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Getting Started 

This Guide 

matchIT 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 ñ 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 matchIT, 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 matchIT to 
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 matchIT without activating it, just click on the Run button.   

Note:  Prior to activation, you will only be able to run matchIT on the 
example data supplied. 
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matchIT v5 User Interface 

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

The matchIT Toolbar 

            Open an Existing matchIT File View Text File 

 Import Data ODBC Connection 

            Find Matches Find Overlap 

 Generate Output matchIT Options
  

The File Selector Button 

There is frequent reference to this button in this guide.  
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matchIT Wizard Pane 

The Wizard Pane gives you immediate access to any of matchITís file 
wizards. Included in the Pane is a quick link to the matchIT Job Script 
window. matchITís 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: 

Import and dedupe a single file. 

 

Work through various 2 file processes. 

 

Import, dedupe and merge two or more 
files simultaneously. 

Access matchITís 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.  matchIT works on a copy of your data, which is in DBF 
format.  To create a DBF copy, data will nee to be imported into 
matchIT.   

Importing Data 

The easiest and quickest way of importing data 
into matchIT is by using the Setup Wizard.  The 
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 All 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 EXAMPLE1.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 EXAMPLE1.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)   

 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.)   

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).  
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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 itís processing, so all the 
address lines should simply be labeled ADDRESS LINE ñ 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 ñ you can right click on the column heading for this field 
and label it Unique_Ref ñ 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 Field button.  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 ìMr J Smithî or 
ìJohn Smithî 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 ñ 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. 

 
Select options as follows:  

! 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. 

! matchIT 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 canít choose to just 
generate salutations.   
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!  matchIT 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 ëContactí for this exercise. 

! Options allows you to change the many options that 
matchIT 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 ñ see Going Further with 
matchIT. 

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. 
matchITís 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 ñ 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 ñ 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. 

 

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, matchIT uses the keys below to flag matches for 
comparison: 

! phonetic lastname key + Zip 

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

! street number + phonetic address key (city and street). 

mailto:Support.US@helpIT.com.
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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, matchIT has 
the flexibility to find all duplicates, no matter how difficult the 
data may be to process ñ but for this you may need matchIT 
training, plus time to experiment. 

The matching ëscoreí 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 ëweightsí, 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: 

 

To look at the duplicates matchIT has found, choose Verify Matches.  
The first pair of duplicates is displayed, shown side by side: 
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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 donít 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 ñ this is to 
highlight where matchIT thinks 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 
fieldís 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 matchIT to 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 ëgray areaí 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 J 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 
ëoverkillí 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.   

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 ñ 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: 

 
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 matchITís 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 
matchIT 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 Flag button. 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 ìflaggedî records either individually via Verify Matches or 
globally via Database Utilities.   

With a bit more experience using matchIT you will see how it is possible 
to flag all the closest duplicates automatically, and come back to deal 
with the less obvious ones interactively ñ 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 

At this stage in the exercise, we have 
imported our data, found the duplicate 
entries and flagged them.  Now we want 
to output a cleansed list.  If this file is to 
be used for a ìliveî job, you should now 
select the Q/A Wizard (Quality Assurance 
Wizard) button from the screen shown, to 
examine summary information about the 
file, ìdrill downî 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 
ìorphanî records, using a program external to matchIT.  Choosing 
Flagged Records outputs only data for the records marked as 
ìduplicatesî.   

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. 


