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Overview

This article walks through the steps to find duplicate contact records in your database by Primary E-Mail Address - which is a new feature that was
released in 2015. It also shows how to quickly merge those duplicates where First Name and Primary E-Mail Address are *Identical*.

« Tip: If you’ve never cleaned up the duplicates in your database take a look at these few articles to keep your database as tidy as possible:
- (Video) Households — What To Do B4 Householding!!
- (Video) How to Manage Duplicates

- (Article) Address Management
- (Article) Automatically Conform Addresses
- (Article) Auto-Merging Duplicate Address Records
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Steps

Navigate to your Contacts (Donors/Voters) list.

B) Settings
Application Menu %

Elzad

Tasks
- § Calendar/Tasks
=-&g Contact

Contacts h

Help

..[8F Contact Relationships
(-4 Contributions/Pledges
I:II*:; Product Sales

- Logs

-2 Communications

#-¢i Financial

w-g System Manager
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Navigate to the General > E-Mail tabs, plug-in the tab, uncheck the Alternate box, uncheck all of the email flag checkboxes, and click [Search] >
(Load All)

The image below shows my query which produced 5,851 contacts.
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| Favorites | #* General | Address | Household | Attribute | Canvass | Contibute | Pledge | Event | Log | Admin | saL |

Name | Phone | /* E-Mail | Emai Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other |

Primary =
Lo

’ Alternate

3 (make sure

—___only Primary is selected).

Subscribed

Mot Subscribed
Unsubscribed
Bounced
Exclude Bounced

Abuse Complaints
Exclude Complaints
Bwaiting Opt-In
Exclude Awailing

Unopened Messages
[ﬂg’m&b
0

4 (make sure all ch¢

are unchecked).

Incl

D

Title

Contacts [ 5851 records found ]

#  |Last Mame

First Mame

SEEdit | % Include % Exclude | Sort ) Format ~ | &% Export & Print @ Summary [J] = |[E] Pivet |

Email

Brain Injury Association

steve@anderson.com

Test Account #1 (Limited DB Access)

email @email.com

Select File > Utilities > Find Possible Duplicates

Mary
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<3» Search Y., Reset | 4k New = | L) O @ |[File | Edit + | &) | §pInclude Other | Contacts
@ % Communications »
|

Favortes| 7 General | Address | Household | Atrbute | Canvas| L2 RePOrting ' n Lol |
Utiliti E
Name | Phone | #* E-Mail | Email Links | Profile | Work | o Uit e
[}. Import...
® QD

(=]
=% [elete Selected Records...
@ (0 Address Address Type Subseribed Abuse Cf

=X
[ | |EPrimey & Not Subscribed Excclud qreipidaios
hﬁ Unsubscribed Bowaiti |-ra; Find possible duplicates...

Bounced Exclude DURIES INLO SEParale mOntacts..,
Exclude Bounced =3 Sortin household walking list order... [ Find possible duplicates l

Present
(71 Missing

=0 Edi - | i i =l i
S8 Edit | % Include % Exclude R Sort ) Format EExpﬂrt &Prlnt E Summary D] E [ Pivet |

Contacts [ 5851 records found ]

Check the box for Email ONLY, Primary Email only, and click [OK].

KNOWLEDGE BASE www.trailblz.com/kb 5



http://www.trailblz.com/kb

& Z;{Eﬂig!xamzeﬁow to Find Duplicate Contact Records by Identical *Primary* Email
Address, and Automatically Merge them Together

Set Column to Search For Possible Duplicates

Tie Breaker Options

Trail Blazer's merge tools are based on exact matches of name and address and
bithday etc. However, sometimes the addresses are not exactly the same.

Comparing the addresses below you can see that they are the same, but our nomal
merging process would not see them as indertical .

123 Main Street, Apt 101
123 Main St Apt 101

The default tie breaker process includes last name, first name, and the first 8
characters of the address. You may optionally inchude middle name, bithday and
voter election board Voter Mumber to your tie breaker criteria.

When evaluating for duplicates. .

[]...include middle name.

[]...include birthdays.

[ ] ...include election board voter number (SOS5 #).

Number of characters of the address to include (default=g)
Number of characters of the last name to include (default=255).
Number of characters of the first name to include (default=255).
Email OMLY, Primary Email anly
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This will run the process on all contacts that are in the list and provide you with the final count. My example results are below where the system
found 154.

=
ADDITIONALINFORMATION L B s

154 possible duplicates have been found and are now displayed. It is HIGHLY
recommended that you assign these to an attribute of your choosing so you may
return to this list periodically as needed. If you close this list, you will need to
re-run this analysis again to regenerate the list,

For more information about Group Management see the Group Management
instructional videos at http://trailblz.com/Support/Learning/VideosTraining.aspx.

You can copy the contents of this message by pressing Ctrl+C on your keyboard.

Click [OK] to finish.

At this point you have a couple of options. You could set an attribute for everyone in the list labeling them as a possible duplicate to cleanup at a
later time, or you could go through the automated merge process.

| opted to auto-merge any contact that had an identical First Name and Primary E-Mail address.
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Follow File > Utilities > Merge.

=3 Search % Reset | 5 New ™ | L ¥ @ ||File »| Edit = | ) | 8 Include Other Contacts
@ % Communications  »

Favorites | 4 General | Address | Household | Attribute | Can % Reporting » T
G Utlities > |
[Name | Prone| 7 EMot | Enal tnks | Pofte | Waic | Derkmomrmeores |53 eport

.\ @I [}. Import...

S  Delete Selected Records...
@ () Address Address Type Subscribed Lbuse ———————————————————————
] [EPimay Jg ] Not Subscribed Exclud 84 Merge... |
- Unsubscribed Dwsiting T TR p o e TPt CaTe
Bounced Exclude| 8  Split Couples into Separate Contacts... Merge records
Exclude Bounced =2, Sortin household walking list order...

@ Present

() Missing

S8 Edit | % Include % Exclude 7 Sort ) Format ~ DE Export &F‘rint @ Summary [D E [E Pivet

154 Possible Contact Duplicates Found

Select Merge contacts where email address and name match, and click [OK].
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Merge Contacts

Merge | Options

For each contact in the cument list, search for and menge with duplicates in the full
database using the method specified below.

In addition to the conditions employed by the mernge method selected below, a menge
will takee place only f

-the state 505 registration number (f present in both records) matches.

-the birth date {if present in both records) matches.

(71 Merge contacts where name and home address match.

(") Merge contacts where name and work address match.
(@ Merge contacts where email address and name match.

(7) Merge contacts where employee |0 matches.

Progress

Flease press OK to proceed...

This system will update you with the results once it's complete. For any records that didn’t merge you’ll need to either fix their name/address data
so that it’s exactly the same and run the process again, or drag-and-drop merge the duplicates.
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009

igs

Trail Blazer

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

Article: Manually Merging Contact Records
Article: Auto-Merge Duplicate Contact Records
Video: How to Manage Duplicates

Trail Blazer Live Support

© Phone: 1-866-909-8700

® Email: support@trailblz.com

Bl Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
E1 Twitter: https://twitter.com/trailblazersoft
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* 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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