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Let's take a look at two case studies to help you understand how these choices will
affect contributions after a merge.

Case #1: Multiple records for children

It's common to have duplicate records for kids in your database for a variety of reasons.
For example, it's common for kids to come to church with their friends and get checked
in as "one-time visitors" via Fellowship One Check-in. If the child's parents begin coming
to the church, the child may be entered again as a visitor through Check-in. And finally,
when there's a children's event that requires online registration through Fellowship One
WeblLink, a third record could be created when the parent registers the child for the
event.

This scenario means that three different households are affected by merging the child's
duplicate records. It's important to make the correct decisions when selecting the radio
buttons. As shown in the image below - Kara Davis is the child in question. In the first
column, she attended at some point with the Oldfield family. In the second column, her
family's information is displayed (this is ultimately where we want her record to reside
after the merge is complete), and in the third column, her mother created a new record
for both of them by registering for an event online.
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Merge Records

Household Master

() Davey and Briana Oldfield
- Joel Brashear
- Colby Brashear
- Kara Davis
- Davey Oldfield
- Courtney Oldfield
- Lucy Oldfield
- Briana Oldfield

@ Kyle and Melissa Davis
- Kyle Davis
- Melissa Davis
- Kara Davis

Select the most appropriate choice('s) below. If you would like to change the values; select the radio button, checkbox, or make the necess:

) Melissa Davis
- Melizsza Davis
- Kara Davis

First Record
Prefix

First Hame
Middle Hame
Last Name
Goes By

Suffix

Former Name
Gender

Marital Status
Date of Birth
Former Church
Former Denom
Status

Status Comment

Status Date

121472007

@ Kara

@ Davis

@ Female

@ Childryth

@ 8/1/2004

() Mew Checkin - One Time Visitor

@ 1072007

121472007

) Kara

) Davis

() Female
() Childryth

) 612004

@ Attendee

Primary Address | @) 3355 Wainut Rd. () 4236 Bellflower L. () 4236 Belflower Ln.
Euless, TX 78633 Dallas, TX 77420 Dallas, TX 77782
Home Phone | @) 514 261 2201 () 214-555-8475 () 214-555-8475
Household Giving | g not move Hsld Giving + || Do not move Hsid Giving Move Hsld Giving to Household

121472007

) Kara

) Davis

() Female
() Childrvth

) 6H/2004

() New from Website

The selections made in the Household Giving row are very important in this scenario. In

particular, for the first column, we absolutely must choose Do not move Hsld Giving.

We do not want to move Davey and Briana Oldfield's household giving in any way or

shape.

-.*12
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Since the second column is the destination record, we do not have to worry about the
household giving. However, the third column presents us with a choice. We could
choose one of the following:

e Do not move Hsld giving—this option does nothing to the household
giving. When the merge is complete, Melissa Davis will be the only
person in the household and her household giving will remain with the
household.

e Move Hsld giving to Household—this will move any household giving that
may have been entered for Melissa Davis to the Kyle and Melissa Davis
household after the merge is complete.

e Move Hsld giving to Individual—this will move any household giving that
may have been entered for Melissa Davis to Kara Davis in the Kyle and
Melissa Davis household after the merge is complete.

In this case, we are certain that the Melissa Davis in the 3rd column is the same Melissa
Davis that is in the Kyle and Melissa Davis household, so it is safe to move the household
giving to the household. If you are not certain, the best option would be to select Do not
move Hsld giving and wait until you are merging Melissa's record to deal with the
household giving.

Case #2: Single adults getting married and combining households
When two singles in the church get married, sometimes the spouse is entered into the

husband's household record without realizing that a household record already exists for
the spouse. If this happens, you will need to use Merge Individual rather than Duplicate
Finder to merge the records.

