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Dealing with Duplicates
You will inevitably have duplicates that will need to be merged together. contactLINK has two  merging features that will help you with this process:

· one is a manual, one-at-a-time feature

· while the other more powerful add-on allows you to do whole batches at a time (we charge extra for this add-on).

Duplicates are inevitable when collecting data generally, but will also occur if your data is coming from more than one source or if any of your data sources are in the form of ‘flat files’ (e.g. each organisation can only have one explicit named contact. So, two contacts for the same organisation are stored in two separate records). Excel and Outlook are examples of ‘flat files’.

Once you have a live system, consider assigning sets of contacts (or sets of the most important contacts) to different staff members for them to validate/update/tidy – this will share the load, help staff get used to the system with a repetitive operation and help them feel more ownership of the data. However, beware staff feeling dumped on. They need to agree this as a strategy first.

[image: image1.jpg]LINK




01364 649290
February 2010

contactLINK@ITsorted.org.uk



www.ITsorted.org.uk
page 1 of 4

[image: image2.jpg]