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Overview

This article will teach you how to automatically conform your address records which will get rid of discrepancies between things like St., and Street.
It also goes through the steps to set your conform method in your Committee/Organization record (if it hasn’t been set already).

« Tip: Learn a lot about address management for your database by reading this article. After running address cleanups it’s a good idea to cleanup
duplicate contact records, here’s how.
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Steps to Set the Conform Method in your Committee/Organization Record

Important: it’s required that you set the ‘conform method’ prior to running the mass address conform operation on your database and this
requires administrative access to the database.

Navigate to your Organization record (if nonprofit) or the Committee record (if political) by following Application Menu > System Manger > Lists >
Organization/Committee.
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Click on the name to open your Org/Committee record card. In this example it was called “Demo Nonprofit Joel”.
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Click on the Org/Committee name to open
the record card.
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Navigate to the Settings tab, select your ‘Conform Method’ preference, and [Save and Close]. In my example | selected the option ‘Street direction
on right (1372 Glenmoor Rd E’.

KNOWLEDGE BASE www.trailblz.com/kb 6



http://www.trailblz.com/kb

&\ TrailBlazer

Organise.Leverage.Succeed. How to Automatically Conform your Address Records to the Postal Code
Standard — Change things like Street vs St. for Consistency Prior to De-Duping Contact Records

File - Edit - | [ ~ | |
Organization Information Organization Continued
MName: |Demo Monprofit Joel Phone: m
Address: 620 Mendelssohn Avenue North Fan: [ -
Suite 186 ‘\web Site http:/fwwwe trailblz.info/demononprofitjoel
City: Galden Valley At Web Site https:/fwww trailblz.info/demononprofitjoel/de
State: MM E-Mail jkristenson@trailblz.com
Zip Code: 55427 Date Organized:
Bank Account: [Parent Man Profit Bank -
P—
' Email | Representing/Active in | Related Committee(s) | Disclosure Settings | Dates and Cycleq Setings || 1L

Options | Filter |Nates
Adress Coniorm ethod [uectanection on iont a2 Gienmooria ] 2. Select your ‘Conform

Spouse: < Disable Address Conform= .
Street direction on right (1372 Glenmoor Bd E} M h r f r n
Family: Street direction on left (1372 E Glenmoor Rd) et Ud p ererence.

Turn Polling On
Dizplay Political Search Fields (affects non-profitz only)
Contribution Histogram Bin Size: 0



http://www.trailblz.com/kb

& TrailBlazer

Organtze. L everage. Succeed. How to Automatically Conform your Address Records to the Postal Code
Standard — Change things like Street vs St. for Consistency Prior to De-Duping Contact Records

Steps to Conform Address Records En Masse

Note: you can conform all address records, or a segment of your database. In this example | updated all records.

Navigate to the Addresses list under the Application Menu.
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Click [Search] and load all records. In this example | had 9,748 address records.
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Select File > Conform Addresses.

KNOWLEDGE BASE www.trailblz.com/kb 11



http://www.trailblz.com/kb

&\ TrailBlazer

Organize.Leverage. Succeed. How to Automatically Conform your Address Records to the Postal Code
Standard — Change things like Street vs St. for Consistency Prior to De-Duping Contact Records

4

<grSearch . Reset | oF New (= W File - Edit | ) | AddressList
@ | Conform Addresses | ‘—

. §§ Delete Unused Address Records

]
&4{ Merge Addresses...

| Faverites | Address | District | User | Contact (ny) | QL |

Q | [ Refresh Political Jurisdiction Data...
@ Nation: ’ > | Strest flame: Unused Only
Street: Street Number: -
County: -
County Code:
City: +  Odd/Even:
State or Territory
Zip Code

58 Edit | Sort B Format ~ 53 Wrap | 9% Export ¢ Print | ) Pivet .

Address List [ 9748 records found ]

= Address  Address ] Zip } Use
D Type Street Street 2 City State Code Mation Count
2 Residential 4629 York Ave § Minneapolis MM 55410 us 1
3 esidentia po oaorhea
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Click [OK] when prompted (if you are 100% sure you want to run this mass update operation).

Click [OK] to proceed. Make 100% sure with your team that
this is something you want to do prior to running the operation.

Warning

. Allincluded street addresses in the current list will be updated to
Lli conform with the defined standard. Do you wish to proceed?

oK I Gancel ]

Once the process is finished you’ll get a popup notification with the results, click [OK] to finish.
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You'll get a popup notification with the results. Click
[OK] to finish.

Tip: it's a good idea to sort by another column in the grid
and run this operation until zero updates occur.

et

¥' address merges.

@ Conform operation complete, 12 addresses updated, resulting in 0

¢ Tip: you should sort the list by another column (i.e. City or Zip Code) and re-run the process until the results are zero.

Take a look at the related resources below for a variety of other articles and videos on this topic.
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999

g

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

Related Resources

KNOWLEDGE BASE www.trailblz.com/kb

15


http://www.trailblz.com/kb

& TrailBlazer

Organize. Leverage. Succeed. How to Automatically Conform your Address Records to the Postal Code
Standard — Change things like Street vs St. for Consistency Prior to De-Duping Contact Records

Additional Service: NCOA/CASS Append
Article: Why won’t some of my records merge?
Article: Managing Households — Creating, Deleting and Re-Creating

Article: Address Normalization (unlimited addresses per person)

Article: Address Management

Article: How to ‘Manually Merge’ Duplicate Contact Records with Drag-and-Drop

Article: How to Find Duplicate Contact Records by Identical *Primary* Email Address, and Automatically Merge them Together

Article: Find Possible Duplicates

Article: Rollback — Undo Function

Article: Refreshing your Address Records with Political Jurisdiction Data i.e. CD, SD, LD... (Only Applies to Customers who Live in a State we Provide
Updated Voter Data For)

Article: Auto-Merging Duplicate Address Records

Article: Unable to Make A Change to an Address

Article: Address Normalization (unlimited addresses per person)

Video: Updating or Changing Data in a Field for all or Some of Your Records
Video: Households — What To Do B4 Householding!!
Video: Households — Drag n Drop

Video: Households — Delete and Recreate

Trail Blazer Live Support
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© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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