As shown in the image below, the merge is taking the maiden name record and merging
it with the married name record. In the end we want to retain the Brian and Sharon
Harmon record and have made all the necessary selections to make this happen.
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Wierge Records
Select the most appropriate choice(s) below. If you would like to change the values,; select the radio £

Household Master | G grian and Sharon Harmon ") sharon Smalley

- Brian Harmon - Sharon Smalley
- =haron Harmon

Primary Address | @ 7512 Dixon Ave. ) 1234 Summer Ln.
Dallas, TX 77782 #B
Dallas, TX 77782
Home Phone | @) 2145558213 ) 214-555-7804
Household Giving | | 0o riot move Hsld Giving - || Move Hsld Giving to Individual

First Record | 12/14/2007 12142007
Prefix
First Name | & cpargn ) Sharon
Middle Hame
LastName | g ) smalley
Goes By
Suffix
Former Name
Gender Eil Female ':::' Female
Marital Status | @ arrieq () Married
Former Church
Former Denom
Status | @) yember () Member
Status Comment
Status Date | g 4142007 ) anrz007

The household giving option in this case is a little more flexible. It depends upon the
desires of the couple in question. Notice that the Do not move Hsld giving is not an
option. The reason is because there is only one person in the household in question. We
cannot leave the household giving with a household that has no individuals. We must
move it. Where we move it is flexible; the following are our choices:

e Move Hsld giving to the Household—if we select this option, Sharon Smalley's
household giving will move to the Brian and Sharon Harmon household.
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e Move Hsld giving to Individual—if we select this option, Sharon Smalley's
household giving will move to Sharon Harmon in the Brian and Sharon Harmon
household.

With a newly married couple, it may be best to move the wife's giving to her as an
individual during the merge. When you get ready to send out contribution statements
you can either send individual statements or household roll-up statements. This is more
flexible than to move the wife's giving to the household. If Sharon wants a separate
statement, you will have the manual work of finding all of her contributions and editing
them to be attributed to her as an individual.

MERGE ORDER

The best practice to follow when needing to merge an entire household is to merge all
of the children first, the spouse, and then the Head of Household. This ensures that
none of the children are orphaned by themselves and the giving records are kept with
the Head of Household. As you’ve learned in the Merging and Household Giving
section, the Household Giving option is important to understand. A fail proof way to
ensure that the Household Giving is handled properly when merging individuals and
specifically an entire Household, merge in the following order:

1%": Children — Merge all children within the household first.

Do Not Move Giving
2" Spouse — If a spouse is listed, merge the spouse after the children of the
household.

Do Not Move Giving
Last: Head — Lastly, merge the Head of Household. This will ensure that the
household giving will be kept with the last of individual of the household — the
head of the household.

Move Giving to Household
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DUPLICATE FINDER OR MERGE INDIVIDUAL

You have two tools at your ready to be able to clean up duplicate individuals within
Fellowship One.

e Duplicate Finder — Use Duplicate Finder when possible.

0 This is best for when duplicates are created via the Check-In application,
WeblLink, and/or the Small Group Manager. The Duplicate Finder will
allow you to search by status and clean up the duplicates that were
created by that source. For example, if a duplicate record is created via
WeblLink it will have a Status Group of System and a Status of New from
Website. By focusing on a status such as New from Website, you’ll be
able to clean up all of the duplicates created from that source.

0 Another advantage of using Duplicate Finder is that it will allow you to
merge multiple duplicates into one master individual record. You can
merge 3 duplicate records into 1 master record.

e Merge Individual

0 Once the broad stroke of merging duplicates is done by using the
Duplicate Finder, you can dig deeper by using a Duplicate Individuals
report and the Merge Individuals tool.

0 This tool is used to specifically merge individual records by name. This is
helpful when the duplicate records don’t have matching names, such as —
Michael Smith and Mike Smith.

e Frequency of Merging Duplicates — When and how often should you be cleaning
up duplicate records?

0 You’'ll want to check out “New Checkin” duplicates weekly when your
church is using the Check-In for weekend activities.

0 When you initially launch a new offering on your web page for use with
WebLink you’ll have an increase of “New from Website” possible
duplicates. You’ll want to check these daily after the initial launch so that
individuals can take advantage of what they visited the website for; such
as Online Giving, Small Group Manager, and Activity Registration. Once
the initial rush is over then you can taper it back to once a week.
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DUPLICATE QUEUE

When you merge records, either through Duplicate Finder or Merge Individual, the
request is placed in a queue for processing. The merge process updates many different
areas of the individual record within the database. This action can sometimes take
several minutes to complete. The queuing process allows you to continue working while
the merge is taking place.

You can check the status of your merge request at any time by clicking the Merge/Split
and Duplicate Queue menu options. The Duplicate Queue displays all merge requests
based on the search filters at the top of the Duplicate Queue grid. This grid displays all
duplicates merged by all users at your church.

