership data may have been duplicated if you used an Import tool to bring over records.

Click the == |button

The utility will automatically perform the following tasks:

e Locate all Person records containing identical membership records. In other words, 1 person record linked to 2 or
more memberships with the same MemberID
e Merging them into a single membership containing the latest expiration date of the records found.

Cleanup Options
There are 3 options that you may want to include during the membership cleanup process. These are outlined below.
These cannot be run independent of the cleanup.

/j : / - -f o R e T Tl e et e

ANy —— - P - e T p

Cleanup Memberzhip Data

[~ Duplicate Types

[~ Duplicate Categories

[~ Remove Aditional Card Holders [ACH) Process |

I|_ LClose

Data Element Description

Selecting will remove duplicate Membership type records
Duplicate Types (Codes/Membership Types). A duplicate is identified by
the description text.

Merges any duplicate categories in the Price module. A

Duplicate Categories duplicate is identified by the description text.

Selecting this option will clear all Primary members of their
related members (ACH) and remove the membership from
those Individuals. It will not delete those records.

Remove Additional
Card Holders (ACH)
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