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Data cleansing is so important because it improves your data
qguality 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When you clean your data, all outdated or incorrect information is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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ldentify & Merge Duplicates

Update Member Status

Request that Members Review & Update their Information
Review & Update Community Member

Review & Update Group Participation
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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!l!!
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Identify Duplicates 41 Espresso Drive Thru
42 Events by MS
= Use the Custom Member report, ™
include Only Compa ny Name 45 Faibanks True Value Hardware

46 FirstPage Marketing

= Export to Excel, 48 Fronks ations
. . . . 49 Free Spirit Fitness
= Use Excel functionality to highlight 50 Fycoc
. 51 Get Pretty
duplicates 52 Gothams
53 Grand Day Spa
1+1 1 1 1 54 |Great Breakfasts
Conditional Formatting > Highlight 4 (reat Brealfasts
Cell Rules > Duplicates 56 Greg's Donuts

57 Gretna Example

58 Hansons Construction
59 Harry's

60 Harry's Hair
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Merge Duplicates

Member - Merge

= Best Practice: Merge the oldest record =
. Green River Clinic
into the newest record G o SN A A AN

Cich on value you want 10 use for the final merged value from vawes or ether Green River Clinic or Green River
Aramal Chinig, Inc. The curmenty selecied value 15 Dighighied in green

= You can make selections on some of the i et s A e G o

aupecate information f necessary

fields to be retained after the merge

SateeBatard Destratos Resare Wrw (wadeaton b v
Green et Chom Groes Meer Aneval Chewe Ioe value
( n a m e a d d ress etc ) Pelo ICraatect $282803 (Croatect CI80812 Merged
) ) * Contact Fielas
Comparny Nene Green Rver Chng Gesen Rreer Arsrngl Ok e Gewen Sower Arvrmas! Ciose 1w
M M i11; M Emat foigranmakini comiest InfODgraniTeicing comest
* For other fields (i.e. reps, billing history, - R e,
Fie-By Name Green RAver Cing Green River Anmal Cioie. Inc.  Green River Animal Clest Inc
M M . ° Madng Acdress
communications) — all data is retained Ve
Prirsary Phone (565) 6548798 (555) 0876512 (555) 0878512
Physical Address Flelds
fro m bot h re CO rd S Asdress Line 1 15000 Beaverdae Lane 15000 Beaverdaie Lane
Mailmg Address Fuelcy

WIKI: Merge Members
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Do you have Prospects in your Database that will
never become members, or vice versa, do you i st o aens 4 ase S Bt e

have Non-members in your database that should i
Save Cancel Merge Into... 2]

actually be Prospects? T .

g = L
Update your database to accurately reflect the S
status of your contacts, so that you have a true

Country: Country:
Non-Member

view of potential prospects, and can focus your
. @ Additional Information -
energies on them o

Membership Status: [‘Prospechve % Membership Type: ¥ | edit member types

Join Date: Sales Stage: | Unknown V| edit stage options

Drop Date: Chamber Rep:

Established Date: Modified Date: 10/10/2019 08:18:20 CDT
Created Date: 10/10/2019
Full-Time Emps: 0 Part-Time Emps: 0

WIKI: Change Member Status b o o
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Use the Prospect Reports to see when you last communicated with a prospect... is it time

to move on?
WIKI: Prospect Communication Detail

Prospects and Communication by Rep; Detail
Rep: KAl »| Select All/ Unselect All

Sales Stage: [(All »| Select All/ Unselect Al

Refresh Report

4 41 oft » »i | Saveas PDF Excel CSV
Prospects & Communication
Detail
Rep Lead Days Since Contact
Cheri Petterson Beautiful Home Remodeling
Total: 1 Average: 8
Sheryl Rassler ABC Construction 21

Total: 1 Average: 21



http://supportwiki.chambermaster.com/Reports_and_Downloads#Prospects_and_Communication_by_Rep:_Detail
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Dear A Place for Dogs,

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

Changes happen. Have you updated your member information recently? You should be
updating the Member Information Center at least every 3 months.

Your membership provides excellent opportunities for your organization to attract new
customers and share information with our community, the region and even
internationally. Don't frustrate your customers - make sure everyone has access to

Your ChamberMaster/MemberZone database bicomthoely it imios o

includes an email template, Update Your .. et il L
Membership Listing, that you can send to your Tke e mmers o s ool nd hen s h i
members, requesting that they update their o

information via the MIC.

WIKI: Send Email to Members to Update Contact
Information

Company Name:

Primary Phone:

Physical Address:

Mailing Address:

Billing Contact:

Billing Address:

All Representatives:

A Place for Dogs

(218) 546-5413

21748 S Raider Court
Winona, MN 55987

21748 S Raider Court
Winona, MN 55987

Kase Brady

Kase Brady
34 Main Street
Nisswa, MN 56468

Eric Allan

Louis Armstrong
Ben Bowman
Krystal Bowman
Kase Brady
Chad Bring
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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

Member Management

General Reps Web

[Community Member] Sign in as this Member

Save Cancel

e List of Representatives

entries1-8of 8 Display| 100

::::::::
llllllll

Company Rep

A Place for Dogs Chandra

¥ | results per page.