Duplicate Queue

Submitted Between: 1272007 |4, 12442007 v] AN  Submited by User: ~ Status: = Search

[AliRecords] A B C D E F G H I J KLMWMWNOGPOGQRSTUWVWXY Z

1 -3 out of 3 (sorted by Submitted Date asc)

Submitted Date Submitted By Duplicates
& Sharon Harman 121472007 S:20 AM Tara Coulson 1 Completed
& Kara Davis 121472007 8:56 AM Tara Coulson 2 Completed
& Jackson "Jack” Jones 12M22007 2:02 PM Tara Coulzon 1 Completed

The queue displays the name of the person whose record is being merged, the
submitted time and date, the user who submitted the request, the number of duplicate
records merged, and the status of the request.

The queue can be filtered by date, the submitter, or the status of the request. Change
the filters and click Search to update the grid.

Note: All duplicate records will appear in Fellowship One until the merge status
changes to Completed.

MERGING EXERCISES

The following are common scenarios for merging duplicates. We will be merging
duplicates together as a class. Please do not work ahead as we’ll be discussing each of
these merges in depth. There are unique items to discuss for each of the individuals
being merged.
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New From Checkin

As mentioned earlier, the Check-In application is a common way that duplicate
individuals can be created. Using Duplicate Finder will enable you to find these
individuals in a streamlined process.

1. Select Duplicate Finder from the Merge/Split options under the People tab.

Duplicate Search

Find Person: Search for Person

Status Group: System - .

Never Matched

New Checkin

Search for Status

Last Match Date:

2. Enter System for the Status Group.
Enter New Checkin for the Status.
4. Click on Search for Status.
Find Duplicates (2]

Find a person and the duplicate individual records appear; select the records you would
like to merge; click Match Selections to go to step 2

Selected Individual L 1]
Name: Carla Cardenas Name: Carla L. Cardenas Address: 2072 Sherwood Ln.
Foriner Neie: Former Name: Summit, TX 77702
: DOB: 63002000
DOB: BI30Z000 Gender: Female Comm:  214-555-4852
Cender: S.tatus: Child of Member
First Record:  12M15/2001
Address: —
L
Comm;
. : Name: Warco M. Cardenas Address: 2072 Sherwood Ln.
Status: New Checkin Former Name: Summit, TX 77702
First Record:  4/21/2008 DOB: 6/30/2000
Gender: Male Comm:  214-555-4852
Status Group:  System Status: Child of Member
First Record: 7/&/2002
o, e T s ——c
L
Sub Status: » Name: Marco Cardenas Address:
= Former Name:
Status Date: 4/21/2009 3 DOB: 6/30/2000
Gender: Comm:
= Status: New Checkin
u Status and Match
I pdaic i I First Record: 4/21/2009

Found 3 Match{es) [7=] [/=1] | skipMatch | [ Match Selections

5. Carla Cardenas will be the first name listed with some duplicate records.
Determine if any of the records listed are duplicate records and merge.

6. Place a check mark in the Match field for each matching duplicate record.

7. Click on Match Selections when complete.
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Merge Records

Select the most appropriate choice(s) below. If you would like fo change the values; select the radio button, checkbox, or make the necessan
"Merge Records”.

Household Master

(@ Antonio and Maria Cardenas | () Maria Cardenas
- Antenio 5. Cardenas, DDS - Maria Cardenaz
- Carla L. Cardenas - Carla Cardenas
- Marco M. Cardenas - Marco Cardenas

- Maria Cardenas
- Resalinda Cardenas

Primary Address | @) 2072 Sherwood Ln.
Summit, TX 77702

Home Phone (@) 714-555-4352

Household Giving | Do not move Held Giving - | Do not move Hsld Giving -

First Record | 12M15/2001 42112009
Prefix B -
FirstName | @) cap5 () carla ®

Middle Name @ L I

LastName | 5~ onas (©) cardenas ®

Goes By &

Suffix =

Faormer Name

Gender | @) Female ® -
Marital Status @ Childrvth

4

i

Date of Birth | ) 302000 ) 830/2000

Farmer Church

Former Denom

4

L |

Status | @ chiig of Member {©) New Checkin

Status Comment -

8. Choose to merge the duplicates into the household with the most individuals
listed. In this case it looks like Maria Cardenas brought her family and they were
added again in the Check-In application.

