
5 Ways to Cleanup Your Database



Data cleansing is so important because it improves your data 
quality and in doing so, increases overall productivity. 

When you clean your data, all outdated or incorrect information is 
gone – leaving you with the highest quality information.  
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5 Year End Best Practices for a Healthy & Clean Database



1. Identify  & Merge Duplicates

2. Update Member Status

3. Request that Members Review & Update their Information

4. Review & Update Community Member

5. Review & Update Group Participation
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5 Year End Best Practices for a Healthy & Clean Database



Where does duplication come from? 

▪ One of the most common explanations is human error, however, if you 
have excelled at managing prospects in your system, duplicates may 
simply have been created through no fault of your staff, but because 
the prospect completed an on-line application

What to do??? Merge!!!

1…Identify & Merge Duplicates



Identify Duplicates

▪ Use the Custom Member report, 
include only Company Name

▪ Export to Excel, 

▪ Use Excel functionality to highlight 
duplicates

▪ Conditional Formatting > Highlight 
Cell Rules > Duplicates

1…Identify & Merge Duplicates



Merge Duplicates

▪ Best Practice: Merge the oldest record 
into the newest record

▪ You can make selections on some of the 
fields to be retained after the merge 
(name, address, etc.)

▪ For other fields (i.e. reps, billing history, 
communications) – all data is retained 
from both records

WIKI: Merge Members

1…Identify & Merge Duplicates

http://supportwiki.chambermaster.com/Merge_Members


Do you have Prospects in your Database that will 
never become members, or vice versa, do you 
have Non-members in your database that should 
actually be Prospects?

Update your database to accurately reflect the 
status of your contacts, so that you have a true 
view of potential prospects, and can focus your 
energies on them

WIKI: Change Member Status

2…Update Member Status

http://supportwiki.chambermaster.com/Member_Management#Change_Member_Status


Use the Prospect Reports to see when you last communicated with a prospect… is it time 
to move on?

WIKI: Prospect Communication Detail

2…Update Member Status

http://supportwiki.chambermaster.com/Reports_and_Downloads#Prospects_and_Communication_by_Rep:_Detail


3…Request that Members Review & Update their Information

Keeping your members records up to date can be 
time-consuming! 

Your ChamberMaster/MemberZone database 
includes an email template, Update Your 
Membership Listing, that you can send to your 
members, requesting that they update their 
information via the MIC.

WIKI: Send Email to Members to Update Contact 
Information

http://supportwiki.chambermaster.com/Member_Management#Send_Email_to_Members_to_Update_Contact_Information


4…Update Your Community Member

The Community Member record provides a 
special way to organize information for a 
person that has some association with your 
association – but is not associated with a 
member

Review your Community Member regularly to 
disable any reps who are no longer 
participating

WIKI: Community Member

http://supportwiki.chambermaster.com/Member_Management#Community_Member


5…Review & Update Group Participation

✓ Create new groups each year 

✓ Disable reps no longer participating 

✓ Disable groups no longer needed 



5…Review & Update Group Participation

Create new groups for the coming year

▪ While there is not a function to 
“copy” a group – if you have annual 
groups that may contain the some 
or all of the same reps, you can 
create a new group – then add reps 
to the new group by selecting  



5…Review & Update Group Participation

Disable reps no longer participating in your groups

✓ Manage Unsubscribed Emails – this will provide you an understanding of those who have 
opted out of your group communication

✓ WIKI: Manage Unsubscribed Emails

http://supportwiki.chambermaster.com/Communication#Manage_Unsubscribed_Emails_Report


5…Review & Update Group Participation

✓ Review your group rosters for any reps who have opted out of your communications… 
opting out does not de-activate them from the group

✓ Ensure all reps are disabled (whether they have opted out, or simply are no longer 
participating in the group)

✓ WIKI:  Disable a Rep in a Group

http://supportwiki.chambermaster.com/Groups#Disable_a_rep_within_a_group
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Questions?