Brady

Hannah Flannery

b Send Email ¥ Labels/Envelopes * R

Communication Account Stats Advanced
Community Representatives
Name Title  Status LG

e Membership

Active  Primary

Active  Primary

Active  Primary

Active  Primary

Active  Primary

Active  Primary g\lgumnm‘
Active  Primary

R Inactivate Rep

Marketing Files Tasks

filter options <

Phone Email

chandra@mailinator.com

flan@mailinator.co m

laura@rowlettchamber.com

luis@mailinator.com
eeeee @mailinator.com

lulu@mailinator.com

yann@mailinator.co m

Add a New Rep
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Groups

v’ Create new groups each year

Home General Roster Fees Sync Files

v’ Disable reps no longer participating 2019 Ambassadors

Group Information

v' Disable groups no longer needed

Group Name: 2019 Ambassadors

Group Type: | Committee v
Status: | Enabled v

Description:
A

Date Group Formed:
Member Options:
¥ Allow members to view/search this group in Member Information Center. @
¥ Allow members to join/leave this group within the Member Information Center.
Display in this section:
® Group Participation list @
Rep Interest list @
Public Options:
¥ Allow the public to view this group roster at /groups/GroupRoster/2019-ambassadors-52 @ Public page display settings

¥ Allow the public to join/leave this group at /communication @
Additional Options:
! Display this group name on the Email Subscriptions opt-in/out page. @
Disable ability to opt-out from this groups' emails. (also overrides prior email opt-outs) @
Synch this group with Constant Contact. @
Display this group in "about" section of "Community App". (app required) (2]
Group Members: 6 members
Outlook Email Alias: 2019-ambassadors

Save Changes Contact Members
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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

Groups

2020 Young Professionals v Q Find + Add
Groups
Home General Roster Fees Sync Files

Group Roster: 2020 Young Professionals

Add Group Members
add representatives by type/status
add representatives by member

»
» add representatives from other groups /

add representatives by category,
» add individual representatives

» add specific reps by member name

Filters

Show disabled group members

Print List {8 Print PDF Download List l§ Contact Members

ged into:

Log
ID:3097, CM MZ Training 0O =2 8
€0 select A Group - Google Chrome = O X
@ secure2.chambermaster.com/directory/jsp/dialogs/Grouplockupjsp?multi=1... &

Q Select Groups

Group Name: H

, Group Type: |- Any Group Type - v
# Show Active Groups Only

Choose Groups:

2019 Ambassadors

2019 Young Professionals

2020 Young Professionals

50+ Council

Annual Dinner Committee 2018

Board Members

Budget Committee

Commercial Builders Council

December Joins -

Add to Group

» refresh

Display 25 ¥ results per page.

Selected Groups:

Group Roster: 202

& Contact Company Name

s

Group Role Notes

No contacts have been associated with this group.

Fees
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Disable reps no longer participating in your groups

v' Manage Unsubscribed Emails — this will provide you an understanding of those who have
opted out of your group communication

v WIKI: Manage Unsubscribed Emails

Member Contact Report

Filters

[[] Show Re-Subscribed addresses.

Print List Manage Subscription

=

Display |25 v~ results per page.
Unsubscribed Addresses
Group Membership Roster: Volunteer Group
LT Opt-Out Type Contact(s)
Date Affected 3 Contact Company Name Group Role Notes Fees |[ |
The Tire Shop J A H ) i i 60.00 |:|
cheri.petterson@growthzone.com 12/7/2018 |Group: Volunteer Group M() =ean rleury Henrys email [ileury@mailinator.com ’
Cheri Petterson (A Place for Dogy ; - -
Cheri Petterson (Company Name Johnny Jones The Bait Shop email: bjohnson@mailinator.com 60.00 | []
lgﬁ;ﬁirso Henry L eMarc Henry's email: cheri.petterson@micronetonline.com | 60.00 | []
cheri.petterson@growthzone.com 3/21/2019 |Group: Economic Development rr——
Cheri Petterson (A Place for Dog H R 1 ABCR deli i ts@mailinat 60.00 | []
Cheri Petterson (Company Name arry Rupper emodeling email: ruperts@mailinator.com .
gchavezlopez09@gmail.com 10/2/2019 |Mass Emails Gabriela’s Designs and Styling Rachel Stanford (inactive) | Cooks4U email: rstanford@mailinator.com 60.00 | []
lanS@gmail. 8/2/2017 |M Email Espl Drive Th . . . ) . L
mscanan mar.com /2l ass tmalls SDIESSe Jrve i Erik Remington Remingtons email: eremington@mailinator.com 60.00 | []
tenille@gmail.com 8/2/2017 |Mass Emails
Frank Palla The Taj \ email: fpalla@mailinator.com 60.00 | []
. il: i.p @9 2
Cheri Petterson A Place for Dogs ‘ email: cherl.petterson@arowthzone.com 60.00 | []
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v Review your group rosters for any reps who have opted out of your communications...
opting out does not de-activate them from the group

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

v WIKI: Disable a Rep in a Group

Display |25 “~ results per page.
Group Membership Roster: Volunteer Group

+ Contact Company Name Group Role Notes Fees | []
Jean Fleury Henry's email: [fleury@mailinator.com 60.00 | []
Johnny Jones The Bait Shop email: bjohnson@mailinator.com 60.00 | []
Henry LeMarc Henry's email: cheri.petterson@micronetonline.com | 60.00 | []
Harry Ruppert ABC Remodeling email: ruperts@mailinator.com 60.00 | []
Rachel Stanford (inactive) | Cooks4U email: rstanford@mailinator.com 60.00 | []
Erik Remington Remingtons email: eremington@mailinator.com 60.00 | []
Frank Palla The Taj \ email: fpalla@mailinator.com 60.00 | []
Cheri Petterson A Place for Dogs ‘ egi‘: cheri.petterson@growthzone.com 60.00 | []
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Questions?