9. Repeat steps 1-8 for the remaining New From Checkin for the following
individuals:

a. Marco Cardenas — Twin of Carla Cardenas

b. Marie Cardenas — Mother of Carla & Marco Cardenas
c. Jessie Johnson — Youth record

d. Mandy Johnson —Youth record
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.
j.

Find Duplicates
Find a person and the duplicate individual records appear, select the records you would
like to merge; click Match Selections to go to step 2

)

Selected Individual

Name: Belinda Smith
Former Name:

DOB:

Gender:

Address:

Comm:

Status: Neww Checkin
First Record: 42172009

Sta '[usGmup Atftendee  w .

Afttendee
Sub Status: -]

Status Date: apt2008 7

(:] Update Status and Skip Match |D

Found 0 Matchies) [Fr=2] [ll=]

Skip Match | [ Match Selections

Belinda Smith — not a duplicate record
i. Choose Attendee from the Status Group option.

ii. Choose Attendee from the Status option.

iii. Click on Update Status and Skip Match.
John Smith — not a duplicate record (choose same options as i. —iii listed
for e.
Kyle Smith — not a duplicate record (choose same options as i. —iii listed
fore.
Mary Smith — multiple duplicates, however, you need to merge the
children first and then the parents.
Sam Smith — multiple duplicates. Child of Mary Smith.
Susan Smith — multiple duplicates. Child of Mary Smith.

New From Website
As mentioned earlier, when individuals create a WebLink account, they are essentially

creating a duplicate individual. Using Duplicate Finder will enable you to find these

individuals in a streamlined process.

1. Select Duplicate Finder from the Merge/Split options under the People tab.

-.*20

Duplicate Search

Find Persan: Search for Person

C@ Group: System - > Status:

Never Matched Last Match Date:

2. Enter System for the Status Group.
3. Enter New from Website for the Status.

New from Website -

-

Status:

i

Search for Status
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Click on Search for Status.

5. Hunter Davis will be the first name listed with a duplicate record. Determine if
the duplicate records listed is an actual duplicate record and merge.

6. Place a check mark in the Match field for each matching duplicate record.

7. Click on Match Selections when complete.

8. Choose to merge the duplicates into the household with the most individuals
listed.

9. Repeat steps 1-8 for the remaining New From Website for the following
individuals:

a. Robert Lynch

Merge Using a Duplicate Individual Report

After using the Duplicate Finder tool to find New from Checkin and New from Website
duplicates, it’s best to run a Duplicate Individual report to find other duplicate
individuals.

1. Run A1000E — Duplicate Individuals Based on Name report. Choose do not filter
based on First Record Date.
Open the report.

3. Look at each record and determine if the name listed is a possible duplicate or
not.

4. If the name is a possible duplicate, select Duplicate Finder from the Merge/Split
options under the People tab.

_=---__
EEM Person: Bruce Collier [ Search for Person ] 2

Status Group: Attendee - Status: Aftendee - Sub Status:

Never Matched Last Match Date: 3 Search for Status

5. Enter the person’s name in the Find Person field.

6. Click on Search for Person.
7. The matching records will be displayed at the bottom of the screen.

Duplicate Search

Find Person: Bruce Collier Search for Person
Status Group: Attendee Status: Attendee - Sub Status:
Never Matched Last Match Date: 3 Search for Status
1 -2 out of 2 (zorted by Individual azc)
Individual Last Match
Search for Duplicates] JBruce Collier
[Search for Duplicates] Bruce J. Collier

8. Click on Search for Duplicates next to the first individual’s name.
9. Determine if the duplicate records listed is an actual duplicate record and merge.
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10. Place a check mark in the Match field for each matching duplicate record.

11. Click on Match Selections when complete.

12. Choose to merge the duplicates into the household with the most individuals
listed.

13. Repeat steps 3-12 for the remaining individuals in the report.

Unique Name Merging

At times, staff members will notify you that they’ve found a duplicate, but it won’t be
found using the Duplicate Finder tool or using reports. Follow the below steps for
merging these individuals.

1. Select Merge Individual from the Merge/Split options under the People tab.
Merge Individual

Find two individuals believed to be duplicates and merge them into one

Master Record Duplicate Record
¢ _[Find Person] Anthony Leary | [Find Person]» Tony Leary
Status: Member Status: Atftendee
Date of Birth:

Primary Address: 410 Gaston Road
Glendale, TXTF77T
Phone: §72-555-2200

2. Enter the Master Record of Anthony Leary by choosing Find Person under the
Master Record choice.

3. Enter the Duplicate Record of Tony Leary by choosing Find Person under the
Duplicate Record choice.

4. Click on Merge.

5. Choose to merge the duplicates into the household with the most individuals
listed.

WHEN/HOW OFTEN TO MERGE

e Frequency of Merging Duplicates — When and how often should you be cleaning

up duplicate records?

0 You’'ll want to check out “New Checkin” duplicates weekly when your
church is using the Check-In for weekend activities.

0 When you initially launch a new offering on your web page for use with
WebLink you’ll have an increase of “New from Website” possible
duplicates. You’ll want to check these daily after the initial launch so that
individuals can take advantage of what they visited the website for; such
as Online Giving, Small Group Manager, and Activity Registration. Once
the initial rush is over then you can taper it back to once a week.
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0 As needed — Let your end users know that they should notify you
whenever they spot a potential duplicate individual. Portal Users that are
using Fellowship One daily will be your biggest asset to combating
duplicate records. They will recognize duplicate individuals more often
than Duplicate Finder or Duplicate Reports especially when names aren’t
the same.

Tip!  Typically you will want to create some text on your web site indicating
how long a person can expect to wait before he or she will see past giving
through Online Giving or household information in Event Registration. Create a
schedule for using Duplicate Finder to adhere to the timeframe you indicate in
the web site text. For example, if new users are instructed to wait 2 business
days to see past contributions, Duplicate Finder can be run twice per week
searching for records by the "Status Group" and "Status" drop-down lists.

DELETING PEOPLE

Fellowship One does not give any functionality to support deleting individuals or
households. If it did, then all of that person’s attendance records, giving, and
assignments would be removed from the system through the deletion, leaving holes in
the information previously gathered.

Sometimes deleting makes sense — the individual’s information may not have
attendance, giving, assignments, contacts or even contact information. They may only
have first and last name, or be deceased. In cases like these, consider merging the
extraneous individuals with a record created specifically for this purpose.

Create an individual named Recycle Bin. Make sure the status is inactive or deceased so
they are excluded from reports and labels. Merge any of the people that need to be
deleted with the Recycle Bin individual record. This will keep any contributions, contact
items associated with the extraneous person in your system.

If someone is merged with Recycle Bin, the previous name will display in the Duplicate
Queue. This method leaves all of the information gathered from that person in
Fellowship One, minimizing any opportunity for holes in information previously
collected in contributions and attendance.
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MERGING GOTCHAS

Below are some items to know about merging that will really get you if you don’t look
out for them beforehand.

First Record Date — When merging duplicate records, the oldest record should be on the
left of the Merge Records screen to ensure that the First Record Date is preserved.

Previous Address — Currently, there’s not a way to capture a Home Address from a
duplicate record to make it a Previous Address. If this is desired, you’ll have to jot down
the address and add it to the individual’s record.

SubStatus — Currently, there’s not a way to select the SubStatus when in the Merge
Records screen. If you need to provide a SubStatus for an individual, you’ll need to do it
after the records have been merged. This is especially important for Multi-Campus
churches.

Children of Divorced Parents — In situations like this, it’s best to have a child duplicated
for a couple of reasons. 1) When checking the child in, the parents won’t have to see
the other parent’s name. 2) Both parents will receive mailings concerning the child’s
participation. To designate that a child has a duplicate record, both records should have
a Status Comment of Intentional Duplicate — Child of Divorced Parents.

DUPLICATE ORGANIZATIONS

If you notice that there are duplicate organizations — churches or companies listed
under the Giving tab, you’ll probably want to have these duplicates merged. Currently,
there aren’t any tools to allow you to merge organizations from an end user
perspective. To merge the duplicate organizations, you’ll have to enter a Support Ticket
requesting this action be taken. Make sure to specify Data Services and Data
Maintenance from the Product drop down selection. This will make sure that the
Support Ticket is correctly routed to the Data Services Team.
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* Denotes a required field.

Additional Information

Product:  Data Services » &4l800MY: | have an lssue or Request -
« L Data Maintenance -
* Operating System: Windows Vista -

Web Browser: Internet Explorervx -

CcC:
Enter another email address to be copied on responses (optional)

Question Data

* Subject: Merge Duplicate Organizations

* Question: perge "AAA Realty” with "AAA Realty Group”™. L

Thanks,

F1 Champion

To find duplicate organizations based on name, you can use Report A1010 or A1010E —
Duplicate Companies.

DUPLICATE INDIVIDUAL REPORTS

Your primary means of cleaning up duplicate records with the Duplicate Finder tool,
however, to find other pesky duplicates, you’ll want to use reports within the Report
Library. Below are some reports that will be helpful in identifying duplicate records.

Duplicate Individuals Based on Name

A1000E - Duplicate Individuals Based on Name — This report will list all duplicate
individuals in the church database. Duplicate individuals in this instance are individuals
with the same first name and last name. The fields included are address, city, state, zip
code, and member status.

This report will catch a majority of the duplicates as its only matching based on
the name. Please know that this report will return a lot of false positives, such as
Jr. = Sr. situations.

Duplicate Individuals

A1001 or A1001E — Duplicate Individuals — Lists all duplicate individuals in the church
database. Duplicate individuals are those people that have the same last name, first
name, suffix, address, city, state, and zip code, but they appear in the same household
more than once or are contained in more than one household.

This report is very helpful as it has a Birth Date Filter to reduce the number of
Father/Son individuals returned as possible duplicates.
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Custom Duplicate Individuals

A1002E — Custom Duplicate Individuals — This report was designed to give an alternate
option for duplicate finding via reports. It includes: Last Name, First Name, Suffix, Entry
Date, Status, Birth date, Household Name, Address, City, State, Zip Code, Individual
Email, Household Email, Home Phone, Work Phone, Cell Phone.

This report gives you the ability to search based on X number of characters of
the First Name, Last Name, and Address Match. You can also have this report
compare the Suffix field.

Duplicate Individual Names Report with Expanded Filters

A1003 - Duplicate Individual Names Report with Expanded Filters — This report was
designed to display duplicate individuals that may exist in the database. It Includes: Last
Name, First Name, Suffix, Status, Birth Date, Household Name, Address Sort Order: Last
Name, First Name.

This report gives you the ability to use the following expanded filters:

Ignore Blank Birth Dates
Compare Birth Dates
Compare Suffix

O O O O

Ignore Duplicates from Same Household

Duplicate Individual Names Report with Optional Filters

A1004 or A1004E — Duplicate Individual Names Report with Optional Filters — This
report checks for duplicate individuals by comparing the first "x" number of characters
in the first and last name. It also has optional filters for to ensure that the following
fields must match for it to be a duplicate: date of birth, status, address and marital
status. The date range applies to calculation of number of merges that have occurred.

This report gives you the ability to use the following optional filters:

Names Filter Length
Data Entry Date Range
Contribution Date Range
Use Date of Birth Filter
Use Status Filter

Use Marital Status Filter
Use Address Filter

Use Email Filter

O O 0O 0O o O o0 o
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O Use Phone Filter
O Use First Record Filter
O Attribute Exclusion

Duplicate Individuals by Ministry
A1006E — Duplicate Individuals by Ministry — This report show duplicate records by
Ministry. It displays duplicate records based on Participant Assignments.

This report helps a specific ministry zero in on their duplicate records. For
example, the Youth Ministry will know the individuals in their Ministry and can
use this report to merge duplicates attending their activities.

Duplicate Households

A1005 or A1005E — Duplicate Households — Lists households in the database that have
identical names. All of these households have at least one individual assigned. You also
have the option of comparing the household's primary address.

Sometimes it’s helpful to check to see if there any duplicate households in the
system. As noted, it will search for at least one duplicate individual in each
household.

Duplicate Finder — Merge History
A1013E - Duplicate Finder — Merge History — This report was designed to give visibility
to the duplicate find-merge queue performed by the church.

Individuals Deleted Using Merge Duplicate Finder

A1047 or A1047E - Individuals Deleted Using Merge Duplicate Finder — This report
shows the individual records that have been deleted using the merge duplicate finder.
The report displays Individual information, such as name, gender, date of birth, and
address. There is also a date range filter for when the records were merged.
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